APPLICATION FOR LEAVE OF ABSENCE DURING TERM TIME

EVERY DAY COUNTS
GOOD ATTENDANCE IN SCHOOL= GOOD PROGRESS

Attached is an application form for you to request permission for your child to be absent from school.  Before completing the application form, please read these notes carefully:

If you wish to take your child out of school for a family holiday:

· The law states that you do not have the right to take your child out of school for family holidays during term time and schools can refuse your request to take your child out of school.

· If you wish to take your child on holiday during term time, you must apply for permission in advance in writing using the attached form.  Permission for authorised leave of absence may be granted for holidays in exceptional circumstances only and is entirely at the discretion of the Head Teacher. 
If you wish to take you child out of school for a reason other than for a family holiday:
· Only exceptional circumstances warrant an authorised leave of absence.  The school will consider each request individually taking into account the circumstances, such as: the nature of the event for which leave is sought; the frequency of the request and the pupil’s attendance, attainment and ability to catch up on missed schooling.  Authorisation is entirely at the discretion of the Head Teacher.
·  Authorised absences may include the following circumstances:
1. Celebration of a religious festival as defined by your religious organisation

2. Medical appointments that can not be arranged out of school hours

3. Education exams such as piano or gymnastics

4. If the parent is a member of the armed forces and is on annual leave

5. Attending a family funeral – 1 day absence

6. Attending a family wedding – 1 day absence

7. Other exceptional circumstances at the discretion of the head teacher
For all applications:
· If your application is successful, we will send you a text to let you know that the absence will be treated as ‘authorised’

· If your application is refused, we will send home a letter with your child to inform you.

· If the school refuses your application and you still take your child out of school the absences will be treated as unauthorised.  Unauthorised absences may lead to a Penalty Notice or a Summons being issued against you for irregular school attendance.

Having read these notes, if you still wish to apply for a leave of absence for your child then please complete the application attached.  This form should be returned to your child’s school as far in advance as possible.
APPLICATION BY PARENT/CARER FOR CHILD’S LEAVE OF ABSENCE FROM SCHOOL DURING TERM TIME

Pupil’s Name ……………………………………
Tutor Group/Class …………

Home Address …………………………………………………………………….

………………………………………………………………………………………

I wish to apply for my child to be absent from school during the following dates:

First Day of Absence …………..
Date of Return to School …………..

Total number of school days missed …….

Could you please explain the circumstances that make it necessary for your child to be absent from school in term time?
…………………………………………………………………………………………..

…………………………………………………………………………………………..

Do you anticipate any further absences from school this academic year?

…………………………………………………………………………………………..

I make application for my child named above to have authorised absence from school for the reasons stated.  I understand that if this is not agreed then any absence will be treated as unauthorised and may lead to the issue of a Penalty Notice or a Summons for irregular school attendance.

Name of Parent/Carer making application ………………………………………..

Signed ………………………………………………  Date ………………
PLEASE RETURN COMPLETED APPLICATION FORM TO THE SCHOOL OFFICE GIVING AS MUCH NOTICE AS POSSIBLE
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