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[bookmark: _GoBack]Request for Leave of Absence for Exceptional Circumstances during Term Time

Parents/carers are requested not to take their child/ren out of school during term time as this causes disruption to their education. Children attend school for only 190 days a year. At Brindishe Schools we must follow the law* in this regard and may only grant leave in exceptional circumstances if certain criteria are fulfilled:

· Parents/carers should not normally take their child(ren) out of school during the school term.
· Leave of absence in exceptional circumstances is authorised at the discretion of the Headteacher (it is not the automatic right of parents/carers).
· Please do not book your leave of absence until you have received the permission of the Headteacher.
· Each request for leave of absence will be considered individually, taking into account:
· the circumstances for the request
· the supporting evidence provided
· the overall attendance of your child(ren)
· your child(ren)’s stage of education, progress and attainment
· If the absence is approved by the Headteacher you will be advised as to how many days the Headteacher has approved for your child(ren)’s absence.
· If the school does not agree the absence and you take the leave without permission, or your child is absent for more than the agreed number of days the absence will be unauthorised.
· You should be aware that a pattern of unauthorised absence is very likely to result in a Penalty Notice, which carries a fine of £120 per parent (for each child), reduced to £60 if paid within 21 days. In the event that this is not paid, the Education Authority may institute court action, which on conviction could result in a fine of up to £2,500 and a criminal conviction.

*The Pupil Registration Regulations (England) 2006 and the Education (Pupil Registration) (England) (Amendment) Regulations 2013
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In order for your application for absence to be considered, please complete the following:

	Name(s) of Child(ren)
	Class / Year

	
	

	
	

	
	



	Adult details:

Email address: …………………………………………………………….. Mobile phone number: …………………………………

	Date of absence

From ………………………………………………………..	Date of return to school ……………………………………………………

	Reason for request during term time (additional evidence may be required)

	
Signed: Parent/Carer……………………………………………………………………… Date:……………………………………………………………..




School Data Checklist

For School Office Use Only

	Date application for Leave of Absence received:

	Pupil’s name
	

	% Attendance Yr to date
	

	Attainment/Progress
	

	SATs/Assessment information
	

	Previous leave of absence requested/taken (last 2 years)
	

	Nature of exceptional circumstances and evidence provided
	





	Outcome
	
Unauthorised / No of days ……………………… Authorised / No of days……………………….
Letter sent: Date ………………………………….





Appendix 1

Please note, these are not considered exceptional reasons for requesting leave:

· It’s cheaper
· We can’t afford to go in school holidays
· We can’t go in school holidays because it’s too hot, hurricane or monsoon season
· Someone else is paying for the holiday/flights to see a relative
· The children’s grandparents are getting older/haven’t seen children/not been well
· Honeymoon of parents
· We had a baby and want a break

What may be considered exceptional circumstances:

· Another sibling is having medical treatment abroad/in another part of the country and the whole family have to go
· Parent of child/sibling is terminally ill and they are asking for time to take a holiday as this is likely to be their last opportunity
· Medical treatment of parent/sibling taken place in school holiday and this prevented the family from taking a holiday
· Parent/grandparent is acutely ill in home country/another country
· Death in immediate family

	 
Rachel Waite| Executive Head | Brindishe Schools 
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