BAWDSEY PRIMARY SCHOOL
Absence Request Form

Bawdsey’s procedures for requesting leave of absence have been reviewed in the light of existing Government guidance.  As a result we have altered our policy in line with other schools in the pyramid.

There is a clear link between attendance and achievement therefore senior staff in the school will very carefully consider requests for absence, on an individual basis, before permission is granted.
Permission may be granted in advance in the following circumstances:

· A pupil is to participate in an approved performance or sporting activity for
                              which a license has been granted by the Local Authority;
· A pupil is involved in an exceptional occasion – in authorising such an absence
the individual circumstances of the particular case and the pupil’s overall pattern
    
of attendance may be considered.

· In exceptional circumstances, permission may be granted for a family holiday. Time off
school for family holidays is not a right and applications must be made in advance. The permitted exceptional circumstances at Bawdsey School as described in our policy are:
· service personnel and other employees who are prevented from taking holidays outside term-time;

· when a family needs to spend time together to support each other during or after a crisis or other exceptional circumstances;

· parents who are subject to a strict and un-negotiable holiday rota and evidence is provided to this effect.

· Requests for holidays for the following reasons cannot be authorised:

· cheaper cost of holiday;

· availability of the desired accommodation;

· poor weather experienced in school holiday periods;

· day trips;

· entertainment – concerts etc;

· an overlap with beginning or end of term.

Any parent/carer wishing to request leave of absence should complete and return the attached form to the Headteacher before the period of absence and at least 2 weeks before any holiday dates.  Only the school (at the discretion of the Headteacher) can grant leave of absence.

If the request is authorised by the Headteacher your child’s teacher will be informed and an authorised absence will be recorded in the register.  If your child is kept out of school without authorisation, an unauthorised absence will be recorded in the register. Parents need to be aware that the Local Authority has introduced penalty fines and notices for unauthorised holiday absence.
You will be notified of the outcome of the request.
Any questions should be directed to the headteacher.

To:  Headteacher of Bawdsey Primary School

NAME OF CHILD

           DATE OF BIRTH
       
CLASS
_________________                          _____________                 _________________

I, being the parent/carer of the above child, request that you consider allowing my child to be absent from school.  I understand that the school strongly advises against taking unnecessary absences during term time, as this will disrupt educational progress.  I accept that if I choose to remove my child/children it may have detrimental impact on his/her/their progress.  I also accept that the school cannot be expected to provide extra work to compensate for the missed time and my child will need to collect all relevant work.
I understand that your decision will be taken after considering:-

a.  the impact the absence will have on his/her education;

b.  my child’s/children’s previous attendance record(s);
c.  the recommendations from both the Government and the Local Authority
       that holidays can only be taken in exceptional circumstances. 
Requested period of absence:  Start date: ………………………………………………….  Finish date:……………………………………………
Total number of days absence requested: ………………………………………….



Reason absence requested? ……………………………………………..........................................................................................................
………………………………………………………………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………………………………………………………….
If this is a holiday, why must it be taken in school time? ………………………………………………...................................................
……………………………………………………………………………………………………………………………………………………………………………………………………….
……………………………………………………………………………………………………………………………………………………………………………………………………….
Name of parent/carer:- …………………………………………………….    Signature of parent:- ………………………………………………………..
(In Block Capitals)
         Date: ……………………………………………………………………………………
------------------------------------------------------------------------------------
School to complete:

Sessions absent this year:- ……………………    Authorised ……………………     Unauthorised ………………………

	Authorised

…………………………………………………………………………

Headteacher
	Unauthorised

…………………………………………………………………………

Headteacher


Date: …………………………………………………………………………………………………………………..

	Copy of this form given to Class Teacher/s
	


