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[bookmark: _GoBack]Absence request Form
Pupils Name _____________________	Class _______________
		_____________________	Class________________
Day(s) of requested absence:_________________________________________
	Reason for the request:






I/we have read the information on the reverse of this application and consent to the terms and conditions of the school:
Signed: ________________________________________ (Parent/Guardian)
Note: A pupil may only be granted leave of absence from school in exceptional circumstances up to a maximum of 5 days in any school year (September – July inclusive).
For office use only:
Date Received _____________________
Percentage attendance: 	Current _________	Last 12 months ______________
Any further action required:__________________________________________________________
Outcome of discussion with parents ___________________________________________________
Request authorised [     ]			Request unauthorised [   ]
Reasons request is authorised: ________________________________________________________ ____________________________________________________________________________________________________________________________________________________________________
	Request for leave letter sent 
	
	Date: 

	Copy of this form sent to parent
	
	Date:

	Name child on leave
	
	Date

	Referral  to EWS letter sent to parent
	
	Date:

	Referral to EWS
	
	Date:



Terms and Conditions
Before completing this application we would advise that you consider very seriously how the absences will affect your child’s education.  National statistics show 10 days absence in any academic year does have a negative effect on average attainment.  
The Government advises that any refusal of leave of absence must be recorded as unauthorised by the school on the students records.  As you may be away an accumulation of unauthorised absences may result in legal proceedings against you either through a Fixed Penalty Notice or the Magistrates’ Court.

Term-time Holiday from September 2013
Amendment to the Education (Pupil Registration) (England) Regulations 2006 remove references to family holiday and extended leave as well as the statutory threshold of ten days.  The amendments make clear that head teachers may not grant any leave of absence during term time unless there are exceptional circumstances. Please note it is in our policy to fine Parents who choose to take their children on Holiday during term time.

Fixed Penalty Notices
With the implementation of the Anti Social behaviour Act (2003) the local Authority has statutory powers to use Penalty Notices to help tackle irregular school attendance.  An unauthorised absence is any absence that the school has not given permission for or the parent/carer has been unable to provide a reason for the absence, which is acceptable to the school.
The 2007 regulations set out the procedures for issuing penalty notices (fines) to each parent who fails to ensure their children’s regular attendance at school.  Amendments to 2007 regulations will reduce the timescale for paying a penalty notice.  Parents must, from September 2013, pay £80 within 21 days or £160 within 28 days.
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