 SEQ CHAPTER \h \r 1[image: image1.wmf]ST BONAVENTURE’S CATHOLIC PRIMARY SCHOOL
Absence from School Application

	Please Read Carefully – completing this form confirms that you have read and understood the notes below


Regular attendance at school is key to every child achieving his or her maximum potential.  Removing your child during term time will mean: 

Your child will miss parts of the national curriculum, 
which may not be repeated in their school career.
5 days absence = 2% of your child's annual education
10 days absence = 5% of your child's annual education

As you know the Education Welfare Office is monitoring all schools over absences for non emergency or sickness reasons.  Parents/Carers do not have the right to withdraw pupils from school except in exceptional circumstances.  The School is unable to authorise absences for anything other than exceptional circumstances.

This form should be completed and returned to the school office 2 weeks before the planned absence.  Requests after this time will not be authorised, except in an emergency situation.  Each request will be considered individually by the Headteacher in line with DfE's guidance and by reviewing the pupil's attendance records.  If travelling abroad, you may be requested to provide evidence of return travel arrangements, in the absence of which your request may not be authorised.    
Unauthorised absences may result in a penalty notice being issued or a visit by the Education Welfare Service.
The information contained in this form will remain confidential.
If you are applying for the absence of more than one child, you will need to complete a form for that individual child.  



	Please complete for each child


Child’s Name:__________________________________Class: _____
I would like to request permission for my child’s absence from:

_______________ to ________________ a total of ____ school days.

What is the absence for? (please give as much detail as possible)
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________

Why does the absence have to be taken in school time?

_________________________________________________________

__________________________________________________________________________________________________________________

Any other useful information 

_________________________________________________________

__________________________________________________________________________________________________________________

Signed:________________________Parent/Carer  Dated: ________
==================================================

To be completed by school
	Agreed     
(     No of days      (
	Letter sent home
(

	Denied
(     No of days      (
	Marked in register
(

	Signed (Headteacher)
	
………………………….
	Dated
	
……………………


FOR OFFICE USE ONLY

DATE OF RECEIPT OF APPLICATION:   ……………………………………

Is this 2 weeks before the absence is due to take place?        Y     N

	ATTENDANCE
	%
	C
(no of sessions)
	H
(no of sessions)
	G
(no of sessions)
	Any other

	THIS YEAR 
	
	
	
	
	

	PREVIOUS YEAR 1 
	
	
	
	
	

	PREVIOUS YEAR 2
	
	
	
	
	


Has this type of absence been requested before?     Y     N     Was it authorised?     Y     N

REASONS AUTHORISED
· The absence falls under the bracket of being exceptional and will not occur again
(
· Support family links and promote pupil’s self-identify and self-esteem
(
· Pupil has good attendance
(
· Frequency of requests for absence
(
· The timing of the absence takes into account important school times, such as SATs
(
· The request was submitted at least 2 weeks before the absence is due to occur
(
REASONS UNAUTHORISED
· The absence does not fall under the bracket of being exceptional
(
· The absence would have a detriment to pupil’s attendance levels
(
· Frequency of requests for absence
(
· General welfare/wellbeing of the pupil
(
· Pupil’s ability to catch up work/affect of low attendance on pupil
(
· The timing of the absence has an impact on important school times, such as SATs
(
· The request was submitted late (less than 2 weeks before the absence date)
(
REASONS PART-AUTHORISED
· Only part of the absence would be considered exceptional
(
· The time requested would have a detriment to pupil’s attendance levels
(
· Frequency of requests for absence
(
· General welfare/wellbeing of the pupil
(
· Pupil’s ability to catch up work/affect of low attendance on pupil
(
· The timing of the absence has an impact on important school times, such as SATs
(
· The request was submitted late (less than 2 weeks before the absence date)
(
· The requested numbers of days is more than we are permitted to authorise
in line with the regulations set upon us by the Education Welfare Service
(
IS ANY EVIDENCE REQUIRED TO AUTHORISE ABSENCE?

· Flight info (if returning to home country for long period of time to confirm
that the pupil will return) 
(
· Appointment letters (e.g., hospital appt letters)
(
· Letter from employer detailing that parent not permitted to take time
off during school holiday
(
