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EXCEPTIONAL CIRCUMSTANCE LEAVE OF ABSENCE REQUEST

As you may be aware the government have made changes to the Leave of Absence criteria effective from 1st September 2013.

The Head Teacher can no longer authorise any leave of absence during term time except in ‘exceptional circumstances’. Please complete and return the form with official evidence to support your request.   
	Name of pupil:
	
	Class:
	

	Dates of birth of pupil:


	
	Full name of parent making request:

	Names of all adults living at the address and relationship to child
	

	Contact number of parent(s):


	Address of parent(s):

	Date of submitting the request:
	                            

	                                                 Leave of absence for 1 school day or more

	Dates requested   


	First day of holiday:                     

                                              
	Last day of holiday:

	
	Expected date of return:
	Total number of days requested:


	Details of exceptional circumstance:

Please see guidance overleaf and continue on a separate page if necessary.
	

	List of official documentation to support request:

An Example: Medical notes from GP’s/Health Professionals.

Evidence must be attached to this form when request is made.
	


For office use only:

	Current Attendance
	

	Date of Previous 

requests
	No. of days Unauthorised
	No. of days Authorised

	
	
	

	
	
	


	Leave approved
	

	Leave not approved
	


‘EXCEPTIONAL CIRCUMSTANCES GUIDANCE’
Exceptional circumstances are considered on an individual basis, however the following is a guide as to what is likely to be classed as exceptional and what is not or unlikely to be classed as exceptional.
	Likely exceptional circumstances
	Not/unlikely exceptional circumstances

	· Bereavement significantly affecting family
	· Low cost holiday packages

	· Serious/terminal illness significantly affecting family
	· Arrangements made by family or friends

	· Family crisis


	· Shift work patterns/ Seasonal work patterns

	· Parent serving in the Armed Forces


	· Family occasions/events



	· 
	· Got the wrong week, thought it was school holidays


SCHOOL RESPONSE 
A) Due to exceptional circumstances, I authorise ……… days Leave of Absence from school.

from  ………………………………………………   to ……………………………………………  (dates)

The expected date of return to school is: ……………………………………………………………..
If anything delays the pupil‘s return to school on this date you must contact the school immediately. If the pupil fails to return on this date the Head Teacher will make a decision as to whether the absences will be authorised or unauthorised.

If the absences are ‘unauthorised’ the Education Welfare Service will be informed and will take appropriate action, which could include a Penalty Notice or prosecution.
If the pupil fails to return from a leave of absence within 10 school days immediately following the expected return date, the Education Welfare Service will be informed.  The school may have the right to delete this pupil from its Admission’s Register.

B) I do not authorise   ……………  (number) days Leave of Absence from school 

from ……………………………………… to ………………………………………….  (dates)

The leave of absence is not exceptional/and or does not have supporting documentation.

Please note :

· If you are unhappy with the decision that has been made, please contact the school office for an appointment with the Head Teacher to discuss it.
· If the pupil is subsequently absent on any of these dates, the Education Welfare Service will be informed and will take appropriate action, which could include a Penalty Notice or prosecution.  The absences will be ‘unauthorised’, unless legitimate reasons for the absences are offered in writing and subsequently accepted.

Signed: ………………………………………………………………..  Head Teacher

Date: …………………………………………………………………..
cc: Pupil’s file & Class Teacher
Register code to be used: G, H, C, 














