Coventry Extended Learning Centre


Leave of Absence Form

Following the Secretary of State’s announcement on school absences. Head Teachers in England and Wales may not grant leave except for exceptional circumstances. Requests for school absence must be made on the attached form, at least two weeks before the absence start date.
All applications will be considered on a case by case basis, but exceptional circumstances may include the following:

· When a family needs to spend time together because of an immediate family member’s bereavement, crisis or serious illness
· Funeral of immediate family member
· Religious observance
A family holiday classified will not be authorised for such reasons as:

· The availability of cheap holidays or desired accommodation 
· Poor weather experienced during school holidays
· Holidays which overlap the beginning or end of term
· Parental difficulty obtaining leave (with local judgement applied in cases where evidence is provided by the employer that it cannot accommodate leave during school holidays without serious consequences)
One day of absence could be authorised for a wedding of an immediate family member and the invitation has been provided as evidence.
One off sporting events/performing arts competitions, if the child is participating and is at county standard or above and a letter has been provided from the performing arts/sports regional governing body as evidence.
One day of absence could be authorised for an immediate family member’s graduation ceremony/passing out parade.
Medical appointments (parents/carers should be encouraged to arrange non-urgent medical appointments outside of school hours when possible. If the medical appointment is during the school day, evidence must be provided. Schools should not authorise a whole day’s absence for a medical appointment that occurs in the morning – the child would be expected to return to school in the afternoon, and vice versa.

Absence will not be authorised for reasons such as the following:

· To care for other family members
· Birthdays
· To interpret for other family members
· No school uniform/shoes
· Bullying
· Friendship problems
· Head lice
· Family Anniversaries
· Travel problems
· School refusal

	Name of School: Swanswell Extended Learning Centre



	APPLICATION FOR PUPIL LEAVE OF ABSENCE FROM SCHOOL DURING TERM TIME


	Please note: taking your child out of school during term time could be detrimental to your child’s educational progress


	Full name of child(ren):
Address:
Leave requested from__________________  to __________________

Total number of school days __________________

Why are you requesting an exceptional leave of absence during term time? 
What steps have you taken to minimise the impact of the leave on your child’s learning?



	I/we have read the information on the reverse of this application and would like to formally request the leave of absence as shown. 

Signature of parent(s)/carer(s)         ____________________________________


____________________________________

Date: ____________________________________



	The Head Teacher will consider your request for leave of absence following government guidelines and the following points:
1. The child’s previous attendance history

2. The child’s stage of education. 

3. The time of year (GCSEs, exams)

	Your request for leave of absence from school during term time has been considered and has been agreed/not agreed.

Signature of Headteacher ____________________________________




