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Request entered on CPOMS & passed to Headteacher

Paperwork returned to parents / carers

APPLICATION FOR LEAVE OF ABSENCE
You are not entitled to take your son/daughter out of school.

In line with new government legislation, we have reviewed our approach to attendance.
Parents of children with attendance below 95% will be contacted by our Attendance
Officer. If attendance does not improve the headteacher and the Education Welfare
Officers will take action. School attendance and absence: Legal action to enforce school
attendance - GOV.UK

Are you aware of the impact of absence?
● One day off per school year = 99.5% attendance
● Ten days off per school year = 94.7% attendance
● Twenty days off per school year = 90% attendance
● 90% attendance across Years R - 6 = two terms of a School YEAR MISSED

Taking your child out of the school during term time is detrimental to their educational
progress. Parents should not request a leave of absence for their children during term
time. There is no legal right to do so. Any agreement to leave is at the discretion of the
Headteacher, acting on behalf of the Governing Body (Pupil Registration Regulations
2006). Each case will be judged on its merits in line with certain considerations as
outlined in guidance from the Department of Education.

If the absence is not authorised and the student does not attend school at that time, the
case will be referred to the Education Welfare Service who may issue a Penalty Notice
of £120 (or £60 if paid within 28 days) to each parent for each child taken out of
school.

Failure to return on the date stated may result in an unannounced home visit and/or
your child being reported as Missing in Education. Persistent absence may mean you
lose your child’s place at Bushmead.

The Education (Pupil Registration) (England) Regulations 2006
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https://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
https://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
https://www.legislation.gov.uk/uksi/2006/1751/regulation/8/made


Name of Student:

Date of Birth:

Class:

Date of first day of absence:

Date of return to school:

Number of school days
requested:

Reason for request for leave
of absence during term
time:

Address and phone number
of child/ren whilst absent.

Copies of travel
documentation attached

Confirm attached if applicable

Evidence of event:- medical
evidence, death certificate,
wedding invite etc

Confirm attached if applicable

Full Name and address of Parent 1�

Full Name and address of Parent 2�

Signed:
Date:
Name (in block capitals, please):
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For School use only:

Total percentage of all absence this academic year
(or during previous year, if applicable):

Unauthorised pupil absences this academic year:

Absence record at Bushmead

Approved? YES / NO

Signed by the Headteacher:

Date:

Feedback to parents / carers:

Unauthorised absence letter issued: YES / NO

Pursue with EWO: YES/NO
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