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APPLICATION FOR ABSENCE IN TERM TIME
	It is a legal requirement for parents to ensure that their children attend school unless they have decided to educate them at home.  


The law does not grant parents/carers an automatic right to take their child out of school during term time. You may consider that a holiday will be an educational family experience, but your child will still miss out on the teaching that their peers will receive, which is something that we all have a responsibility to avoid. Any absence from school will disrupt your child’s learning. We have a collective responsibility to ensure that Ide Hill meets statutory requirements and obligations to ensure that children attend school regularly. 
As per the school attendance policy, the list below provides examples of reasons for which holiday will not be authorised: 

· Where the child has an absence level of 95% or less as this is considered as persistent absence.
· For a family holiday. 
· Issues relating to the cost of a holiday or confusion over school term dates. 
· Where the holiday request falls at the start of the academic year or during testing periods. 
· Persistent non-specific illness e.g. poorly/unwell or when an absent sibling is unwell.  
· Medical/dental appointments of more than half a day without very good reasons
· Oversleeping/ Lack of transport / Inadequate uniform
	Headteachers are unable to agree any leave of absence during term time unless they are satisfied there are exceptional circumstances, where absence is unavoidable. 


This can be described as follows:

A. service personnel and other employees who are prevented from taking holidays outside term-time if the holiday will have minimal disruption to the student’s education

B. when a family needs to spend time together to support each other during or after a crisis, where absence is unavoidable. 
Please take the time to consider whether the request for absence is exceptional or not, and complete the appropriate form on the reverse of this letter. 

We will endeavour to respond to your request at our earliest convenience. 

Kind Regards, 
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Elizabeth Alexander




Jeanine Johnson

Headteacher





Co-Headteacher

Please complete either box A (exceptional circumstances) or box B (circumstances are not exceptional) and return the form to the school office, together with any additional documentation that will help us to consider your request. 
	A
	Exceptional Circumstances:

	Child’s name: 


	Class

	I request a leave of absence for my child for a period of ……………… days.

From………………………………………………………………………  to………………………………………………………………………. 

	Please consider my application for leave of absence as an exceptional circumstance due to one of the descriptors on the reverse of this letter     (A      (B 
Please provide further reasoning / evidence of this request on separate paper and hand to the school office for the attention of the Headteacher. Your request will be considered and you will receive written notification detailing whether your request is authorised or unauthorised. 


	Signed: 


	Date


	B
	Circumstances are not exceptional:

	Child’s name: 


	Class

	I request a leave of absence for my child for a period of ……………… days.

From………………………………………………………………………  to………………………………………………………………………. 

	Reasoning Given: 



	I understand that : 

· The reason given is not exceptional therefore this request cannot be authorised by the Headteacher. 
· When absence is not granted and parents nevertheless take their children out of school, the absence will be recorded as unauthorised in line with County Council guidance.
· Where leave of absence is taken for a holiday that has not been authorised, the Headteacher may request the local authority, Kent County Council, to issue a Penalty Notice of £80 per parent per child if paid within 21 days increasing to £160 per parent per child if paid between 28 days.
  

	Signed: 


	Date


