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SCOPE

At Lunt’s Heath Primary School we recognise the children’s entitlement to education and better life chances. We set out to create an ethos at school which values good attendance and sets it out as a cornerstone of good attainment and achievement. This policy relates to the aspects of taking holiday or leave in term time which subsequently affects a children’s right to their education. 

AUTHORITY

From 1 September 2013 The Education (Pupil Registration) (England) (Amendment) Regulations 2013 amends the 2006 Regulations and makes clear that Headteachers may not grant leave of absence during term time unless there are exceptional circumstances.
STATEMENT OF POLICY

The aim of this policy is to set out the way in which Lunt’s Heath Primary School monitors and promotes the attendance and punctuality of its pupils.  Lunt’s Heath Primary School is committed to maximising the potential of every child and good attendance and punctuality are essential to this aim.  We feel this will be achieved, with the support of parents / carers by ensuring that leave of absence will not be taken in school time, other than in exceptional circumstances. 
Absence during term time for any reason interrupts the continuity of teaching and learning and disrupts the educational progress of pupils. 
Additionally, parents should be aware of key periods during an academic year when absence for any reason can be significantly disruptive and potentially damaging to a pupils learning, socialisation, self-esteem and confidence.
· The start of a new academic year often involves significant changes for all pupils i.e. new classroom, new teacher, new curriculum, new routines and processes and particularly in Reception Year, new relationships and friendships.

· Preparation for SATs examinations (during the first half of the Summer Term) is vital in order to ensure pupils are able to achieve their full potential.
Leave of Absence
In exceptional circumstances Lunt’s Heath Primary School will consider a request for leave of absence for one period of absence during the academic year.

Exceptional Circumstances
The Headteacher or person designated by the Headteacher will determine what are considered to be exceptional circumstances.  

The following may be examples of exceptional circumstances:

· To allow a pupil to return to their country of origin for family, religious or cultural reasons.

· To partake in religious festivals.
· A family member is seriously ill.

· Leave of absence for children of serving members of the Armed Forces.
· Attendance at an examination, for example a music examination.

· Attendance at elite sporting competition.

The following examples are deemed not to be exceptional circumstances:

· A cost differential.

· One or both parent(s) / carer(s) having inflexible leave allocation throughout the year including when this has been confirmed by their employer.

· A surprise holiday booked as a gift.

· Attendance or participation of a family wedding, including that of the child’s parents.

· A new holiday booking as a result of a previous cancellation irrespective of the reason provided.

· Attendance of grassroots / community club tours, e.g. sporting or music.
AIM AND OBJECTIVES

The aim of this policy is to provide a clear, defined process which will:
· promote maximum school attendance for all children;
· give clear guidance and information to enable parents to make informed choices prior to requesting leave of absence during term time;
· use a transparent, consistent framework of criteria in order to determine whether such absence will be Authorised or Unauthorised;
· be applied equally and with due care and consideration in all instances.

RESPONSIBILITY

The Governing Body has a responsibility to set an annual target for pupil absences and to have systems in place to help achieve that target.

The Headteacher is responsible for monitoring pupil attendance and working with the various parties to ensure all children are safeguarded.

Each Class Teacher has a responsibility to ensure that registers are maintained accurately and to inform the Headteacher of noticeable absence patterns.
The Admin Assistant has a responsibility to ensure that parents are informed of the school’s policy and procedures, that registers are maintained accurately and to inform the Headteacher of noticeable absence patterns. 
ADDITIONAL GUIDANCE

Lunt’s Heath Primary School will make this policy, which forms part of the school attendance policy, publically available.

· Parents / carers will be required to complete a leave of absence request form available from the school office and return it to school.

· Parents / carers may be required to attend an interview with the Headteacher to discuss their request for a leave of absence.

· Parents / carers will normally be notified of the outcome of their application for a leave of absence within 10 school days of the date of the application.

If the leave of absence is not agreed by the school, but the pupil is absent on the requested dates, the absence will be recorded as ‘O’ this will mean that the absence has been recorded on the school attendance register as unauthorised.

Where a pupil is absent from school without permission of the school, the parent / carer of the pupil may be issued with a Penalty Notice by the Local Authority of £60.00 per parent per child.  If the notice remains unpaid after 21 days the penalty increases to £120.00.  If the notice remains unpaid after 28 days the Local Authority may commence proceedings under section 444(1) of the 1996 Education Act in the Magistrates Court.

This policy will form part of the School Attendance Policy. 
SUPPORTING DOCUMENTATION

· The Education (Pupil Registration) (England) (Amendment) Regulations 2013 
· The Education (Schools and Further Education) Regulations 1981 

· The Education (Pupil Registration) (England) Regulations 2006

· Whistleblowing Policy

· Safeguarding Policy
· Single Equity Policy and associated suite of policies

· Inclusion & SEND Policy
APPENDIX 1

SAMPLE LETTER

Dear Parent / Carer,
Regular school attendance is essential to enable your child / children to maximise the educational opportunities available to them.  Interruptions in school attendance means that your child / children may need to catch up on missed work and it can also affect their social life within school.

It is the school’s responsibility to provide the best education possible.  We can only do this if your child / children attend regularly.

From 1 September 2013 The Education (Pupil Registration) (England) (Amendment) Regulations 2013 amends the 2006 Regulations and makes clear that Head Teachers may not grant leave of absence during term time unless there are exceptional circumstances

Additionally

· All requests for leave of absence in term time must be made in advance in writing on the leave of absence request form available from the school.  

· The granting of leave of absence does not set a precedent for similar future requests and the frequency/duration of such leave periods will be considered as factors in any decision.

· Requests will be considered by the Headteacher.

· The Local Authority will use the full range of sanctions where leave of absence is taken without the permission of the school.

I am sure that you will support the school by ensuring that requests for leave of absence are only made in exceptional circumstances.  If you wish to discuss this matter further please contact the Headteacher or Chair of Governors.

Yours sincerely

APPENDIX 2

Dear

I regret to inform you that I am unable to agree to your request for a leave of absence in respect of >> 

I do not feel that the reasons given by you for requesting a leave of absence indicate exceptional circumstances.  

I am sure that you will agree that it is in 

 best interest to attend school regularly in order to ensure that he / she achieves his / her full potential.

Whilst I understand that you may be disappointed by my decision, I trust that you understand that it has been taken with 

 best interest in mind.

I would remind you that I am required to inform the Education Welfare Service of any periods of unauthorised absence from school.  The Education Welfare Service will then consider if any legal action or the issue of a Penalty Notice is appropriate.

Yours sincerely

Policy Review

This policy will be reviewed biannually by the Governing Body to ensure its effectiveness and compliance with relevant legislation and guidance.

Date of Policy: Sept 2025
Date of Review: May 2027
D Paton

Headteacher
Sept 2025
LUNT’S HEATH PRIMARY SCHOOL

	LEAVE OF ABSENCE FORM




A request for absence should be made in advance at least 4 weeks before the proposed leave of absence. 

	PUPIL DETAILS

	NAME
	
	Date of Birth
	

	Class / Teacher:


	Dates of requested absence:

Date of return to school:



	Reason for leave of absence request:




	I understand that keeping my child off school if my request is not granted, will result in the absence being recorded as Unauthorised.  This may result in a Penalty Notice being issued to me by the Local Authority for the non-attendance of my child at school.
All information supporting your application for a leave of absence must be submitted along with your application to school. This includes any evidence supporting ‘exceptional circumstances’ for consideration by the head teacher. Any evidence submitted from an employer must be on letter headed paper  and signed by your employer. Any supporting information submitted may be used as evidence should the case later proceed to court.

Parent / Carer Name:
Relationship to child: 

Signature:  ……………………………………………………………………………

Date of Request:  ……………………………………………………………………


	Office Use: 

Date received:………………. 

Current Attendance:……………………………Attendance last year:

Seen by  …………………………………………Agreement ………………………

Date………………………….



