Wootton St Peter’s CE Primary School, Wootton Village, Boars Hill, Oxford, OX1 5HP

Policy statement of Authorising Absence for family holidays

Legal requirements state that:-

· A holiday during school term is not an automatic legal entitlement for pupils.  The Education Regulations Act (1995) provides that a pupil may be given leave of absence by the Headteacher to accompany the parent with whom he or she normally resides on holiday.  Except in exceptional circumstances such leave of absence may not exceed 10 school days in any school year.
· Parents must apply to the Headteacher, in writing, to request leave of absence stating the reasons for that request.

· It is the Headteacher’s responsibility to consider requests for leave of absence and authorise them only if he/she feels it appropriate.

Wootton is committed to high educational standards and we are accountable for our success in achieving them.  We also recognise the strong link between regular and constant attendance and educational success for children.  We recognise that excessive removal of children from school for family holidays does have a detrimental effect upon their progress.  It also creates unnecessary difficulties for staff planning and the organisation of teaching.

Wootton St Peter’s CE Primary School, Wootton Village, Boar’s Hill, Oxon, OX1 5HP

School Attendance Policy and Practice

Parents are responsible for ensuring that children attend school regularly and that they arrive in school on time, properly attired and in a condition to learn.

In the case of absence it is the parents’ responsibility to inform the school of the reason of the absence on, or as soon after the first day of absence as possible (a telephone call to the office will suffice).  Notification should include the nature of the illness and if possible the predicted date of return.  The school is responsible for keeping accurate registers and for categorising absence into authorised and unauthorised absence. Education Social Workers regularly monitor these registers for unauthorised absences noting patterns and frequency of absence and acting accordingly.

Authorised and unauthorised absence
Within the context of the law, only the school can authorise absence and parents may request that the absence be authorised.

Absence may be authorised in the case of:

Illness

Medical/dental appointments

Family bereavements

Family holidays (up to 10 school days in a year – on request) only in exceptional circumstances may the amount of leave granted exceed this.

Days of religious observance.

Unauthorised absence may result from:

A pupil arriving 30 minutes or more after registration without adequate explanation

Absence from school without valid reason or for which no explanation has been provided

Absence from school for shopping trips/birthday treats etc (this can only be sanctioned in exceptional cases).

REGISTRATION

Registration must take place at the beginning of every morning and afternoon session.  Please see code at the front of registers for reasons for absence: sensible verbal messages are acceptable although a note is preferred.  In the case of no message, parents must be contacted.

Use of Symbols
Presence is recorded by an oblique stroke in the morning and an oblique stroke in the reverse direction for the afternoon e.g. / \

Absence to re recorded as:

	These symbols are used most frequently



	Presence
	/  \
	Presence is recorded as an oblique stroke in the morning and an oblique stroke in the reverse direction for the afternoon.

	
	L
	Indicates the child was late but arrived within the prescribed registration period.

	Unauthorised Absence
	O
	The child was not present during registration and no acceptable explanation has been received.

	
	U
	Indicates child was late and arrived outside of the prescribed registration period.  

	
	G


	Indicates family holiday not approved of taken in excess.

	
	N


	No reason yet provided for absence

	Authorised Absence
	M
	Medical/dental –visits to GP/Hospital/Dentist/Orthodontist/Optician/

Physiotherapist/Psychiatrist/Family & Child Guidance.

	
	C
	Other authorised circumstances e.g. death of a parent, house fire, sudden illness of a relative.

	
	E
	Excluded for a fixed period or permanently excluded while any review or appeal is in progress.

	
	R
	Day of religious observance in the religious body to which parents belong.

	
	H
	Annual family holiday (for which leave has been granted).

	
	I


	Illness - covers absence, due to illness/medical conditions e.g. flu, broken leg, pregnancy.  

	
	B


	Educated off site

	
	F


	Extended family holiday - agreed

	
	V


	Educational visit
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REQUEST FOR LEAVE OF ABSENCE (Holiday during term time)

Please Note:
1. Under the Education (Pupil Registration) Regulations 1995, absence for the purpose of holiday is only authorised if permission is requested in advance of the holiday.  No retrospective approval can be granted.
2. Failure to request permission for leave, or refusal to grant leave, will mean that the absence is unauthorised.  Schools are required to notify the DfES and the LA of all unauthorised absences.

3. By law, there is no “entitlement” or “allowance” as of right.  Any absence from school is authorised solely at the discretion of the Headteacher, within the framework of current legislation and LA policy.

4. No leave can be granted during the SAT’s period.

5. Parents must make a case for leave of absence, and each case will be considered on its individual merits.  When considering granting leave for holiday during term times, the school will consider:

· Child’s attendance record

· Impact on the child’s education

· Family circumstances

· Duration of the proposed trip

· Whether the trip/event is rare

6. Under the above regulation, a maximum of 10 school days may be authorised in any one school year unless in exceptional circumstances.
Please complete the slip below and return to the Headteacher at least fourteen days before the proposed holiday.
-----------------------------------------------------------------------------------------------------------------------------------------------------
To: Headteacher, Wootton CE Primary School

Name of Child ..…………………..………………………………………………………….     Class …………………….

I request leave of absence to be granted from ………………………………………………………….………………..
to ……………………………………………………………………………………………………………………………….
Please give reason for requesting holiday during term time…………………………………………………………….
………………………………………………………………………………………………………………………………….
Signed ………………………………………………….. (Parent/guardian)                Date ……………………………..

✂--------------------------------------------------------------------------------------------------------------------------------------------------
CONFIRMATION OF AUTHORISED ABSENCE

(This part will be returned to you)

Name of child ………………………………………………………………………………..    Class ………………………

Dates of absence ………………………………………………………………………………….………………………….
Reason for absence ……………………………………………………………………………….……………..................
…………………………………………………………………………………………………………………………………..
Authorised by ……………………………………………………... (Headteacher)      Date ……………………………...    
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Date

Dear Parent

Our register shows that ………………………………………………………………..……..

Was absent from school on ………………………………………………………………..…

………………………………………………………………………………………………..

………………………………………………………………………………………………..

Could you please fill in the form below in order to allow us to fulfil our legal requirements.

Thank you.

Yours sincerely

Class teacher

…………………………………………………………... Was absent from school on the following:

dates(s) …….………………………………………………………………………………………………….

owing to …………………………………………………………………………….………………………….

……………………………………………………………………………………………………………………

Signed …………………………………………………………………………………..(Parent/guardian)

OXFORDSHIRE COUNTY COUNCIL

Headteacher: Shona Howie
Wootton CE Primary School, 

Telephone/Fax: 01865 735643 
Wootton Village, Boars Hill,

e-mail: office@wootton-abingdon.oxon.sch.uk                                   Oxford, Oxon, OX1 5HP

LATENESS
We aim to discourage lateness, as it disrupts not only the continuity of that pupil’s learning, but also that of others.

We recognise that a number of families travel to school from outside the school catchment area.  There will be time when bad weather and road conditions will be responsible for lateness.  To that extent a period of 30 minutes is allowed from the beginning of registration to the closure of registration.

Where lateness is recurrent and adequate explanation is not provided, a standard letter should be sent to parents (attached).

Pupils who miss registration altogether and fail to provide an adequate explanation should be marked as “unauthorised absence”.  Pupils who arrive late should report to the office and their presence will be noted for purposes of emergency evacuation.

The school will make every effort, within recognised staffing constraints, to contact parents/guardians by telephone to elicit reasons for absences that were not anticipated.

Authorised Absence
Name ………………………………………………………………………………………………….

Class …………………………………………………………………………………………………..

Date …………………………………………………………………………………………………...

Reason …….(M) doctor/dental appointment (i) illness (C) other authorised circumstance

Message received from ……………………………………………………………………………….

OXFORDSHIRE COUNTY COUNCIL

Headteacher: Shona Howie
Wootton St Peter’s CE Primary School, 

Telephone/Fax: 01865 735643 
Wootton Village, Boars Hill,

e-mail: office@wootton-abingdon.oxon.sch.uk                                   Oxford, Oxon, OX1 5HP

Date

Dear Parents

We are becoming increasingly concerned about ………………………………………….recurrent

lateness.

Late arrivals disrupt the class teacher and the rest of the class.  Children should arrive at school from 8.30am for Juniors and 8.40am for Infants in order to start classes promptly, 10 minutes later.
We hope we can rely on your support in this matter.

Yours sincerely

Shona Howie






Headteacher





Class teacher
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