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Promoting good attendance is a priority for every school in the Aspire Multi-Academy Trust. It is also an on-going challenge for all schools nationally and as such, we acknowledge the importance of working closely with our families to ensure regular school attendance. 
Being in school is important to your child’s achievement, wellbeing, and wider development. Evidence shows that pupils who perform better in primary school miss fewer days than those who didn’t perform as well.  
Overleaf is the Aspire Multi-Academy Trust’s required application form for requesting permission for your child to be absent from school during term time. Before completing the application form, please read these notes.
The law states that it is not a parental right to take a child out of school during term time. 
Aspire Multi-Academy Trust will not grant any leave of absence during term time unless it is made in advance by a parent the pupil normally lives with and the school is satisfied that there are exceptional circumstances.
Where a leave of absence is granted, the school will determine the number of days a pupil can be absent. 
ASPIRE Multi-Academy Trust follows Local Authority and DfE guidance and therefore cannot agree a leave of absence in circumstances such as:
· Availability of cheap holidays
· Poor weather experienced in school holiday periods 
· Overlap with the beginning or end of term.
· Visits to family which can be made in holiday time
Leave of absence requests must be made at least 14 days prior to when the intended leave is due to commence. This must be in writing using the form overleaf. The school may request further evidence. 
There are only a small number of circumstances where missing a school day is permitted. 
· Your child is too ill to attend. 
· You have asked in advance and been given permission by the school for your child to be absent on a specific day due to exceptional circumstances. 
· Your child cannot go to school on a specific day because they are observing a religious event. 
· The LA is responsible for arranging your child’s transport to school and it’s not available.
If the school does not authorise a leave of absence, but you still take your child out of school, or you keep your child out of school longer than is agreed, the absence will be treated as unauthorised. Schools are not able to give retrospective approval. If you do not apply for leave of absence in advance, the absence will also be recorded as unauthorised.
An unauthorised leave of absence of 3 days (6 sessions) over a 6-week rolling period may lead you to being issued with a fixed penalty notice or prosecution. This is in line with local authority guidance. DfE guidance also states: If a child of compulsory school age fails to attend regularly at a school at which they are registered, or at a place where alternative provision is provided for them, the parents may be guilty of an offence and can be prosecuted by the local authority. Only local authorities can prosecute parents.
Each penalty notice is £60 if paid within the first 21 days, rising to £120 if paid between 22-28 days. There is no right of appeal by parents against a penalty notice. If the penalty is not paid in full by the end of the 28-day period, the matter may be enforced at the magistrate’s court.
Having read these notes, if you still wish to apply for a leave of absence for your child during term time then please complete the application form attached.
APPLICATION BY PARENT/CARER FOR CHILD’S LEAVE OF ABSENCE FROM SCHOOL DURING TERM TIME


Pupil’s Name …………………………………………………………….Class ……………………………….…

Home Address ……………………………………………………………………………………………………….

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

I wish to apply for my child to be absent from school during the following dates:

Date of Last day at School …………..	Date of Return to School …………..

Total number of school days missed …….

Could you please explain the circumstances that make it necessary to have a this time off during term time?

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

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

Do you expect to be taking any more time out of school this academic year?

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


I make application for my child named above to have authorised absence from school for the reasons stated.  I understand that if this is not agreed then any absence will be treated as unauthorised and is likely to lead to the issue of a Penalty Notice or a Summons for irregular school attendance.

Name of Parent/Carer making application ……………………………………….………………..


Signed ………………………………………………

Date ………………

PLEASE RETURN COMPLETED APPLICATION FORM TO SCHOOL GIVING AT LEAST 2 WEEKS’ NOTICE OF INTENDED ABSENCE
Please do not book your holiday until you know that the school will authorise your child’s absence
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