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POYNTON HIGH SCHOOL AND PERFORMING ARTS COLLEGE
REQUEST FOR LEAVE OF EXCEPTIONAL CIRCUMSTANCES 
ABSENCE IN TERM TIME


This form should be completed and signed by the parent or person having charge of the student. It should be returned to the Director of Sixth Form, BEFORE the commencement of the period of exceptional circumstances leave.
The 2013 regulation amendments make clear that head teachers may not grant any leave of absence during term time unless there are exceptional circumstances. The amendments give parents no entitlement to take their child out of school for a holiday in term time. The Head Teacher and the Governing Body will determine what the exceptional circumstances are.
PLEASE NOTE:
· In line with Department for Education policy, the school’s position is that leave of absence in term time will only be authorised in exceptional circumstances such as attendance at family weddings (immediate family), funerals, educational examinations, interviews and university visits, participation in religious observance, or driving tests and only then if attendance is over 95%. Availability of cheap holidays and overlap with the beginning or end of a term will not be accepted as exceptional circumstances. 
· If school external examinations are missed, students will not be able to take them at a later date. Please note that the full cost of the exams missed will be invoiced to the parents/carers. 
· Sixth Form students who receive the 16-19 Bursary will lose part of their payment for the period when unauthorised leave is taken. 
· Students are responsible for making sure they complete work missed through absence. 
All term dates and examination dates have been circulated via the school newsletter, and are available in the school website www.phs.cheshire.sch.uk 
FOR COMPLETION BY PARENT/CARER
[bookmark: _GoBack]To: Mr A Bennett, Director of Sixth Form
I request exceptional circumstances leave of absence for

Student name……………………….……………………………………Form…………… 

From :.. …………………..day   …………………… date ………………. month

To: ………………………..day   …………………. ….date ……………… month

Number of days absent: …………………… (Please give first and last days of absence)

The exceptional circumstances for this request are …..………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………...………

Signed   ……………………………….   (Parent/Carer)  Date: ………………………………


For completion by School:-

Authorised
Unauthorised




Reason leave of absence has been declined
…..………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………...………

If you take your child out of school, this will appear as an unauthorised absence on their school record. However, the school will note the absence has been explained by a parent and it will not be recorded as a truancy from school. 

Signed …………………………………………….  Date: ………………………………….
Mr A Bennett, Director of Sixth Form.
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