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Appendix 1 Chart 1 = Leave of Absence in Term Time

Authorisation Procedure

Parent / carer request absence

. .

+ Leave is authorised. + Leave request
» Extended absence contract is danied
agread. (See Appendix 4) + Extended Absence
Excaptional Circumstances request denied
Pupil returns to School inform parenticarer in writing that:
school on agreed
date. + The request has been denied giving the reason
| why, also that if the absence occurs it will be
{‘ unauthorised and a Penalty Notice may be
Attendance s gz:&dl. lete ASTR & d to Attend
. ool comple zend to ndance
monitored Support Team, giving them copies of request

and refusal letters.

School must be aware:

Pupil does not
return on agreed » The same authorised member of staff should
date deny the request and inform parent/carer in
writing_and that they may be called as a witness
I in court.

-~ Extended absence occurs.
Extended Unauthorised
Absence Pupil absence ocours. Follow: - Extended Absence in
does not retumn 15. Term Time - Mo Contract
procedure. Procedure. Chart 3
Chart 2 Pupil returmns to school.

+ School complete
ASTR & request
Holiday Penalty
Maotice to be
issued by
Attendance
Support Team




