        Harlyn Primary School
   	                  Tolcarne Drive, Pinner, Middlesex, HA5 2DR   Tel: 020 8866 1290
 Headteacher: Mr S Jones BA (Hons) NPQH


APPLICATION FOR EXCEPTIONAL LEAVE OF ABSENCE
Missing school can disrupt a child's learning progression, as well as their ability to engage with peers and participate in ongoing projects. Parental support in maintaining regular school attendance is highly appreciated and can make a significant difference in a pupil's educational journey.
Parents/carers should obtain permission from the headteacher before taking a child out of school for leave during term time for any reason. 
1.Childs Full Name ………………………………………………………………………………………………………….  Class ……………………………
2.Childs Full Name ………………………………………………………………………………………………………….  Class ……………………………
3.Childs Full Name ………………………………………………………………………………………………………….  Class ……………………………
4.Childs Full Name ………………………………………………………………………………………………………….  Class ……………………………

Address …………………………………………………………………………………………………………………………………………………………………

Period of Absence: From …………………………………………….. To ……………………………………………………………….   (Inclusive)
Reason for requesting absence (if request if for a family holiday, please give exceptional circumstances on why it MUST be in term time). 

Name: ………………………………………………………………………………… Relationship to Child: ……………………………………………..
(Applicant must be the parent / carer the child normally resides with)


Signed:  ………………………………………………………………………….. Date ………………………………………………

For Office Use Only:
Attendance %  ………………………………………………………………… First Request ………………………………………….
 Notes: 


APPENDIX 1
ATTENDANCE CODES	

	Code
	Meaning
	Type

	/  \
	Present at the school    / morning      \ afternoon
	Present Mark

	B
	Attending any other approved educational activity
· Alternative Provision not arranged through the approved framework
	Present Mark

	C
	Authorised Circumstance (see next page for breakdown)
	Authorised Absence

	D
	Dual registered at another school 
· Attending Sheffield Inclusion Centre
· Attending Alternative Provision at another school site
· Chapel House / Becton Outreach / CAMHS Lodges
· Hospital education 
· Education at a secure / residential site
· Off-site direction / managed move
	Present Mark

	E
	Suspended or permanently excluded and no alternative provision made
	Authorised Absence

	G
	Holiday not granted by the school or Term Time Leave not granted by the school
	Unauthorised Absence

	I
	Illness (not medical or dental appointment)
	Authorised Absence

	J1
	Leave of absence for the purpose of attending an interview for employment or for admission to another educational institution
	Authorised Absence

	K
	Attending education provision arranged by the Local Authority
· Home Tutoring
· Approved Framework for Alternative Provision
· Blended Learning
	Present Mark

	L
	Late arrival before the registers have closed
	Present Mark

	M
	Attended a medical appointment
	Authorised Absence

	N
	Reason for absence not yet established
	Unauthorised Mark

	O
	Absent in other or unknown circumstances
	Unauthorised Absence

	P
	Participating in a sporting activity
	Present Mark

	Q
	Unable to attend the school because of a lack of access arrangements
	Not expected to attend

	R
	Religious Observance
	Authorised Absence

	S
	Leave of absence for the purpose of studying for a public examination. Must be used sparingly with revision opportunities in school.
	Authorised Absence

	T
	Parent travelling for occupational purposes, and the pupil has attended for at least 200 sessions in preceding 12 months. 
	Authorised Absence

	U
	Arrived in school after registration closed
	Unauthorised Absence

	V
	Attending an Educational Trip or Visit
	Present Mark

	W
	Attending Work Experience
	Present Mark

	X
	Non-compulsory school age pupil not required to attend school
	Not expected to attend

	Y
	Unable to attend school because of unavoidable cause (see next page for breakdown)
	Not expected to attend

	Z
	Prospective or previous pupil not on admission register
	Not expected to attend





	Code
	Meaning
	Type

	The Y code: Unable to attend school because of unavoidable cause, is broken down into the following sub codes to provide better differentiation of the reason:

	Y1
	Unable to attend due to transport normally provided not being available
	Not expected to attend

	Y2
	Unable to attend due to widespread disruption to travel
	Not expected to attend

	Y3
	Unable to attend due to part of the school premises being closed. For example, this may be due to damage or teacher strikes. 
	Not expected to attend

	Y4
	Unable to attend due to the whole school site being unexpectedly closed. For example, extreme weather, damage, no hot water, or heating.
	Not expected to attend

	Y5
	Unable to attend as pupil is in criminal justice detention. For example, in police detention, remanded to youth detention, awaiting trial or sentencing, or detained under a sentence of detention.
	Not expected to attend

	Y6
	Unable to attend in accordance with public health guidance or law. 
contrary to or prohibited by any guidance relating to the incidence or transmission of infection or disease.
	Not expected to attend

	Y7
	Unable to attend because of any other unavoidable cause. For example, an emergency has prevented the pupil from attending. The unavoidable cause must be something that affects the pupil, not just the parent. 
	Not expected to attend

	The C code: Authorised Absence is broken down into the following sub codes to provide better differentiation of the reason:

	C
	Leave of absence for exceptional circumstances.
Where a leave of absence is granted, the school will determine the number of days a pupil can be absent from school. A leave of absence is granted entirely at the school’s discretion.
	Authorised Absence

	C1
	Leave of absence for the purpose of participating in a regulated performance or undertaking regulated employment abroad.

	Authorised Absence

	C2
	Leave of absence for a compulsory school age pupil subject to a part-time timetable.

	Authorised Absence



e-mail:office@harlynprimaryschool.co.uk
www.harlyn.hillingdon.sch.uk
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