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1.0
Aims

The aim of this policy is to set out the way in which Schools and Halton Borough Council monitor and promote the attendance and punctuality of children in care and all other pupils. Schools and Halton Borough Council are committed to maximising the potential of every child and good attendance and punctuality are essential to this aim. We feel this will be achieved, with the support of parents/carers by ensuring that holidays are not taken in school time. Absence during term time for any reasons interrupts the continuity of teaching and learning and disrupts the educational progress of pupils.

The information contained within this policy is based directly upon guidance given to all schools, local authorities and parents from the Department for Education (DfE). DfE data shows that “…every lesson in school matters and that children who have time off often find it difficult to catch up and do well at school,..” This document also reflects the policy that schools and Halton Borough Council have agreed for all pupils.

2.0
The Law and impact on Pupil Attainment

The Education (Schools and Further Education) Regulations 1981 gives schools the discretionary power to grant leave for the purpose of an annual holiday during term time. The Education (Pupil Registration) (England) Regulations 2006 clarifies that the granting of a term time holiday (of up to ten days) is subject to the “special circumstances” of the request. Requests for holidays in term time exceeding ten days are only to be granted in “exceptional circumstances”.

Based upon DfE statistics:

· If boys have an absence rate of 7.5 days above the school absence rate they have only a 10% chance to achieve 5 or more good GCSEs.

· If girls have an absence rate of 7.5 days above the school absence rate they have only a 20% chance to achieve 5 or more good GCSEs.

· For both boys and girls if their absence rate increases to 15 days above the school absence rate their chances of getting 5 or more good GCSEs drops to well below 10%.

· It is important to note that the impact of missing school can also been seen in all key stage results, not just at GCSE level. It is as vital for children of all ages to remain in school and access their education to its fullest.

3.0
Holidays Taken in Term Time
3.1
Schools and Halton Borough Council will not routinely grant permission for holidays or extended leave to be taken in term time and discourage parents/carers making an application for term time holidays/extended leave except in “special or exceptional circumstances”.
3.2
Schools and Halton Borough Council will only consider leave of absence for “special or exceptional circumstances”, for one period of absence due to holidays/extended leave within an academic year.
3.3
Schools and Halton Borough Council will not grant permission for holidays to be taken in term time:

· During transition time when a pupil is settling into school.

· During preparation time for examinations (SATs and GCSE)

· During school and public examination periods and in the period of time surrounding course work deadline dates for Years 10 and 11.

· When the pupil’s attendance has been below 95% for the previous 38 weeks.

· The pupil already has unauthorised absence.

Please see appendix 1 for further guidance on the above.

4.0
Special and Exceptional Circumstances

Schools and Halton Borough Council may consider that the following circumstances are “special” or “exceptional”.

· To allow a pupil to return to their country of origin for family, religious or cultural reasons

· Unavoidable circumstances e.g. the parent/carer has inflexible leave allocation and this has been confirmed by the employer.

· A family member is seriously ill.

· There has been a death or significant trauma in the family and a holiday may help the child to cope better with the situation.

However the following would not be considered as “special” or “exceptional” circumstances.

· Availability of “cheap” holidays

· Availability of desired accommodation

· The prospect of better weather

These are directly in line with guidance from the DFE.

5.0
Additional Information

Halton Borough Council will ensure that all parents/carers receive a copy of this Holiday in Term Time Policy which forms part of a school’s and the local authority school attendance policy.

· Parents/carers will be required to complete a holiday request form available from the school office and return it to school before booking a term time holiday at least 6 weeks prior to the proposed date of the holiday.

· Specifically for children in care, foster carers need to confirm with school that they have had a discussion with the child’s social worker or their own supervising social worker prior to lodging a holiday request.

· Parents/carers may be required to attend an interview with a representative from the school to discuss their request for a term time holiday.

· Parents/carers will normally be notified of the outcome of their application for a holiday in term time within 10 school days of the date of the application.

When a holiday in term time is agreed by the school, the absence will be recorded as ’H’ on the school attendance register. This will mean that the absence has been recorded as authorised absence on the school attendance register.

If the holiday in term time is not agreed by the school, but the pupil is absent on the requested dates, the absence will be recorded as ‘G’ (family holiday not agreed) this will mean that the absence has been recorded on the school attendance register as unauthorised.

Where a pupil is taken out of school for the purpose of a holiday in term time without the prior permission of the school, the parent/carer of the pupil may be issued with a £50.00 Penalty Notice per parent per child. If the notice remains unpaid after 28 days the penalty increases to £100.00. If the notice remains unpaid after 42 days the Local Authority will commence proceedings under section 444(1) of the 1996 Education Act in the Magistrates Court.
This policy after consultation with parents/carers and Governors will form part of a School’s attendance policy.

6.0
Extended Leave

Where in “exceptional” circumstances family holidays in term time is agreed for a period of more than 10 school days, the school will require that a return date is agreed by the parent/carer prior to the commencement of the extended leave. If the pupil fails to return by the agree date, the pupil may be taken off the school admission and attendance registers.

Appendix 1: GUIDANCE ON WHEN HOLIDAYS WILL NOT BE GRANTED

1.
During transition time when a pupil is settling in school:

· Transitions are a key times for children and they need the opportunity to adjust to changing circumstances.

· Schools often run transition programmes/lessons to support children at these difficult times. These sessions can take place for a number of weeks prior to the planned change and also afterwards.

· Transitions are not just about changing from one phase of education to another (eg: moving from Primary school to Secondary) but can also be about changing teachers, and changing key stages (eg: Early Years Reception to Key Stage 1; Key Stage 1 to 2, Key Stage 2 to 3; Key Stage 3 to 4; Key Stage 4 to Post 16).
It is important to discuss transition planning with the child or young person’s school and social worker prior to deciding upon a leave of absence.
2.
During preparation time for examinations (SATs and GCSE):

· Schools publish exam timetables in advance to allow families to plan and for children and young people to prepare.

· Schools will run revision and special classes to support children and young people in their preparation.

· Mock examinations are also an important part of a young person’s preparation – they allow young people to focus their revision and learning, and also give them the opportunity to experience exam conditions prior to their finals.

· It is vital that children in care are given every opportunity to engage in preparation for any examinations.

It is vital to clarify exam timetables and exam preparations with school prior to deciding upon a leave of absence.
3.

During school and public examination periods and in the period of time surrounding 
course work deadline dates for Years 10 and 11:

· Schools may require pupils to sit an examination in their subjects even though they are not at the end of a Key Stage – this is to ensure that they have recorded each child’s learning and ability through a variety of formats.

· School exams give children and young people the opportunity to experience exam conditions prior to their finals.

· Coursework is a vital part of GCSE examinations. Schools provide class time and directed teaching to complete this coursework, but it also has to be supplemented as part of the young person’s work at home. Coursework needs to be completed by certain deadlines to comply with external Examination Board requirements.
It is vital to clarify if the child or young person is going to be taking any exams in the academic year, what the exam timetables are and all subjects coursework preparation/deadlines prior to deciding upon a leave of absence.
4.
When the pupil’s attendance has been below 95% for the previous 38 weeks:

· For children in care ANY absence from school has a major impact on their ability to achieve their full potential.

· Any absence from school has a direct impact upon the child or young person achieving the expected national standards for achievement.

· 95% attendance can equate to a maximum of 9 days absence in the whole of a school year – remember that will include illness as well as other absences.

· Ten days absence for a family holiday can result in pupils with poor attendance becoming persistent absentees (DfE). This will mean that the school will engage the Education Welfare Service to investigate the child or young person’s attendance.
It is vital to clarify with school what the child or young person’s current school attendance is prior to deciding upon a leave of absence – this will ensure that they are not disadvantaged any further.
5.
The pupil already has unauthorised absence:

· If a child or young person has unauthorised absences this is usually indicative of developing difficulties within school and with attendance overall – this needs to be addressed with school as a priority.
It is vital to clarify with school what the child or young person’s current school attendance is prior to deciding upon a leave of absence – this will ensure that an action plan to address any emerging issues can be put in place.

Appendix 2:  SAMPLE LETTER 1
This may be used by the child/young person’s school.
Dear Parent/Carer

Regular school attendance is essential to enable your child/children to maximise the educational opportunities available to them. Interruptions in school attendance means that your child/children may need to catch up on missed work and it can also affect their social life within school. It is the school’s responsibility to provide the best education possible. We can only do this if your child/children attend regularly.
In recent years there have been increasing requests for holidays in term time as parents and carers believe that pupils are automatically allowed 10 days holiday from school in any one year.
The Government’s guidance states that under special/exceptional circumstances the Head Teacher may consider giving permission for a child to be absent from school for a maximum of 10 days in any one school year. In line with national and local guidance I would like to outline clearly that ……………… School will not normally grant permission for term time holidays and will not grant permission:

· During transition time when a pupil is settling into school.

· During preparation time for examinations (SATs and GCSE)

· During school and public examination periods and in the period of time surrounding course work deadline dates for Years 10 and 11.

· When the pupil’s attendance has been below 95% for the previous 38 weeks.

· The pupil already has unauthorised absence.

Additionally

· All requests for leave in term time must be in writing on the Holiday Request Form available from the school. The request should be made before any holiday is booked and at least 6 weeks before the proposed date of the holiday.

· The granting of absence does not set a precedent for similar future requests and the frequency/duration of such leave periods will be considered as factors in any decision.

· Requests will be considered by the (person designated)

· Any approved extended leave must be subject to a contract/agreement between parents/carers and the school stating what leave has been granted and the pupil’s date of return to school.

· The Local Authority will use the full range of sanctions where holidays are taken without the permission of the school.

Appendix 3:  SAMPLE LETTER 2
This may be used by the child/young person’s school.
Dear

I regret to inform you that I am unable to agree to your request for to be absent from school for the purpose of taking a family holiday. I do not feel that the reasons given by you for requesting a term time holiday indicate special or exceptional circumstances. Additionally, ………..
(a) attendance is below 95% for the period from ………. to ………….
(b) has had unauthorised absences between …………. and ……………….

(c) will be taking his/her SATs/GCSE examinations during the period that absence has been requested.

I am sure that you will agree that it is in ……..’s best interest to attend school regularly in order to ensure that he/she achieves his/her full potential. Whilst I understand that you may be disappointed by my decision, I trust that you understand that it has been taken with best interest in mind. I would remind you that I am required to inform the Education Welfare Service of any periods of unauthorised absence from school. The Education Welfare Service will then consider if any legal action or the issue of a Penalty Notice is appropriate.

Yours sincerely

Appendix 4:  HOME-SCHOOL CONTRACT
This may be used by the child/young person’s school for pupil absence during Term Time
This contract is an agreement between

the parents/carers of

and school (Name of School)

In exceptional agreement your child/ren may be absent from school for extended leave for the purpose of ………………… from……..… to……….… The granting of this period of leave does not set any precedent for future applications.  It is also understood that if he/she does not return by the agreed date without justifiable cause there may no longer be a place for him/her at the school and he/she may be taken off the school register.

Parent/carer signature: …………………………………………………………..

Date: ………………………………………………….

Head Teacher’s Signature: …………………………………………………………

Date: ………………………………………………….

Appendix 5:  SAMPLE REQUEST FORM 
This may be used by the child/young person’s school
HOLIDAY REQUEST FORM

A request for absence MUST be made at least a minimum of six weeks before the trip and before the holiday is booked.

PUPIL DETAILS

NAME:

Date of Birth

Class/Teacher

Dates of requested absence:

Date of return to school:

Reason for request for a holiday in term time:

I understand that keeping my child off school if my request is not granted, will result in the absence being recorded as Unauthorised. This may result in a Penalty Notice being issued to me by the Local Authority for the non-attendance of my child at school.

Parent/Carer Name:
Signature: ……………………………………………………………………………

Date of Request: ……………………………………………………………………

Office Use
Seen by …………………………………………    Agreement ………………………

Date………………………….

School Name/Logo
PEOPLE DIRECTORATE
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