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[image: ]REQUEST FOR ABSENCE IN TERM TIME
To be completed by the young person’s social worker and carer

Important: Please Read
The government directive states that Headteachers cannot authorise any absence for holidays during term time. In 2015 and 2016 Bristol Children in Care had the highest authorised absence rate in the country. This has slightly improved in 2017. As corporate parents we need to work in collaboration to ensure our pupils do not miss education and fall into the Persistent Absence category for which the threshold is now anything below 90% attendance. Children in care have often experienced disruption to their education as a result of circumstances and it is therefore imperative that they do not miss out on education as this has a direct correlation with outcomes. 

Beginnings and ends of terms are also key transition times for our young people and no absence should be taken in test/ exam periods/ years such as May and June in Y6 and Y11.  

All requests for absence in term time should follow the agreed process. (see flow chart) 
1. Form completed and signed off by Practice Lead and/or Service Manager 
2. Form submitted to thehope@bristol.gov.uk 
3. [bookmark: _GoBack]Joint decision by The Virtual School Headteacher and the Head of Service Permanency and Specialist Services.  We only consider requests for absence in exceptional circumstances and each case will be treated individually. Therefore please be certain to provide details of special circumstances relating to your application and attach any supporting evidence.
4. If authorised by the above the schools own process for absence requests should be followed. School may decide  not  to authorise 
5. Any absence that is not authorised MUST NOT be taken 

If a carer takes a child out of school without permission being granted this will count as an unauthorised absence and will be recorded as such in the student’s records. 

This Request for Absence form must be completed and signed off by Practice leads before being emailed to thehope@bristol.gov.uk no less than 4 weeks before commencement of the absence. We will notify you of our decision within 10 working days.
Permission is requested for the absence of 
	Name
Each child requires separate consideration/decision so one form per child please. 

	

	School

	
	

	From
	To

	
	

	

	Total number of school days:



Please give a detailed explanation of the exceptional circumstances which require absence from school during term time.  Bristol City Council Endorses the 2014 guidance from the National Association of Headteachers which recognises that, while difficult to define, exceptional circumstances should be rare, significant, unavoidable and short. (If this section is not completed permission will be refused.)  Please note, this form will be shared with the school/ education setting. 
	











	




	Was potential absence discussed at  PEP (Personal Education Planning) meeting? Yes	☐  No ☐

Has a formal request for absence been made to the young person’s school? 
Yes	☐  No ☐

Formal requests to school should not be made before the absence request has been agreed by Head of HOPE and Head of Service but views should be sought via the PEP. 









	

	Signature of Social Worker
 

	Date
	I have read and understood the information contained on the cover page
	☐

	
Signature of  Carer

	Date
	I have read and understood the information contained on the cover page
	☐

	Signature of Practice Lead 
	
	

	
Date  
	
	




	This information should be on current PEP. The HOPE will also have real-time/ up to date information to assist with this if required. Please contact the appropriate advocate. 
	

	Previous attendance/punctuality record is
	%

	Any previous absence in this academic year (in days/ half days)
	Sickness
	

	
	Other Authorised
	

	
	Unauthorised
	



Decision of The HOPE/Senior Social Care 
	Name

	

	From
	To

	
	

	Permission for the above absence is 	Granted ☐  Refused ☐



If permission has been refused the reason is


	

	

	


If the request is refused the absence should NOT be taken. 

	Signed
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