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Attendance and Leave of Absence Policy

Maximum attendance from every child is required to benefit from the education we are offering at ICS.

Please be aware that it the responsibility of all parents and guardians to report their child’s  absence(s) from school and  must formally request  leave of absence during term time.  Absence for any reason other than illness and medical appointments must be authorised by the Head of the School eg, extended leave, religious observance.
Requests for leave of absence should be sent to the school no less than two weeks prior to the start of the leave. Parents and guardians are required to complete the ‘request for absence’ form and must be explicit about the reason. You will then be contacted by the school with the decision. (Request for Leave of Absence Forms can be obtained from the school office).

Requests for leave of absence cannot automatically be authorised and will only be granted in exceptional circumstances.

Any requests for extended leave for more than 10 school days in a school year will result in a discussion with a senior member of staff to look at options for ensuring continuity of education. 
In exceptional circumstances where  leave of absence is requested above and beyond a 10 day period, the school will base their decision on a student’s previous history of attendance, stage of education and the  nature of the request. 

Where the school has not been notified of a student’s absence for a period, we are required by law to report the child as ‘missing’ to the Local Authority.

We appreciate that most parents do their best to make sure their children come to school every day that they can. Please remember these procedures apply to absence other than illness or medical reasons.

 It is imperative that children do not miss out on units of work and take full advantage of the opportunities provided by the school.  
For students who take the school bus, we request that you inform the school bus service (Smartbus 01959 700 476) as early as possible on the day of absence. Please note it is necessary to also contact the school directly regarding the attendance.

Please telephone the school office to report student absence on either of the following numbers: 02074029273; 02074020416 by 9.00am. 
 Alternatively, please email the school at  administration@ics.uk.net by 9 am.
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	REQUEST FOR LEAVE OF ABSENCE IN THE SCHOOL TERM

	NAME OF A STUDENT(s)________________________________________________CLASS / YEAR GROUP____________
REASON FOR APPLYING FOR LEAVE OF ABSENCE  IN TERM TIME

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Please specify the dates that the student(s) is going to be absent
Absence leave from _______________________________ to _________________________________
TOTAL NUMBER OF SCHOOL DAY ABSENCES APPLIED FOR ____________________________________
_____________________________________________________                      ____________________        
Name and Signature of Parent /Guardian                                                                 Date

________________________________________________________________________

Name and Telephone number of relative/friend who the school can contact if needed, during the absence

	The school will consider the following points:

· The student  previous attendance history

· The age of the student

· The student stage of education

· The nature of the trip (an exceptional/cultural experience)

· The time of year

· If there is a fixed return date

· If previous holidays have been applied for, what length have they been

	Office use

Seen by Head teacher

Agreement reached                                                                                Authorised/Unauthorised
Other points                                                                                            Date:

   


