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	Date: 28 April 2014


Dear Parents, 
Changes to term time pupil leave beginning 28 April 2014  

School attendance regulations, in England, changed in Sept 2013 so that family holiday is no longer a basis to take children out of school during term time. All term time pupil leave applications, to head teachers in England, now have to be solely on ‘exceptional’ grounds. 

SCE term time pupil leave linked to exceptional grounds

‘Exceptional’ applications for term time leave will be decided upon on a case by case basis by the Headteacher at your child’s school.

Acceptable ‘exceptional’ grounds would be for example compassionate travel whereas returning to UK to trade a car is unacceptable. 
The application for exceptional term time leave must be made to the school in advance on Annex A (04/14) attached to this letter. The Headteacher must be satisfied that there are exceptional circumstances which warrant the leave. 
SCE term time pupil leave linked to parental operational tours

In order to reflect the unique situation for Service families overseas it has been agreed by the Command and Management Board of SCE that in addition to term time exceptional leave parents can also apply to the Headteacher for up to 10 days term time leave linked to operational tour leave. This leave can include pre-operational tour leave, R&R as well as post operational tour leave. Where an operational tour spans more than one academic year, the term time leave that can be applied remains as 10 days in total.
It’s important to note that families can and do enjoy leave at home without their child needing to be absent from school during term time. Absence from school does impact on children’s learning and parents are urged to minimise any absence during term time.
Leave authorised before 28 April 2014
Any pupil leave that was authorised prior to April 2014 will be honoured by the school. 
If you have any further queries regarding the contents of this letter then please do not hesitate to get in touch with the Headteacher of your child’s school.

Yours faithfully,
Kathryn Forsyth








Andy Bellingall
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Application Process for SCE term time pupil leave
Parents submit the application for term time leave for their child/ren to the head teacher, who has the sole authority to approve term time pupil leave. 

All decisions are at the discretion of the head teacher and there is no appeal mechanism. 

When deciding whether to authorise such requests, head teachers will take into account a range of issues, for example the individual pupils’ previous attendance record as well as their age and stage within the academic cycle.

Two application forms are attached being; 


1) Annex A (page 3) 
-
term time pupil leave for exceptional circumstances 

and 

2) Annex B (page 4) 
- 
term time pupil leave linked to operations. 

Annex B requires the prior signature by a Unit representative to note that the parent is entitled to apply given operational commitments. However, the authorisation for term time pupil leave remains the sole responsibility of the head teacher. 

REQUEST FOR SCE TERM TIME PUPIL LEAVE – EXCEPTIONAL CIRCUMSTANCES

ANNEX A (04/14)
Name of child: 
_______________________________ 
School/Class:
_______________________________

I would like to request permission for my child to take ‘exceptional’ term time leave from school for the following reasons and understand a) that family holidays are not a valid reason and b) any absence may be detrimental to my child’s education.

	Outline of exceptional circumstances:




The exceptional leave I am requesting for my child is planned from (date) _______________ until ______________​​___ 

resulting in a total absence of ____________ school days.

I understand that I may be required to provide evidence of the above if required and that this may require this information to be discussed with the relevant Unit Welfare Office. 

Signature of parent: _______________________________ Date: ___________________

_____________________________________________________________________________________

Head teacher use only

Thank you for your application for ‘exceptional leave’ for your chid, ________________.  

Your child’s attendance record for the last term/academic year is as follows:





% attendance representing  
 _______   number of sessions missed. 

· Point a) or  b) to be completed/deleted as necessary.

a)
I confirm that this exceptional leave has been agreed:

Signed _____________________ 

Date _________________
b)
Your request for exceptional leave has not been agreed for the following reason:

	


Signed ______________________  
Date ___________________

REQUEST FOR SCE TERM TIME PUPIL LEAVE LINKED TO OPERATIONS
 
ANNEX B (04/14)
Name of child: 
_______________________________ 
School/Class:
_______________________________

I would like to request permission for my child to take ‘exceptional leave’ from school during term time due to my pre-operational leave/R&R/post operational leave (delete as required). I understand that any term time leave for children is discouraged and may be detrimental to my child’s education.

	Reason for request:




I understand that the maximum number of days linked to any one tour is 10 days. I also understand that the Head of household application must be pre-signed by my unit, in the box below, confirming that I am entitled to apply. I understand that actual permission for this exceptional term time leave from school can only be granted by my child’s head teacher.

	UNIT DECLARATION

Name of Unit



________________



Rank/Name of Unit representative
________________

This is to certify that 
_____________________________ is entitled to apply for ‘exceptional leave’ for their child from school as a result of pre-operational leave/R&R/post operational leave (delete as required).

Signature of Unit representative
________________     Unit Stamp



The exceptional leave I am requesting for my child is planned from (date) _______________ until ______________​​___ resulting in a total absence of ____________ school days.

Signature of parent: _______________________________ Date: ___________________

Head teacher use only

Thank you for your application for ‘exceptional leave’ for your chid ______________ whose attendance record for the last term/academic year is as follows:

_______
% attendance representing  
 _______   number of sessions missed. 

· a) or  b) to be completed/deleted as necessary.

a)
I confirm that this exceptional leave has been agreed:

Signed _____________________ 

Date _________________

b)
Your request for exceptional leave has not been agreed for the following reason:

	


Signed _____________________ 

Date _________________

Kathryn Forsyth


Director of Education Services 


Directorate of Children and Young People





Col A D Bellingall MBE (late RE) 


Deputy Chief of Staff


HQ BFG 








Page 1 of 4
Page 4 of 4

