Featherstone Academy

Flowchart —Unauthorised Leave of Absence Authorisation Procedure

1. Parent/ carer requests absence.

2. School ensures that the request is made in writing (SEE APPENDIX 1).

3. School(s) make decision regarding written application (school may wish to liaise if there are other

children in the family in other schools).
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(SEE APPENDIX 2 — school letter leave authorised)
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e The head teacher (deputy or assistant head) should inform
parent/carer in writing that the request has been denied giving the
reason why, also that if the absence occurs it will be unauthorised
and a Penalty Notice may be issued. (SEE APPENDIX 3 — school
letter — leave not authorised).

School must be aware that they may be called as a withess in court.

¢ Where unauthorised leave of absence occurs, the school must
determine whether or not the case meets the criteria for issuing a
Penalty Notice (see page 2 of the Code of Conduct). The EWW
may advise school if needed.
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School complete Penalty Notice
request paperwork as detailed on
page 3 of the Code of Conduct
and sends to LST inbox with
accompanying Request for
Service Form.

Record absence as unauthorised
and monitor for any future
unauthorised absences with a view
to future action if appropriate
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LST responds to school regarding the request within 10 school days and outlines to school

the next steps.




