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APPLICATION DECISION ON CHILD’S LEAVE OF ABSENCE
DURING TERM TIME
Our Lady of Lourdes CMAT


	Part A: To be completed by the parent/carer

	Pupil’s Full Name:
	Year Group/Class:
	Home Address:

	


	
	

	I am applying for my child to be absent from school during the following dates:


	Date of First Day of Absence
	

	Date of Return to School
	




	Total number of days applied for

	

	The reason for my application for leave of absence during term time:

	








	Parent/Carer Declaration

	
I understand that:
· leave of absence during term time is granted only in exceptional circumstances;
· each request is considered individually by the headteacher;
· submitting this form does not mean that leave has been granted;
· my child must continue to attend school unless and until leave is granted;
· if the request is declined and the absence is taken, it will be recorded as unauthorised; and
· unauthorised absence may be considered under the National Framework for Penalty Notices and the relevant local authority’s code of conduct. A separate penalty notice may be issued to each liable parent for each child.

I confirm that the information provided is accurate.


	Parent/carer signature
	


	Relationship to pupil
	


	Telephone/email contact details
	





If the request is declined and the absence is taken, each missed session will be recorded as unauthorised and will count towards the national threshold of 10 unauthorised sessions within a rolling period of 10 school weeks. Where the threshold is met, the school will normally request that the local authority consider issuing a penalty notice. The local authority may also consider action before the threshold is met where this is permitted by its code of conduct. A separate penalty notice may be issued to each liable parent for each child.

	Part B: To be completed by the school

This application has been considered individually by the headteacher in accordance with the Trust’s Pupil Attendance Policy and the information provided by the parent/carer.


	The decision in response to your application:

	
Leave of absence granted
	
	
Request for leave of absence declined
	

	Dates authorised, where applicable
	

	Brief reason for decision

	

	Decision made by the Headteacher
	[Headteacher’s name]

	Signature 
	[signature]

	Date of decision
	[date]

	Date communicated to parent/carer:
	[date]
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