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Description automatically generated]Leave of Absence Request 
This form must be completed and submitted giving at least 4 school weeks’ notice of any intended absence
Dear Parent
You have requested this form with the intent of taking your child out of school during term time. Longsands is committed to raising the profile of attendance in school, it is important that you support us by ensuring your child attends school on time, every day. Any time missed will impact on their learning.
Please be reminded that, under section 444 of the Education Act, you have a legal obligation to ensure that your child attends school and failure to do so could result in the Local Authority issuing a Fixed Penalty Notice and/or a summons to appear at Magistrates court. However, we are aware there may be exceptional circumstances for a child to miss their education. Please also note supporting evidence MUST be supplied when submitting any request for a period of absence.
The principal will only authorise absences during term time when there are exceptional reasons for a child to miss school. When making this decision, the principal will consider:
· Guidance on term time absence from the Department for Education and the Local Authority.
· The child’s overall attendance and punctuality.
· The impact the absence would have on the child’s education and if any assessments or exams are scheduled during the period.
· The length, destination and purpose of the leave requested.
· The family circumstances and reasons for requesting the leave.
A holiday is not considered an exceptional request.
PENALTY NOTICE
Once a Leave of Absence form is received and considered parents/carers will receive written confirmation if the leave is authorised or unauthorised. Where the Principal decides that authorisation cannot be granted but the absence still occurs, each parent will be at risk of receiving a penalty notice from Cambridgeshire County Council.
Penalty Notice fines for 1 offence will be £160 paid within 28 days, reduced to £80 if paid within 21 days. Each Parent/Carer will receive a separate dine for each child.
For 2 offences Penalty Notice fines will be £160 per parent/carer per child within 28 days and no reduction is offered.
For 3 offences within a 3 year rolling period no penalty notice is issued, a prosecution is submitted to the Magistrates court.
Penalty Notice Fines will be applied to both parents/carers and anyone who has day to day care for a child including step parents or grandparents.
If an absence has been unauthorised by the principal and parents/carers remove their child from school, their child’s absence will be recorded as unauthorised.
SCHOOL PLACE
Students who are taken out of the academy for four weeks or more will be referred to the Children Missing in Education Team (CME). This may result in your child being removed from roll. Any child who loses their place will need to re-apply for a school place via Cambridgeshire County Council admissions.
Please complete the form at your earliest convenience and return to kelly.baker@astrea-longsands.org 
				
Request for Term Time Absence
	Date of Request:
	 
	 
	 
	 

	Name of children:
	First Name
	Surname
	Year Group 
	Date of Birth

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Siblings Please provide details of any siblings in other schools who will also require term time absence.

	 
	First Name
	Surname
	School/Academy 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Contact Details Parents/Carers Grandparent or Carer
	 
	 

	 
	Name:
	 
	Name:
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	Address:
	 
	Address:
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	Contact Number:
	 
	Contact Number:
	 

	 
	 
	 
	 
	 

	 
	Name:
	 
	Name:
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	Address:
	 
	Address:
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	Contact Number:
	 
	Contact Number:
	 

	 
	 
	 
	 
	 

	Key Information -reason for absence giving as much information as possible and advising the exceptional circumstances. Please include absence dates, number of days, and why this absence cannot be taken during weekends/school holidays.

	 
	 
	 
	 
	 

	 
	
	
	
	 

	 
	
	
	
	 

	 
	
	
	
	 

	 
	
	
	
	 

	 
	


	
	
	 

	 
	
	
	
	 

	 
	
	
	
	 

	 

	
	
	
	 

	 
	

	
	
	 

	 
	

	
	
	 

	 
	
	
	
	 

	 
	
	
	
	 

	 

	
	
	
	 

	 
	
	
	
	 

	 

	 
	 
	 
	 

	If travelling outside the UK please provide destination details, departure and arrival dates and times. 

	Include flight numbers and name of airline and airport.
	 
	 

	Departure:
	 
	Arrival:
	 
	 

	 
	
	
	
	 

	 
	
	
	
	 

	 
	
	
	
	 

	 
	
	
	
	 

	 
	 
	 
	 
	 



	Please read the following statements
	 
	 
	

	 
	 
	 
	 
	 
	 
	

	▪  I confirm that the information on this form is true.
	 
	

	 
	
	
	
	
	 
	

	▪  I agree to keep the Academy informed of any changes to my travel arrangements or if my child is unable to return 
	

	to the Academy on the expected return date.
	 
	

	 
	
	
	
	
	 
	

	▪  I am aware if my child does not return to the Academy by the date provided he/she is at risk of losing their place.
	

	 
	
	
	
	
	 
	

	▪  I am aware that parents and carers may be fined and/or prosecuted for any time which my child is absent from
	

	the Academy that has not been authorised by the principal.

▪  I have read and understood the guidance attached to this request.
	

	 
	 
	 
	 
	 
	 
	

	Signed by :
	 
	 
	 
	Print Name :
	

	(Parent /Carer)
	 
	 
	 
	Relationship to the child:
	

	 
	 
	 
	 
	 
	 
	

	OFFICE USE ONLY
	 
	 
	 
	Date request received:
	

	Authorised or unauthorised:
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	

	Approved by:
	 
	 
	 
	 
	

	Recorded on Bromcom:
	 
	 
	 
	

	Decision Letter sent to parents:
	 
	 
	 
	

	Copy of form and letter to Attendance Manager:
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