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St Laurence Catholic Primary school

Leave of Absence Request Form

Please read the Attendance policy guidance available on the school website before applying for a Leave of Absence.  Please do not make any travel arrangements before your request has been considered by the school.   Parents do not have any right to a leave of absence during the term and if their request is refused the absence may be unauthorised and legal action such as a penalty notice may be issued. This could be a fine of a minimum of £60 for each child, per parent (e.g. the total fine for two children with two parents would be £240).

Please complete one form per child

	
	Child’s Name:
	

	
	Class:
	

	
	Name of parent / guardian: 
	

	
	Start date of absence:
	

	
	Date of return to school:
	

	
	Address:
	

	
	Telephone number:
	

	
	Destination:
	

	
	Reason for absence:
	

	
	Contact number during absence: 
	


I understand that a penalty notice may be issued if my request is denied and my child is absent during this period.

	Signed:                                          
	
	Date:
	


To be completed by the school:

	Total number of days requested:
	


	Any previous leave of absence?
	


	Percentage attendance
	This year:
	Last year:


	Leave of absence  AGREED  /  REFUSED  for the following reason:

	


	Signature of head / deputy:                                          
	
	Date:
	



