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      Specialist SEN Cognition and Learning College
Head Teacher: Sandra Clarke 
 
Request for leave of absence from school during term time – HOLIDAY/TRAVEL
This should be completed before booking any travel arrangements

To be completed by the Parent/Carer and returned to school. 
Proof of flights/holiday booking confirmation must be sent to school office
Paper copies should be passed to the class teacher in the first instance.
Emailed versions should be sent to the class email address. 

Date of application _____/_____/_____ 

Student’s Name___________________________________________         Class ___________________

Address______________________________________________________________________________

Ethnicity_________________________________                     Date of birth_________________________

Date of absence request - From ______ /______ /______   	To______ /______ /______ 

Reason for application_________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

Please continue overleaf if required.

1st Parent/Carer details 	2nd Parent/Carer details 

First name _____________________________ 	First name ______________________________ 

Surname ______________________________ 	Surname _______________________________ 

Address _______________________________ 	Address ________________________________ 

Contact number _________________________ 	Contact number  _________________________ 

Travelling abroad? Yes/No                       

Country____________________________ 			   Return Date:____/_____/_____ 

Address and contact details when overseas _________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

For school use only - Please pass form and documentation to Shazmeen Malik

Current attendance___________             Number of term days requested ______________ 

If the child has had previous term time leave, please state dates and number of days taken ____________________

_____________________________________________________________________________________________

Leave agreed   /   Not agreed           Head Teacher signature _______________________ Date _______________

Reason/further comments ________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

[bookmark: _GoBack]As per Luton Borough Council’s Code of Conduct, unauthorised absences will be passed to the Attendance Support Team and a Fixed Penalty Notice fine may be issued.  This is in accordance with Section 444 of the Education Act.
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