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Role / Agency 

 

Name and role Contact Details 

Headteacher/Principal 

 

Gina Marsland 0113 274 7110 

Attendance Lead  

 

Gina Marsland 

Jackie Matthews 

0113 274 7110 

 

Attendance Support 
Team (staff supporting 
the Attendance Leads) 

 

School office staff  

Karen Davies  

Tessa Bruce  

0113 274 7110 

 

Governor with 
responsibility for 
Attendance 

Andie Wilson 

James Clarke 

 

Chair Of Governors 

 

Andie Wilson (co-
chair) 

Ian Renard (co-
chair) 

  

School Office  

 

Vanessa Fish & 
Jacqui Dane 

0113 274 7110 

  

Learning Mentor 

 

Karen Davies  0113 274 7110 

School Attendance 
Service (SAS) 

 

Queries relating to 
attendance  

0113 378 5994 

Elective Home 
Education (EHE) 

 

Queries around 
Elective Home 
Education 

Children Missing 
Education (CME) 

 

Referrals for 
children missing 
education 

0113 378 9686 

Education Safeguarding 
Team 

Advice / Training / 
Safeguarding Audit 

0113 378 9685 

 

Please call 0113 274 7110 to report an absence. 

mailto:Schoolattendanceservice@leeds.gov.uk
mailto:EHE@leeds.gov.uk
mailto:CME@leeds.gov.uk
mailto:estconsultation@leeds.gov.uk
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https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II#:~:text=(6)Where%20a%20maintained%20F4,already%20a%20registered%20pupil%20there.
https://www.legislation.gov.uk/ukpga/2002/32/part/3
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• 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf
mailto:cme@leeds.gov.uk
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3
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Leave of absence will only be granted in exceptional circumstances 
 

Unauthorised leave may result in the issue of a Penalty Notice under the provisions of the Education Act 1996 
(as amended) * 

By law, you must ask permission for your child to miss school.  If you don’t you risk a penalty notice.   
Penalty notices can be issued per parent and per child. Please see below for details.  

 

PARENTS SECTION (to be completed first) 

Surname of child   First name   

Date of birth   Class   

Surname of 
Parent/Carer 
requesting L.O.A. 

  First name of 
Parent/Carer 
requesting the L.O.A. 

  

Address of child      

Postcode  Telephone number  

About the 
request for 

your 
child’s 

leave of 
absence 

Reason for Absence  

 
  

Total number of school days  From  To  

Would he/she miss any national tests or examinations?  

Has he/she already had leave during term-time this school year?  (If so, please 
give dates and number of school days leave) 

 

Did he/she have leave of absence during term-time in the previous school year?  

Emergency telephone contact in the Leeds district  

Parent’s/Carer’s Signature  
 

      
SCHOOL SECTION 

Absence in Term Time 
 

From: _____________ 
 

To: _______________ 

 

i. Approved……………………. school days 

Not approved ………………. school days 
 

ii. Absence Code  

Number of previous days authorised  Absence during tests or exams?  YES/NO 

Current percentage attendance   Office Staff Initials: 

Last year’s percentage attendance  Headteacher’s Signature: 

 

A copy of this form will be returned to the parent after consideration   

*Payment of a Penalty Notice, if paid within 21 days, is £60.00.  If you do not pay within 21 
days, the fine is increased to £120.00 and you have a further 7 days to make this payment in 

full.  


