
APPLICATION FOR PUPIL LEAVE OF ABSENCE DURING TERM TIME

IN EXCEPTIONAL CIRCUMSTANCES

This form should be completed by the parent/carer and returned to the school as far in advance as possible 
before the first date of the period of leave being requested. Parents/carers must obtain the schools permission
before making any arrangements for leave in exceptional circumstances, otherwise the absence will be 
recorded as unauthorised.

No parent/carer can demand leave of absence as a right. The Education regulations state that applications for
leave must be made in advance by a parent with whom the child lives and can only be authorised by the school
in exceptional circumstances. Each application is considered individually by the school.

Name of pupil(s): Class(es):

Siblings (if different school) Schools attending:

I request permission for my child to be absent from school:

From  …………………………….  to …………………………  Total school days …………………..

Please explain why this leave cannot be taken after school, at weekends or school holidays:
(There are 175 non-school days a year. That is plenty of time to go on visits, holidays, and other appointments)

Signature of parent/carer………………………………………. Date……………………………..

For school use only

Child’s attendance (%) and number of missed sessions in the current academic year: _____________

Child’s attendance (%) and number of missed sessions in the last academic year: ________________

Having considered your request carefully, my decision is that leave of absence is:

Approved: The absence will be recorded as authorised.

Not approved: The absence will be recorded as unauthorised.

Comment:

Head teacher (signature)…………………………………..Date……….

Date reply returned to parent (s)………………………

Taking a pupil on leave during term time interrupts teaching and learning and can disrupt educational 
progress. Before completing this application form parent/carers are asked to consider the effect on their 
child’s continuity of education


