
 
REQUEST FOR LEAVE OF ABSENCE FOR A STUDENT 

 
Leave of absence from school is only authorised under exceptional circumstances. 
If you feel that the circumstances are exceptional then an application should be made 
to school, prior to any arrangements being made.  School will then decide whether or 
not the absence can be authorised. 
Please note that the school is not able to grant leave of absence for term-time 
holidays, 
 
 
This form is to be used when requesting leave of absence in advance, for example, in the 
case of a student attending a family wedding or funeral or taking part in a sports competition.  
Please complete one form per student as different tutors need to be informed of the absence. 

 
ALL COMPLETED FORMS SHOULD BE FORWARDED IN THE FIRST INSTANCE TO:  

MRS D GUY, ATTENDANCE AND PUPIL RECORDS CO-ORDINATOR. 
 
Name of student: ………………………………………………………     Form:……..… 
 
Date of first day of absence: ……………………………………………………………… 
 
Date of last day of absence: ……………………………………………………………… 
 
Total number of school days absence requested: ………………..days   
 
Reason for request: 
 
………………………………………………………………………………………………….…… 
 
………………………………………………………………………………………………….…… 
 
………………………………………………………………………………………………………. 
 
……………………………………………………………………………………………………….. 
 
Parent/Carer Signature:……………………………………………… Date:…………………. 
__________________________________________________________________________ 
 
Reply Slip: 
 
Student’s Name: ………………………………………………..……    Form:………… 
 
Leave of absence is granted in accordance with your request      
 
Request for leave of absence has been refused because the reason   
does not meet the criteria for being treated as exceptional 
 
 
Y Powdrell   ______________________________  Date:  ____________ 
Assistant Headteacher  


