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The school will consider these 
points before authorising 
leave: 

• The child’s previous attendance history 

• The child’s stage of education and ability to catch up on missed schooling 

• The time of year (beginning of term and assessment periods) 

• The nature of the request 
 

To be completed by the school office: 
 

Date form handed in:…………………………………………………Initials……………………….. 
 

Print attendance sheet-Date:……..…………..………………….Initials….…………………… 
 

Electronic evidence requested-Date:………………………….Initials……………………….. 
 

Letter finalised -Date:…………….………………………..…………Initials……………………….. 
 

SIMS coding update -Date:…………………………………………Initials……………………….. 
 

Scanned and folder created-Date:………………………………Initials………………………. 
 

Letter given to teacher – Date:…………………………………..Initials…………………..…… 

APPLICATION FOR LEAVE OF ABSENCE DURING TERM-TIME 
Please complete and return this form to the school at least four (4) weeks before the intended start date of 

your child's absence. (Please complete a separate form for each child) 
 

Important: Absences that have not been approved will be recorded as unauthorised. These may be referred 
to the Local Authority and could result in a Fixed Penalty Notice or other appropriate action. 

 
Child’s Full Name:………………………………………………………………………………………………………………………………………….. 
 

Date of Birth:…………………………….Year Group:…………………Class:……………………………………………………………………. 
 

Address:………………………………………………………………………………………………………………………………………………………… 
 

Period of Absence: From:…………………………………..To:……………………………….(inclusive) 
 

Total number of School days to be missed:………………………………….. 
 

Reason for Requesting Absence: For any request for leave of absence, please provide full details 
 (Please explain the exceptional circumstances that require the leave of absence to take place during term 
time.) Supporting evidence must be provided at the time the form is submitted. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Parent/carer Name:………………………………………..……………………Signed:…….……………………………………………………… 
 

Relationship to child:…………………………………………………………...Date:………………………………………………………………. 
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