
Application Form -  Pupil’s Leave of Absence  
 

Please read the information overleaf before completing this form. 

For your request to be considered, the form must be completed and returned to the school two weeks before 
you plan to leave. All sections of the form must be completed and this will returned to you after the 
Headteacher has considered your application. 
Please note: 
No leave will be granted for any child in Year 2 or Year 6. 
No leave will be granted for any child who has any 'unauthorised' absences. 

Please do not book any flights, tickets, or accommodation until you have 

received confirmation from school that leave has been authorised.  

Name of pupil/s: 
 

Class: 

First day of absence: Date of return to school: 
 

Date submitted to school: 
 

Total school days requested: 

 

Reason for request: 

______________________________________________________________________ 

______________________________________________________________________ 

Destination address:  

______________________________________________________________________ 

Date you plan to travel: ______________  Date you plan to return: _______________ 
   

(Please note the application will not be considered without all the above information). 

We require details of a point of contact. This person will notify us of any changes to your 

circumstances which may affect the date of your return. We may have to contact them in the 

event of your child not returning as expected:    

Name of contact:  ____________________________Tel No: ____________________ 

Address: ___________________________________ Mobile:  ___________________ 

 

I have read and understand the information above and the guidelines overleaf. 

Signed: _________________________ parent/guardian     Date:  ________________ 

Print name:  _____________________  Contact No: ___________________________ 

School to complete        
 

Date form received:       

 

Previous Absences: 
 

 
YES / NO 

 

Dates & Reason: 
 

Previous Unauthorised Holidays YES / NO 
 

Previous Penalty Notice :  YES / NO 

% Attendance : 
 

Last Academic Year: 
 

Current: 
 

Leave Requested  
 

Authorised  Not Authorised: Penalty Notice       YES / NO 

 Signed ____________________ headteacher            Date___________________ 
 

 




