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Appendix 1 
                                      

                                    Request for leave of absence from school during term time 
                                            This should be completed before booking any travel arrangements 
 
                                                   To be completed by the Parent/Guardian  
 
                                                   Pupil’s Name_____________________________________ Class __________________  
 
                                                   Address________________________________________________________________ 
  
_________________________ Ethnicity___________________________ Date of birth___________________________  
 
1.  Date of absence request:  From ______ /______ /201______      To ______ /______ /201_______ 
 
2.  Reason for application:  
 
 
 
 
 
 
 
 
3.  CONTACT DETAILS – PLEASE PRINT CLEARLY 
 
1st Parent/Guardian details                                                       2nd Parent/Guardian details  
 
First name ___________________________________            First name ____________________________________  
 
Surname   ___________________________________            Surname _____________________________________  
 
Address  ____________________________________            Address ______________________________________ 
 
Contact number_______________________________           Contact number________________________________  
 
Date of application: _______/_______/201________  
 
I have read the school’s attendance policy document  
 
Parent/Carer signature ________________________         Date _______/_______/201________   
 
Name (Please print)       ___________________________________________________________  
 
 

 

For schools use only  
 

Current attendance: (must be at least 97%) ___________        No of term days requested:  __________________ 
 
If the child has had previous term time leave, please state dates and number of days taken ________________ 
 

 
 
 
 
 
 
 
 
 
 

If leave is to be authorised, the following must be completed:  

Travelling abroad?  Yes □ No □ Country_______________________________ Return date:____/_____/_____  
 

Proof of return date (tickets/e mail etc) seen by Head teacher □ Deputy Head teacher □  Attendance Officer □ 

Office use only 

Seen by Head teacher /Deputy / Attendance Officer            Leave agreed □    Not agreed □ 
        
Other outcome: _______________________________       Date: _______/_______/_______ 

 


