
 
  

Application for Leave of Absence from School during term time. 

School Response 
 

Dear  

 

Copy sent to   

 

 
Re: Application for Leave of Absence from School during term time  
 

Date of response from school  

 

Date application received by 

school 

 

 

Pupil’s full name  

 

Pupil’s Date of Birth  

 

Year Group, Class / Registration  

 

Pupil’s full address and postcode  

 

 

Pupil’s percentage attendance year to date  

Number of sessions absent this academic 

year (total) 

 

Number of which are authorised  

Number of which are unauthorised  

 

Has this pupil had any previously recorded 

unauthorised leave of absence? 

 

Was a Penalty Notice Fine requested as a 

result? 

 

Are you aware of any Penalty Notice Fines 

that the parent or parents may have 

previously received for this pupil and/or a 

sibling/child for whom they hold parental/day 

to day care and responsibility? 

 

 

School response to parent/s request for leave of absence 

 

 

 

 

 

 

 

Number of requested sessions authorised  

Number of requested sessions unauthorised  

Date pupil required to return to school  



 
 

Headteacher Signature   

Headteacher Name  

Date  

 

 


