
 

 
 

Leave of Absence Request Form 
 

Leave of Absence may only be granted by the Principal.  It is not an entitlement but discretionary, under 
the Education (Pupil Registration) (England) Regulations 2006. 
 
Requests for leave of absence must be made at least one term in advance, and permission cannot be 
given retrospectively. 
 
In exceptional circumstances where leave is granted, it is marked as authorised absence, in the event of 
the request not being granted it will be marked as unauthorised and you will be liable to receive a penalty 
notice. 
 
Name of Student ……………………………………………………………………………………………………. 
 
 
Year Group ……………………………………………. 
 
 
Dates requested from …………………………. To ……………………………………. (inclusive) 
 
 
Reason for request……………………………………………………………………………………………………... 
 
 
……………………………………………………………………………………………………………………………. 
 
 
…………………………………………………………………………………………………………………………… 
 
 
 
Can this request be taken at another time:  Yes                               No 
 
 
If not please give details why: ……………………………………………………………………………………… 
 
 
…………………………………………………………………………………………………………………………. 
 
 
………………………………………………………………………………………………………………………… 
 
 
Signature of Parent/Carer …………………………………………………………………………………………. 
 
 

School decision (to be completed by Principal) 
 
 

Date received by Academy …………………………………………………………. 
 
 
Request granted:  Yes                                                                    No 
 
 
Signature ………………………………………………………. 
 


