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For School Office/Headteacher Use Only 

Previous holidays checked?     Y     N        Current Attendance % ____________ 

Evidence produced and attached?     Y     N      Interview offered to parent/carer?     Y     N 

Authorised?     Y     N        Headteacher’s Signature: ______________________________  Date: ____________ 

I wish to apply for special leave of absence from school to be granted to: 

Name of Child: ___________________________________               Class: _______________________ 

Date of proposed absence: 

From: ____________________________ to _________________________ 

Total days requested in this application: _______        Total days previously in this academic year: _______ 

Reason for proposed absence: 

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________ 

Evidence attached: ________ 

Signature of Parent/Carer: ___________________________________ Date: _________________ 

Print Name: _______________________________________________ 

Response to Parent/Carer 

Your request has been authorised/not authorised (please circle appropriate response) for the following reason/s: 

___________________________________________________________________________________________________

___________________________________________________________________________________________________ 

Initials (admin staff): _______________ Date: _____________ 
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Important Information for Parents/Carers 
 

• There is no automatic right to special leave 

• Family holidays will not be authorised 

• Authorisation will depend on current attendance records and 
other criteria set out in the school’s ‘Attendance Policy’ and 
the circumstances of the special leave requested 

• Request for special leave should be submitted to the school 
no less than 3 weeks prior to the start of the period of 
absence 

• Leave of absence will not be authorised during term time 
unless there are exceptional circumstances and evidence 
for such leave is provided 

• Any requests for special leave will result in an interview with 
the Headteacher 

• If a holiday is taken without a special request for leave, the 
absence will be recorded as unauthorised 

• If, for any reason, your leave needs to be extended, you must 
inform the school immediately by phone or e-mail and before 
the last day of leave originally requested. Additional evidence 
will be required upon return. 

• If your request is authorised, it is the responsibility of the 
parent/carer to inform the class teacher of the dates of 
absence. It is your responsibility to collect homework before 
the beginning of the special leave. All homework needs to be 
given to the class teacher on return. 

• All special leave will be reviewed by the Education Welfare 
Officer on her monitoring visits and may result in a fine. 

 


