
 

 
 

 

 

APPLICATION FORM FOR EXCEPTIONAL TERM TIME LEAVE 

Part 1 – To be completed by the parent/carer 

Pupil’s Name: Year/Class 

Address: Date of Birth: 

Land line: 

Mobile: 

Email:  

Last day of attendance in school:  

Date of return to school:  

Please give details of the purpose and exceptional reasons for this application of leave in 

term time and why leave cannot be taken during school holidays. Attach any supporting 

evidence (e.g travel documents, medical notes etc). 

 

 

 

 

 

Please provide the address of where you and your child will be staying during the leave 

period: 

 

Part 2 – To be completed by the school office 

Tick  

 Form completed accurately 

 Supporting evidence for purpose and exceptional reasons of leave in 

term time including: travel tickets, confirmation, medical notes etc 

(attach to form) 

 % attendance 

Current: 

Previous year:  

 Any previous leave and dates: 

 



 
 

 

Part 3– To be completed by the Headteacher in accordance with the school’s policy. 

Tick This application for leave cannot be authorised. 

 

Please consider changing your arrangements.  Please see the information below 

regarding penalty notices.  In cases of extended leave from school, your child may 

be at risk of losing their school place.  

 This application for leave has been authorised 

Leave has been authorised from: 

Leave has been authorised until: 

Your child will need to return to school on: 

If your child exceeds the agreed leave, this will not be authorised and you may be 

referred to the school Attendance Welfare Advisor (AWA) who will serve a penalty 

notice. Please note no reminders will be sent during the leave of absence.  It is the 

parent’s/carer’s responsibility to notify the school of any future changes in 

circumstances. 

 

Any other comments by Headteacher: 

 

 

 

 

Headteacher’s 

signature: 

 Date: 

Parent/carer 

signature 

 Date: 



 
 

 

 

Part 4 – To be completed by the school office 

Tick   

 Parent contacted by phone/email/in person 

Circle as appropriate 

Date: 

 Copy of signed application form given to 

parent/carer 

Date: 

 Copy of signed application form uploaded to 

CPOMS with outcome stated. Include agreed 

dates of leave if authorised and alert class 

teachers 

Date: 

 Attendance letter given to parents Date: 

 


