
 

               

           

           

 APPLICATION FOR PUPIL LEAVE OF ABSENCE FROM SCHOOL 
              ***Parents should refer to the Attendance Policy for further information*** 

 

           Email response                Scanned to pupil comms                  Update attendance 

STUDENT DETAILS 

Name  Class  

Name  Class  

Name of School  Meltham CE Primary School, Holmfirth Road, Meltham, Holmfirth, HD9 4DA 

Name(s) of other school age children School(s) 

  

  

Absent from school date  Back to school 

date 

 Total No. days 

absence from 

school 

 

Does the absence overlap with beginning or end of term? Yes  No  

Please state your reason for the absence                                                            

 

 

 

 

Date requested  

PARENT/CARER DETAILS  

 (please provide full name and address details for both parents) 

A parent is defined as: all-natural (biological) parents, whether they are married or not; any person who, although not a natural 

parent, has parental responsibility for a child or young person (this could be a step-parent, guardian or other relatives); any 

person who, although not a natural parent, has care of a child or young person. 

Parent 1 - First name  Parent 1 - Last name  

Address  

Signature - Parent/Carer   Print name of Parent   

Parent 2 - First name  Parent 2 - Last name  

Address  

Signature - Parent/Carer   Print name of Parent   

The Headteacher will consider the following points before authorising leave:  

1. The child’s attendance history (above or below 95%) 2. The time of year (Controlled Tests, Exams or 

September) 3. The length and purpose of the absence. 

Penalty Notice:  

Where the Headteacher decides that authorisation cannot be given but the absence occurs, consideration 

will be given to the issuing of a Penalty Notice in line with Kirklees Code of Conduct or there is possibility that 

your child may be taken off the school roll.   

***A penalty notice may be issued (per parent, per child) if the parents/carers have not sought permission 

before taking your child out of school for a term time leave of absence.*** 

OFFICE USE ONLY 

Current attendance %   Number of late marks  

Number of days requested   

Would attendance fall below 95% if this request were granted? Yes  No  

Headteacher’s 

Signature 

 Authorised    

Date  Unauthorised  

Reasons:  
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