
Leave Letter For School Children

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Principal's Name]

[School Name]

[School Address]

[City, State, ZIP Code]

Subject: Leave of Absence for [Child's Full Name], [Class/Grade]

Dear [Principal's Name],

I hope this letter finds you in good health. I am writing to formally request a leave of absence for my

child, [Child's Full Name], who is a student in [Class/Grade] at [School Name]. Due to [reason for

leave], I kindly request that my child be granted leave from [start date] to [end date].

[Provide a brief explanation of the reason for the leave, such as a family event, medical condition,

travel, etc. If applicable, attach any relevant documentation, such as a doctor's note or travel

itinerary.]

During my child's absence, I assure you that we will do our best to ensure that they keep up with

their studies. We will communicate with their teachers to obtain any necessary assignments or

materials, and we will ensure that they complete any missed work promptly upon their return.

I understand the importance of regular attendance and the value of education, and I sincerely

apologize for any disruption this leave may cause. We are committed to ensuring that my child's

education remains a top priority even during this brief absence.

I kindly request your approval for this leave of absence, and I assure you that my child will return to



school promptly on [return date] and resume their studies without any further interruptions.

Thank you for your understanding and consideration. If you require any further information or

documentation, please do not hesitate to contact me at [phone number] or [email address].

Sincerely,

[Your Signature]

[Your Full Name]

[Attachment: Relevant supporting documents, if applicable]


