
Leave Letter From Parents To Principal

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Date]

[Principal's Name]

[School Name]

[School Address]

[City, State, ZIP Code]

Dear Principal [Principal's Last Name],

Subject: Request for Leave of Absence for Our Child, [Child's Name], from [Start Date] to [End Date]

We hope this letter finds you in good health and high spirits. We, [Your Names], are writing to

request a temporary leave of absence for our child, [Child's Name], who is a student in

[Grade/Class] at [School Name]. We understand the importance of consistent attendance and

academic commitment, but we find it necessary to bring this request to your attention due to

unforeseen circumstances.

[Explain the Reason for Leave]

We regret to inform you that our family is currently facing a medical situation that requires our

immediate attention and presence. A close family member of ours has fallen seriously ill, and we

need to be with them during this challenging time. Given the gravity of the situation, we kindly

request your understanding and support in granting a leave of absence for [Child's Name].

[Duration of Leave]

We anticipate that the leave would need to be in effect from [Start Date] to approximately [End

Date]. We understand the importance of our child's education and will make every effort to ensure

they keep up with their studies during their absence.

[Optional: Academic Plan]



To minimize the impact of this absence on our child's education, we have discussed a plan with their

teachers to obtain assignments, notes, and any other necessary study materials in advance. We will

ensure that our child diligently completes the assigned work and submits it promptly upon our return.

If there are any specific guidelines or recommendations you have for us to ensure a smooth

transition for our child's absence, please let us know, and we will adhere to them.

[Optional: Contact Information]

During our absence, we can be reached at [Your Phone Number] or [Your Email Address]. Please

feel free to communicate with us regarding any school-related matters or updates about our child's

progress.

We sincerely appreciate your understanding and consideration of our request during this challenging

time. We have full confidence in the quality of education and care that [School Name] provides, and

we are committed to working together to ensure our child's successful return to their studies.

Thank you for your attention to this matter. We look forward to your positive response.

Sincerely,

[Your Full Names]

[Your Signature (if sending a physical letter)]

**Note:** Make sure to customize the letter with your personal details, the specific reason for the

leave, and any other relevant information. Also, be sure to adhere to your school's policies and

procedures for requesting a leave of absence.


