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Introduction 

When we were in school, we were supposed to give a leave application for not attending the school 

due to some personal reason. The reasons can be any: fever, injuries, ceremonies etc. Whatever be 

the reason, it is the utmost responsibility of the student to inform the teacher regarding his leaves. 

Through this application, the student can clearly state the reason behind taking leaves and request 

the teacher to grant the same. 

School Leave Application Tips 

Few tips should be considered for writing an effective school leaves application: 

• Firstly it is always vital to pay respect to your teacher who has taken pain in solving your 

problems. 

• Tone of the application should be polite. 

• You must clearly state the reason of taking leave in your application. 

• The wordings of the letter should be convincing enough to attract the reader’s attention. 

• Once you are through writing the letter, please recheck the same for spelling mistakes or 

punctuation errors.  
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Sample School Leave Application 

To, 

Mrs. Patricia Smith 

Principal 

Modern School 

California 

Date (Date on which letter is written) 

From, 

Suzanne Smith 

Student 

Class: Xth 

Sub: Leave application 

Respected Ms Smith, 

Good Morning. I would like to bring to your consideration that my cousin wedding is schedule on 30th 

of this month and we need to go to Atlanta for the same. Our whole family is waiting for this moment 

for so long and finally it has come. I really want to attend the same as it is the first wedding in our 

family and we all are very much enthusiastic about the same. So, I would be very grateful to you if you 

grant me ten days leave to attend the wedding. I assure you, after returning I will finish my syllabus on 

time and will score well in exams as always. 

I hope you will consider my request and sanction me leaves for the wedding. 

Thanking you, 

Yours faithfully’ 

Suzanne Smith  
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School Leave Application Template 

To, 

_____________ 

_____________ 

Date (Date on which application is written) 

From, 

_______________ 

_______________ 

Sub:_____________________________________________ 

Respected _______________, 

My name is __________ and I am a student of your school studying in class __________(mention your 

class)_. Due to some personal reason, I and my family need to go out of town for few days. It is 

basically for ______________________(give reason). I know exams are approaching, but I would be 

very thankful to you if you grant me _________ (specify period)days leave. I assure you, as always I 

will not disappoint you this year also. 

I hope you will consider my request and grant me leave for ________ days. 

Thanking you, 

Yours faithfully, 

(______________________________)  
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Disclaimer 

 
The author and publisher of this Ebook and the accompanying materials have used their best efforts in preparing this Ebook. The author and publisher 

make no representation or warranties with respect to the accuracy, applicability, fitness, or completeness of the contents of this Ebook. The information 

contained in this Ebook is strictly for educational purposes. Therefore, if you wish to apply ideas contained in this Ebook, you are taking full responsibility 

for your actions. 

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular purpose. The author and publisher 

shall in no event be held liable to any party for any direct, indirect, punitive, special, incidental or other consequential damages arising directly or 

indirectly from any use of this material, which is provided “as is”, and without warranties. 

The author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in this Ebook. 

All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit purpose. 

No part of this may be copied, sold, or used in any way other than what is outlined within this Ebook under any circumstances without express 

permission from www.letters.org 


