Date
Ref:
Dear 

Evidence to support leave of absence for (candidate name) to attend (competition title)

I am writing to provide formal evidence that (candidate name) has been selected to attend (competition title) on (date) at (time).  The International Dance Teachers' Association (IDTA) is a well established awarding organisation which is recognised by the qualifications regulators in England, Wales and Northern Ireland.  A number of IDTA qualifications are available on the Register of Qualifications http://register.ofqual.gov.uk/ and those at level 3 in the Qualifications and Credit Framework attract UCAS tariff points.

(Competition title) is a national event organised by (organisation name). The competitions themselves play a crucial role in enhancing and extending candidates experience of dance and for those students who are serious about pursuing a career in this area competitions are an essential part of their dance education.

Whilst these events are held over weekends, travel requirements to and from the competition may mean that some candidates will need an additional day to travel to or from the event.

I would be grateful if the school could authorise (candidate name’s) absence to attend (competition title) on (date) at (time) as an exceptional circumstance.

Yours 

