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Part 1. Absence request form- To be completed by the Parent or Guardian and forwarded to the Head teacher (or nominated representative) BEFORE the period of absence.

Name of child ……………………………………………. Year ……………………. 

I am requesting absence for my child:

First day of absence requested ………………………………..

Date of proposed return to school …………………………….

Number of days for which absence is requested ………………………..

Reason for absence: ………………………………………………………………………………………. 

Parents Signature …………………………………………………….…….

Part 2.To be completed by the school and returned to the Parent/Guardian with the absence letter.

Name of child __________________________

Year ____________

	Absence has been noted in the school register
	

	Leave of absence has been authorised
	

	Leave of absence has not been authorised
	


Your child has had ​​​​​​​​​​​​​​​​​​​​​​​​​​​________   % authorised absence so far this year.
Your child has had ________  unauthorised sessions this academic year to date. Please note that if this exceeds 10 sessions throughout the academic year, the Local Authority will issue a fixed penalty notice. Please see overleaf for applicable charges.
Signed _________________________________

Please refer to chart below for details of the FPN process including fines and timelines.

	Penalties for unauthorised absence

	Timeline
	One child
	Two children

	Paid within 21 days
	£60 per parent
	 £60 per child = £120 per parent

	After 21 days and before 28 days


	£120 per parent
	 £120 per child = £240 per parent

	After 28 days
	The parents will receive a summons to appear before the Magistrates’ Court on the grounds the parents have failed to secure their child’s regular attendance
	The parents will receive a summons to appear before the Magistrates’ Court on the grounds the parents have failed to secure their children’s regular attendance


Yours sincerely,
Sarah Smith

Headteacher
WINCLE C OF E PRIMARY SCHOOL ABSENCE FORM FORMFORM
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