

Ref: ATT/LTUL/Initial/Date

<Date >

<Address> 
<Address>
<Address> 
<Address> 

Dear <Name of Parent> 

Thank you for providing more information about <Name of Pupil>’s recent absence from <School Name>.

After reviewing the details, I’m unable to authorise the leave taken from <Start Date> to <End Date> for the reason you provided: <Insert Reason>. While we understand that family circumstances can be complex, our priority is your child’s education.

We take all leave requests seriously. In making this decision, I considered the social, emotional and cultural reasons for the leave, whether the circumstances were exceptional, and <Name of Pupil>’s attendance, academic progress, and how the absence may affect their learning.

We have now marked the absences as unauthorised. As previously explained, unauthorised absences are referred to Bradford Council, who may issue a Penalty Notice. This is a £160 fine per parent, per child. If paid within 21 days, the fine is reduced to £80. For a second unauthorised absence, the full £160 must be paid within 28 days.

If the absence was 20 school days or longer, or if your child has already had more than two periods of leave in the last 3 years, Bradford Council may take further legal action, which could include going to court.

If you’d like to discuss this further, please contact the school to arrange a meeting.

Yours sincerely, 



Xxxx
Headteacher/Attendance Lead
Xxxx School/Academy

