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Penalty Notice Request - Unauthorised Term Time Holiday/Leave of Absence
	1)  Parent

    or Carer  
	Title

	First 

Name
	
	Last 

Name
	

	 2)  Parent

    or Carer
	Title

	First 

Name
	
	Last 

Name
	

	(Note:  Penalty Notices are issued against both parents/carers.  Full names are essential.  Please complete in Block Capitals or type)


	Address
	


	Pupil
	First 

Name
	
	Last 

Name
	
	DOB
	



(Note: One form per child)

	School
	



Information about this term time absence:


Was permission for this absence requested in advance by the parent/carer? Yes/No

Was permission given? Yes/No
	Dates of unauthorised absence
	From
	
	To
	

	Dates of any absence you have authorised
	From
	
	To
	



Signed ……………………………............ (Headteacher)
Date …………………………………

Please forward this form to the Principal Education Social Worker together with:




· A copy of letter to parent(s) advising them that the holiday request has been refused (if applicable).

· A copy of letter to parent(s) advising them that a Penalty Notice will be issued.

· Copies of the children’s attendance for this academic year. 

     
(If this request is in the autumn term also enclose a printout for the previous academic year).


_______________________________________________________________________________


**ESWS Admin only


PN Spreadsheet

	First day 

6 week period
	
	
	21 day due date
	
	
	Sessions
	
	Admin
	Date
	Checked

	Last day

6 week period
	
	
	28 day due date
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	Date Paid
	Method
	
	Withdrawn
	Reason

	1)  PN           
	
	
	
	
	
	A  B  C

	
	
	Date Paid
	Method
	
	Withdrawn
	Reason

	2)  PN
	
	
	
	
	
	A  B  C



Database

	Worker
	
	Date opened
	Admin
	
	Closure Signature
	
	Date closed
	Admin

	
	
	
	
	
	
	
	
	











Surname: ………………………………………..








Forename: ……………………………..............








DOB: ……………………………………………..
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