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	Parent / Carer’s Details
	Parent / Carer’s Details

	Surname:
	
	Surname:
	

	Forename:
	
	Forename:
	

	Address:
	
	Address:
	

	

	Childs Details:
	Childs Details: 

	Surname:
	
	Surname:
	

	Forename:
	
	Forename:
	

	DOB:
	
	DOB:
	

	Address:
	
	Address:
	

	Holiday in Term Time (Please tick)
*Please ensure to submit penalty notice requests, as soon as possible, following the child’s return 
	Unauthorised Absence (Please tick)

	Parent request for leave of absence
	
	Penalty notice warning letter for unauthorised absence 
	

	Written response to parent request
	
	Warning letter within time period for unauthorised absence
	

	Letter informing parent of penalty notice request*
	
	Letter informing parent of penalty notice request*
	

	Up to date attendance certificate (indicating G code)
	
	Up to date attendance certificate (indicating unauthorised absences)
	

	 Date penalty notice requested:
	

	 Number of unauthorised days absence within 6    week period:
	

	Attendance

	Attendance this academic year:
	Attendance
	Unauthorised
	Authorised

	
	%
	%
	%


*please submit any other supporting information relevant to your request
NB: Please note that if full parent and child details are not provided your request can not be processed. 

	Details of the person completing this form:

	Name:


	
	Telephone number:
	

	Job title:


	
	School:
	

	Email:


	
	Date: 
	


	Request for penalty notice:

	Comments:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Request for Penalty Notice








