
Unauthorised Holiday
Penalty Notices
Central Bedfordshire Council’s Code of Conduct for Penalty Notices states that where a child has had 10 unauthorised absences in a 12 school week period, the school may request a penalty notice be issued.  The code of conduct is a statutory document that ensures that the powers for this legal sanction are applied consistently and fairly across all schools and their families within the authority.
Penalty Notices can be issued when
· [bookmark: _GoBack]A pupil has taken holiday during term-time and the absence has not been authorised by the school, providing the school has taken into account DfE guidance to inform its decision making
· Where the school believes that the sanction will lead to an improvement in attendance e.g. persistent late arrival at school; parents failure to attend/co-operate at a parenting contract meeting 
Parents and carers will be alerted/warned about the possibility of a penalty notice being requested for unauthorised absence, via the school’s making contact, through the leave of absence request form, or through the school’s attendance policy and website.
If more than one parent has parental responsibility, both parents will receive a Penalty Notice.  In situations where there is more than one pupil in a family with irregular school attendance, multiple penalty notices can be issued to the same parents during the year.  However, this action must be subject to careful consideration and co-ordination.
Sanctions available to the court are as follows;
· a fine of up to £2,500
· a conditional discharge – you will be given a set amount of time in which to improve your child’s attendance.  Should you fail the Council may bring a further prosecution against you d and, if found guilty, you will be sentenced for both offences
· an absolute discharge – the case is proved but you will not be subject to a penalty, although you will receive a conviction
· a community order such as unpaid work, curfew or tagging
· imprisonment – for up to three months






	HADRIAN ACADEMY

	

	APPLICATION FOR LEAVE OF ABSENCE FOR YOUR CHILD DURING TERM-TIME
Time off school for family holidays is not a right and as a Parent/Carer, you should complete this form and return it to your child’s school AT LEAST FOUR (4) WEEKS before the date you want the  period of absence to start.  You may be required to attend an interview to discuss this request with the Principal or other senior member of staff and/or produce supporting evidence for your request.
(A separate application must be completed for each child)

Child’s Full Name ………………………………………………………………………………………………………………………………

DOB ……………………………………………  Year Group ………………………………… Class/Form ………………………….

Address …………………………………………………………………………………………………………………………………………….

Period of Absence: From ……………………………………….. To ………………………………………………… (inclusive)

Reason Requesting Absence (if request is for a family holiday, please give exceptional circumstances on why it MUST be in term time)



Name ………………………………………………………….. Relationship to child ………………………………………………..
(Applicant must be the parent carer the child normally resides with)

Signed …………………………………………………………. Date ………………………………………………………………………..




	If you have other children in the family of school age please give details (Use additional sheet if necessary)

	
Name …………………………………………..

Name …………………………………………..

Name …………………………………………..
	
DOB ………………..………….  School Attended …………………………………………

DOB ………………..………….  School Attended …………………………………………

DOB ………………..………….  School Attended …………………………………………




	Application for Leave of Absence During Term Time (For office use only)

Name of student ………………………………………………………………… Class ………………………..…. Att % .........

Authorised? Y / N         Coding ……………..

Reason …………………………………………………………………………………………………………………………………………..

How were parents informed?  Letter               Meeting                    Phone                   Email
 



Please Note:  Holiday absences which have not been agreed will be marked as unauthorised absences and may be referred to the Local Authority for consideration of a Penalty Notice or other action.

Please see over for details of Penalty Notices


