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Continuation Form
Name: Insert first and last name of witness	Page No:  2


	
STATEMENT OF WITNESS

(Criminal Procedure Rules, r. 16.2; Criminal Justice Act 1967, s. 9)


	 
STATEMENT OF insert first name and surname of witness

Age of witness (if over 18, enter “over 18”):   Over 18

This statement (consisting of # pages Do not count the exhibits’ pages here) is true to the best of my knowledge and belief and I make it knowing that, if it is tendered in evidence, I shall be liable to prosecution if I have wilfully stated in it anything which I know to be false, or do not believe to be true.  

[bookmark: _Hlk136851999][bookmark: _Hlk136851988]Signed: ________________________________ (Witness)	Date: ________


Remove from final version – 
Please note: 
· The Head is typically the person with authority to grant/refuse absences from school; if this authority has been granted to another member of staff, this should be reflected in the attendance policy and in the witness statement.
· Adjust the sentences below to give an accurate account of the circumstances of the case.
· The witness statement and exhibits should only reference the parent of the case – for parents who are separated, this is especially important.  
· The witness statement and exhibits should give a full reference to what has happened, using the parent’s first and last name, and the name(s) of the members of staff involved in the case, especially for telephone. conversations.  Logs and how/where they are kept can be exhibited, and an explanation of what their function is should be included in the witness statement.
· The witness must sign all highlighted sections e.g., at the end of the statement and at the bottom of each page.
· Please remove all highlighting and unnecessary sections for the final version.

I am a/an/the job position/title employed by name of school, based at school address.  I am authorised to make this statement on behalf of name of school and do so from my own knowledge unless otherwise indicated.  

I can confirm that name of child is aged age (DOB DDMMYYYY), and is/was a registered pupil at name of school.  

If the child lives with the parent/carer of the witness statement:
From our records, name of child lives with name of parent/carer at address.  They live # miles from the school. 

If the child does not live with the parent/carer of the witness statement:
From our records, name of parent is the mother/father/carer of name of child.  Name of child does not live with name of parent/carer.  Name of child lives with their mother/father/carer.  Do not include the address of the parent/carer the child lives with if the child does not live with the parent/carer of the witness statement.

The name of school’s attendance policy is attached as exhibit exhibit reference e.g., AA01. N.B. Each exhibit must be referenced with the witness’s initials, number, signed and dated on the first page.  It defines regular attendance as: definition N.B. add accurate copy of the statement in the school’s attendance policy e.g., ‘We expect pupils to be in school for every session of the school day and for every day that the school is open.’ (Taken from the GCC Skeleton Attendance Policy).  The policy also states that a request for absence during term time will only be granted in exceptional circumstances.  An exceptional circumstance is defined as: definition  N.B. add accurate copy of the statement in the attendance policy.

Choose and delete alternative version:
Version A: If the request for the absence was made by the parent using the school’s paperwork or by other means e.g. email:
On DDMMYYYY, a holiday request was submitted by name of parent/carer, see exhibit exhibit reference.  Name of parent/carer was requesting authorisation for a holiday between DDMMYYYY and DDMMYYYY.  The reason given for the holiday was: reason. 

On DDMMYYYY, the holiday request was refused by name of Head/name of authorised person writing the witness statement.  If the refuser of the absence is someone other than the Headteacher, add: I/name of delegated person have/has been delegated the authority to approve or refuse requests for leave.  The reason given for the absence was not deemed to be an exceptional circumstance because reason. 

The refusal was communicated to name of parent/carer by letter/email, see exhibit exhibit reference. The refusal contained a warning that if name of child was absent during the holiday request period, the absence would be marked as unauthorised.  Name of parent/carer was warned that this could lead to a penalty notice being issued. 

Despite the warning, name of child was absent from school between DDMMYYYY and DDMMYYYY. Name of child’s attendance is #%, see exhibit exhibit reference. Include this sentence if the witness statement is not created by the headteacher: I can confirm that I personally took the certificate to be signed by the headteacher as a true copy.  This level of attendance is in breach of the name of school’s attendance policy. 

As a result, name of school contacted Gloucestershire County Council and requested a penalty notice to be issued to name of parent/carer.  

OR
Version B: If the request for the absence was not made by the parent ahead of the absencetaking place:

On the DDMMYYYY, name of child was absent from school.  No request for holiday was submitted.  As a result, insert what action was taken to ascertain where the child was e.g., was the parent spoken too? Was information provided from another source? What evidence is there to confirm that the child was on holiday? Was there anything to suggest the child was ill? What steps did the school take to request evidence that there was an exceptional circumstance for taking the holiday? Did the parent/carer contact the school with exceptional circumstances?  If so, what were the reasons to maintain the absence as unauthorised?

On DDMMYYYY, name of parent/carer was informed that the absence was not authorised by letter/email, see exhibit exhibit reference. The refusal contained a warning that that this could lead to a penalty notice being issued. 

Name of child was absent between DDMMYYYY and DDMMYYYY. Name of child’s attendance is #%, see exhibit exhibit reference.  Include this sentence if the witness statement is not created by the headteacher: I can confirm that I personally took the certificate to be signed by the headteacher as a true copy. This level of attendance is in breach of the name of school’s attendance policy.

As a result, name of school contacted Gloucestershire County Council and requested a penalty notice to be issued to name of parent/carer.

Signed: ________________________________ (Witness)	Date: ________




Signed: ________________________________ (Witness)	Date: ________
Signed: ________________________________ (Witness)	Date: ________
