Cover letter to accompany responses to absences from school when categorized as unauthorised
[School Name]
[School Address]
[Parent/Carer name]
[Parent/Carer address]
[Date]

Private and Confidential

Dear [Parent/Carer Name],

Re: [Pupil’s Full Name and DOB] – Absence Request During Term Time

Thank you for your recent request for leave of absence during term time for [Pupil’s Name], dated [insert date of request].

After careful consideration, I am writing to inform you that this request has been unauthorised, as it does not meet the criteria for exceptional circumstances as [bespoke response about the decision process of the Headteacher and reference to the school attendance policy].
As a result, the absence will be recorded as unauthorised on your child’s attendance record.

In line with the Local Authority’s Code of Conduct, we may now request that a Penalty Notice be issued to you. This is a formal warning and fine may be issued by the Local Authority, on behalf of the school, for unauthorised absence from school.

Important Information:
· The Penalty Notice is £160 per parent, per child, reduced to £80 if paid within 21 days (for the first penalty notice issued within a rolling three-year period).
· A second penalty notice issued within a rolling three-year period is payable at £160 for the full duration of the payment period.
· If the fine is not paid within 28 days, the matter may be escalated to the Magistrates’ Court under Section 444 of the Education Act 1996, which could result in a criminal conviction and a fine of up to £1,000.
· There is no option for a third penalty notice to be issued within a rolling three-year period; a third offence will proceed immediately to the Magistrates’ Court under Section 444 of the Education Act 1996, which could result in a criminal conviction and a fine of up to £2,500.

We understand that family time is important, but we must also stress the importance of regular school attendance and the legal responsibilities placed on parents to ensure their child attends school regularly.

If you have any questions or wish to discuss this matter further, please do not hesitate to contact the school.  Once a penalty notice has been issued, there is no right of appeal.  If there are exceptional circumstances for the absence that we do not yet know about, please contact us.

Yours sincerely,
[Headteacher’s Name]

Headteacher
[School Name]
