When no request for leave was made by the parent(s)/carer(s), but the head teacher has coded the absence as unauthorised family holiday (G Code), send a copy of this letter to each parent.  N.B. if parents are separated, investigate who has the responsibility for the child[ren]’s absence from school.
· Send each letter by post
· Produce on School headed paper
· Allow one week for a response

[bookmark: bkmpage44][School Name]
[School Address]

[Parent/Carer Name]
[Parent/Carer Address]

[Date]

Private and Confidential

Dear [Parent/Carer Name],

Re: Leave of Absence During Term Time Without Prior Request for [Child(ren)’s Name(s)] (DOB(s) DD/MM/YYYY)

[Pupil(s)’s Name(s)] was/were absent from school during term time from [Start Date] to [End Date], and no prior request for leave of absence was submitted.  I understand that you were on a family holiday and believe this to be the case because [reasons for suspected absence for holiday- or leisure-related purposes].

As of 1 September 2013, Headteachers are no longer able to grant any leave of absence in term time unless there are exceptional circumstances. It is also stated in our school policy that all requests for leave of absence [expectations of requests for absence as per school’s attendance policy].  A copy of our policy may be found on our school website: [website address]

I must warn you that failure to ensure your child’s regular attendance at school is an offence under Section 444 of The Education Act 1996. The Supreme Court Judgement from 2017 (Isle of Wight Council v Platt [2017] UKSC 28) has determined that ‘regular’ means ‘in accordance with the rules prescribed by the school’.  Further information may be obtained from the Gloucestershire County Council’s website: Attendance and absence from school | Gloucestershire County Council

As we are unaware of any exceptional circumstances that might apply, the absence has not been authorised. However, if you feel that the absence was due to an exceptional circumstance or illness, please provide supporting evidence to this effect – no later than DD/MM/YYYY – and I may be able to reconsider my decision.

If the reasons given for your child(ren)’s absence from school are not considered to be exceptional (and therefore the absence remains unauthorised) then I may request, without further warning, that the Local Authority take legal proceedings against you for your failure to comply with the law.  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:

· Any holiday- or leisure-related absence that includes 10 sessions within 10 school weeks, may result in a Penalty Notice
· Parents with parental responsibility, and adults residing with the child, including for example, stepparents who have day-to-day responsibility for the child, may be fined, and this applies to each child who is absent.
· 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 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.

Yours sincerely,
[Signature]

[Headteacher’s Name]
Headteacher	
				

