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Request for Penalty Notice for a 
Pupil Present in a Public Place
Education Inclusion Service
This form will be used in any legal action under the Education and Inspections Act 2006 S103 and
the Education Act 1996 S444 relating to non-school attendance of a registered pupil at the school.

The completed form should be signed by the head teacher/principal and returned securely via email to attendance@gloucestershire.gov.uk

	School

	Name
	

	Locality
	

	Headteacher
	

	School’s contact name
	

	School contact’s email
	

	

	Pupil

	Name
	

	DOB
	

	Gender
	

	NCY
	CiC
	CPP
	SEN
	Traveller

	
	Yes / No
	Yes / No
	Yes / No
	Yes / No

	Current attendance
	%
	Unauthorised
	%

	

	Primary Parent

	Name
	

	Address
	

	Telephone number
	

	Email
	

	Relationship to pupil
	

	Child resides with parent
	Yes / No

	

	Parent

	Name
	

	Address
	

	Telephone number
	

	Email
	

	Relationship to pupil
	

	Child resides with parent
	Yes / No

	

	Parent

	Name
	

	Address
	

	Telephone number
	

	Email
	

	Relationship to pupil
	

	Child resides with parent
	Yes / No





	Reason for Request
	Enclosed Documents

	
	Child found in a public place (in school hours) during an exclusion
	· School Attendance Policy

· Attendance certificate showing the dates of the exclusion, clearly identifying the name and DOB of the student, signed and dated by the headteacher

· Letters sent regarding the exclusions, sent to each parent individually, clearly showing the date sent and the address of the parent (even when parents live together)

· Evidence of the offence including the name and title of the witness



Headteacher Confirmation

I confirm that this pupil is on roll at the school named above and that he/she has been present in a public place in school hours during a period of exclusion. I confirm that the attached, signed attendance printout is an accurate record of the attendance register for this pupil.

I also confirm that I understand I may have to prepare a witness statement and/or attend court in the event of a penalty notice being unpaid.

I also confirm that I have taken reasonable steps to establish that the contact details provided for the parents are correct and that the school is liable for any data breach arising from subsequent legal notices in relation to this matter being incorrectly served.

	Name:



	Role:
	Signature:
	Date:
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