


Parent Name
Parent Address
(One letter to each parent, even if at same address)

Dear 

	PENALTY NOTICE WARNING
for unauthorised absence from school for a term time holiday 




I am writing regarding your request for (Child’s Name)’s absence from school from xx/xx/xx to xx/xx/xx for a term time holiday.

Our (or school’s name) school’s policy is not to authorise holidays in term time unless the school is satisfied that there are exceptional circumstances. (INSERT a link to the school’s website here and/or include any leaflets that outline exceptional circumstances or provide further information about term time holidays)

Under section 444 of the Education Act 1996, the Local Authority may issue a Penalty Notice to a parent or parents for unauthorised term-time holidays or consider prosecution. 

A ‘parent’ includes any person who has parental responsibility or who has day-to-day responsibility for the pupil’s attendance under section 576 of the Education Act 1996.

From 19 August 2024, the new National Framework for issuing Penalty Notices comes into force and will apply to unauthorised holidays taken after 19 August 2024. 

From this date the National Threshold for issuing a Penalty Notice has been met when a pupil has been recorded for an unauthorised absence for 10 sessions within 10 school weeks.  A ‘session’ is a morning or afternoon, and the ‘10-week school period’ may span different terms or school years.

Fines are issued to each parent, for each child, as below:

· First Penalty Notice [first offence]: £80 if paid within 21 days, rising to £160 if paid between 22 and 28 days. 
· Second Penalty Notice [second offence of an unauthorised term time holiday within a three-year rolling period]: £160 [flat rate].

Only in very limited circumstances can a Penalty Notice, once issued, be withdrawn. 

There is a national limit of two Penalty Notices that may be issued to a parent or parents in respect of the same child within a rolling three-year period.

If there is a third offence within a three-year rolling period, the school can refer the case to the Local Authority for consideration for prosecution at the Magistrates court.

If a Penalty Notice is not paid in full before the expiry date of the period for paying it, the local authority may instigate a prosecution under Section 444 of the Education Act 1996.

The school has received your request for (child’s name) to be absent for the purpose of a family holiday. 

I am writing to inform you that the school will not be authorising this request. 

If you choose to remove (child’s name) from school, the matter will be referred to the Local Authority to request that a Penalty Notice is issued for a first or second offence, or, in the case of a third offence, that consideration is given to instigate a prosecution. 

If there is anything in this letter that you do not understand or wish to discuss, please do not hesitate to contact me.

Yours,



Headteacher
