[bookmark: _GoBack][image: A logo with blue waves

Description automatically generated][image: A logo with orange dots

Description automatically generated]




REQUEST TO ISSUE A PENALTY NOTICE FOLLOWING A PLANNED ABSENCE (i.e. holiday)

Parent Information

Parent includes a step-parent or other carer and can include an absent parent

	Parent 1
	Parent 2

	Name:  	Click or tap here to enter text.
	Name: 	Click or tap here to enter text.

	Address:	Click or tap here to enter text.
		Click or tap here to enter text.
		Click or tap here to enter text.
	Address: 	Click or tap here to enter text.
		Click or tap here to enter text.
		Click or tap here to enter text.



Pupil Information

Name:		Click or tap here to enter text.
School:		Click or tap here to enter text.
Date of Birth:	Click or tap here to enter text.		Year Group:	Choose an item.

Absence Details 

NOTE: The pupil must have been absent for a minimum of 10 consecutive school sessions (5 days) for a penalty notice to be issued.

Date of Decision Letter:	Click or tap to enter a date.
Number of unauthorised sessions:	Click or tap here to enter text.
Period of absence:		From:  Click or tap to enter a date. to Click or tap to enter a date.

Evidence to be provided

	Document
	Attached

	Withdrawal from Learning Form (or letter to parent(s) if form not completed)
	☐
	Unauthorised decision letter sent to parent(s)
	☐
	Registration certificate
	☐
	Any additional evidence (please specify):
Click or tap here to enter text.
	☐


Details of the person completing the form
Date of submission:	Click or tap to enter a date.
Name:		Click or tap here to enter text. 	Job title: Click or tap here to enter text.	
School name:	Click or tap here to enter text.
Email address:	Click or tap here to enter text.	Phone number: Click or tap here to enter text.
Please email this form and all relevant paperwork to legal.interventions@eastsussex.gov.uk
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