Combined Unauthorised Absence  

                             



[Insert school name, address and logo]


[Insert parent name and address]

[Insert date]


Dear [Insert parent(s)/carer(s) name]

Re: School attendance concern for [Insert child’s full name, date of birth, year group] at [insert school name]. 

I am writing to you in relation to your [insert child’s name] school attendance. More than one period of Leave of Absence has been taken (of less than 5 consecutive days) and these absences alone are exempt from a Penalty Notice being issued.     

However, unauthorised absences have occurred due to Leave of Absence on: 
· (date to date) a total of X sessions, 
· (date to date) a total of X sessions, 
· (date to date) a total of X sessions, 

I have enclosed a copy of [insert child’s name] attendance record which shows an analysis of attendance, punctuality and whether the absence is authorised or unauthorised.

These unauthorised absences have occurred during a ten-week period. Therefore, the Local Authority will now issue a Penalty Notice. 

(Please delete as appropriate) 

· First offence - The first time a Penalty Notice is issued the amount will be: 
£80 per parent, per child paid within 21 days. This increases to £160 per parent, per child if paid after day 21, until day 28. 
· Second Offence (within 3 years) - the second time a Penalty Notice is issued the amount will be £160 per parent, per child paid within 28 days.
· Third Offence and Any Further Offences (within 3 years) - the third time an Offence is committed a Penalty Notice will not be issued, and the parent(s) may be prosecuted under section 444(1)

Failure to pay the Penalty Notice could result in Coventry City Council starting legal proceedings against you for the Offence of failing to ensure your child’s regular attendance at school.


Please do not hesitate to contact me.


Yours sincerely

[insert name of the Headteacher]

	
