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	Stage 2 referral Leave of Absence





Leave of Absence x 2 periods

A Leave of Absence has been taken which is exempt from a Penalty Notice (i.e. less than 5 consecutive days).  A further period of leave of absence (i.e. less than 5 consecutive days) has occurred.  Therefore, the Local Authority will now issue a Penalty Notice as the combined leave of absences in term time, have met the threshold.

The period of 10 school weeks can also span different terms or school years (e.g. 2 sessions of unauthorised absence in the Summer Term and a further 8 within the Autumn Term)



	Child / School Details

	Child Name
	
	Date of Birth
	
	Year Group
	

	Staff Name
	
	School
	

	Referral Date
	
	



Please complete the following boxes
	Date of Leave of Absence (Start and End Date) (G code)
	Sessions taken
	Reason Given 

	
	
	

	
	
	

	
	
	





Please use our standard Combined Letter, available via our website
It is a requirement that you send this letter informing the parent / carer that you will be requesting the Local Authority to issue a Penalty Notice. 
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