All applications for a leave of absence must be made in writing, in advance, on
the ‘Absence Request Form’ provided by the Local Authority. This is available
in the attendance section of our school website (at the bottom of this page) or
can be obtained via the school office.

There is now a single consistent national threshold for when a penalty notice must be
considered by all schools in England, of 10 sessions (usually equivalent to 5 school
days) of unauthorised absence within a rolling 10 week school period. The 10 sessions
of absence do not have to be consecutive and can be made up of a combination of
any type of unauthorised absence (G, O and/or U coded within the school’s registers).
The 10 school week period can span different terms, school years or educational
settings.

Sanctions will include issuing each parent (for each child) with a Penalty Notice for
£160, reduced to £80 if paid within 21 days (for the first offence). A second Penalty
Notice issued within a three-year period will result in a fine of £160 per parent, per
child. If a third offence is committed the matter will be referred to the local authority for
consideration of prosecution via the Magistrates Court. If prosecution is instigated for
irregular school attendance, each parent/carer may receive a fine of up to £2500
and/or up to 3 months in prison. If a parent/carer is found guilty in court, they will
receive a criminal conviction.
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10 SESSIONS (5 DAYS) OF UNAUTHOURISED ABSENCE IN A 10-WEEK PERIOD

Penalty Notice Fines will be considered when there has been 10 sessions
of unauthourised absence in a 10-week period.

For full information - Please read our Attendance Policy in full (see bottom of
this page)

See the Hertfordshire Code of Conduct here

‘Helping Parents understand the Penalty Notice Fines for School
Attendance (see bottom of this page).

September 2024 - Explaining the changes to attendance - Parent Video

For full guidance - Please be sure to read our Attendance Policy in full.


https://www.hertfordshire.gov.uk/services/schools-and-education/at-school/penalty-notices-for-unauthorised-absence/penalty-notices-for-unauthorised-absence.aspx
https://youtu.be/I5_UvFTPoEY

