
 

 

D U R R I N G T O N H I G H S C H O O L 

PARENTAL REQUEST TO SCHOOL TO AUTHORISE AN ABSENCE IN 

EXCEPTIONAL CIRCUMSTANCES 
 

Child’s Name  

Date of Birth  

Year Group and Form  

Name of person making request and 

relationship with child 
 

Address of person making request  

Phone number  

Dates your child will be absent from school  

Names of any siblings  

Name of school siblings attend  

 

Absences will only be authorised if this request is made in advance of the dates your child 

will be absent from school AND if the circumstances of the absence are exceptional. There is 

no entitlement to take a child out of school for a family holiday. 

 

The law states that parents must ensure their children regularly attend school to receive their 

education. The Headteacher can only authorise absence in exceptional circumstances. 

Exceptional is likely to be rare, significant, unavoidable and short. 

 

 

/continued over…. 

Application for Leave of Absence from School 



Whether the absence is exceptional is at the Headteacher’s discretion based on their assessment 

of the situation and can vary from school to school.   A week’s absence for holiday and a week’s 

absence for illness would give an attendance figure below 95%. The Government considers 

attendance unacceptable below 95%. 

 

The Headteacher will consider the reasons for your absence request. You may be asked to 

provide evidence to support your request. Please note that having already booked a holiday will 

not be considered as a good reason for term time absence. In relation to ‘unavoidable’ absence, 

the Headteacher will consider whether the event could have reasonably been scheduled at 

another time. Issues of cost will not be considered as an exceptional reason. 

 

If you wish for this absence to be authorised, you will need to fully explain (together with 

evidence) why the circumstances of this absence are exceptional. 
 

 

I confirm that the information I have given on this form is true. I understand that if I do not 

fully complete this form, fully respond to requests for further information or that ultimately the 

absence is not authorised, my child’s attendance will be recorded as an unauthorised absence. 

I understand that I must ensure my child attends school regularly and that failing to do so is a 

criminal offence which may result in legal proceedings being taken against me, either through 

a Penalty Notice or by prosecution in the Magistrates’ Court. 

 

Signed: …………………………………………………………Parent/Carer Dated: ………… 

 

Full Name: …………………………………………………………………………………… 

 

Unless further information is required, a decision will be sent to you within 5 school days. 

 
 

FOR SCHOOL USE ONLY: 
 

Leave of absence: Approved Not Approved 

Why is this absence exceptional? 

(continue on a separate sheet if necessary) 

………………………………………………………………………………………………… 

 

………………………………………………………………………………………………… 

 

………………………………………………………………………………………………… 

 

………………………………………………………………………………………………… 

 

………………………………………………………………………………………………… 

 

………………………………………………………………………………………………… 

 

………………………………………………………………………………………………… 

 

………………………………………………………………………………………………… 

 

………………………………………………………………………………………………… 

 

………………………………………………………………………………………………… 



 
 
 

 

To the parent(s) of :…………………………………………………………………………… 

(student’s name) 

 
 

Thank you for your application for leave of absence. Having considered your application 

carefully, my decision is: 

 

  

Your request has been approved and the absence is duly authorised 

 

Dates of requested absence: …………………………………………………………………… 

 

 

  

Your request has not been authorised and you may be liable for a Fixed Penalty 

Notice (please see attached FPN leaflet). 

 

Dates of requested absence: …………………………………………………………………… 

 

 

Signed: ………………………………………………………………. Date:…………… 

Attendance Lead 

School Reply… 



 

Fixed Penalty Notices 
 

Sections 444 Education Act 1996 
Anti-Social Behaviour Act 2003 
Crime and Disorder Act 1998 

 
 

What is a Fixed Penalty Notice (FPN)? 
 

A penalty issued for unauthorised absence from school, rather than the matter 
being brought before the court. It is a time limited offer for 28 days.  It is issued 

per parent, per child.  Please note only a Head Teacher can authorise absence from 
school.  
 

Who issues them? 
 
In West Sussex the Local Authority issues them through the Pupil Entitlement: 

Investigation team. 
 

When are they used? 
 

When a pupil has accrued 10 sessions (5 school days) of unauthorised absence in a 
10-school week period.  NB - an FPN can be issued for less than the 10-session 

threshold should circumstances direct. For example, a parent taking steps to avoid 
the use of an FPN by taking their child out of school for 8 or 9 sessions during an 
INSET or bank holiday week. 

 
A school day is two sessions: morning and afternoon. This period can straddle 

school holidays and academic years, and the absence doesn’t have to be 
consecutive. 
 

This includes:  
 

• Holidays taken in term time (G coded in register). 
• Arriving late to school after the register has closed (U coded in register). 

• Any absence marked in the register as unauthorised (O coded in register).  
 
FPNs can also be used during the first 5 days of an exclusion.  Parents are made aware of the 
consequences by letter when a child is excluded from school.   

 

How much is the FPN? 
 
Starting from August 2024, only two FPN’s can be issued to a parent within a 
three-year rolling period, after this, the matter is taken before the court. 

 
On the first occasion an FPN is issued, the fine is £160, per parent, per child, 

with an opportunity to pay within 21 days at a reduced rate of £80.   
 
On the second occasion an FPN is issued, the fine is £160 per parent, per child, 

without the option of paying the reduced rate. 
 

On the third occasion the Local Authority receives a referral from the school, an 
FPN will not be issued and instead the matter will be referred to the Magistrates 
Court. Alternative interventions may be considered.   



 

Please note 
 

If the school refers a period of unauthorised absence that is 15 
consecutive school days (3 weeks) or more; the Local Authority will not 

issue an FPN due to the length of absence.  In these instances, the matter 
will instead be brought directly before the Magistrates Court. 
 

Can I appeal? 
 
No. There is no statutory right of appeal once an FPN has been issued.  A parent 
can choose to take up the offer of the FPN by paying it, or choose not to pay it, and 

allow the matter to go before the Court.   
 

If a parent has NEW information not already considered by the school, which 
evidences one of the statutory defences, they can contact the FPN team for 
consideration.  

  
Statutory defences are set out as follows: 

 
• The child was medically unfit to attend school. Medical evidence required. 
• The child was observing a religious day, as stipulated as an observance day in the 

religious calendar.  Celebrations, festivals etc, are not a religious observance. 
• The child was prevented from attending school due to an unavoidable cause. An 

unavoidable cause is something akin to an emergency, for example, house burnt 
down, volcano erupted impacting on flights.  

 
If the Local Authority review information offered to them, the FPN cannot be placed 
on hold or deferred.   The payment deadline remains in place.  In addition, a school 

is not required to consider new information offered after the absence was taken. 
 

 

Can I be prosecuted if I pay the FPN? 
 
You cannot be prosecuted for the period of absence identified in the FPN if it has 

been paid IN FULL.  You may subsequently be prosecuted for further periods of 
unauthorised absence from school.   Each case is considered on an individual basis. 
 

How do I pay? 
 
Online or by phone, see FPN for details.  Payment plans cannot not offered. 
 

What happens if I don’t pay? 
 
If you don’t pay within 28 days, the offer of a FPN is withdrawn.  The Local 

Authority will then instigate prosecution in the Magistrates Court for the original 
offence.  This could result in a fine of up to £2,500 per parent per child, a parenting 
order or a community service order.  The court may also impose court costs. 

 
 

Pupil Entitlement: Investigation - Fixed Penalty Notice Team 
West Sussex County Council 
1st Floor, Arun Civic Centre 

Maltravers Road, Littlehampton BN17 5LF 

 
FPN.PEI@westsussex.gov.uk       Advice Line: 03302 228200 

mailto:FPN.PEI@westsussex.gov.uk

