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National Threshold  
There will be 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 school week 

period.  
These sessions do not have to be consecutive and can be made up of a combination of any type of unauthorised absence.  

The 10-school week period can span different terms or school years.  
Please note: The DfE does not consider a need or desire for a holiday or other absence for the purpose of leisure and 

recreation to be an exceptional circumstance.  

  

  

  

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 case could be presented straight to the 

Magistrate’s Court. Prosecution can result in Criminal records and fines of up to £2,500  
Cases found guilty in Magistrates’ Court may show on the parent’s future DBS certificate due to ‘failure to safeguard a child’s 

education’.  

First Offence  
The first time a Penalty Notice is issued for 

unauthorised absence the amount will be:  
£160 per parent, per child paid within 28 days. 

Reduced to £80 per parent, per child if paid within 21 

days.  

Per Parent*, Per Child  
A School Penalty Notice is issued to each parent*, 

for each child that was absent.  
For example: 3 siblings absent for term time leave, 

would result in each parent receiving 3 separate 

penalty notices.  

*Parent  
Section 576 of the Education Act 1996 defines 

"parent" as:   
   

• All natural (biological) parents, whether they 

are married or not.  
• Any person who, although not a natural 

parent, has parental responsibility for a child 

or young person.  
• Any person who, although not a natural 

parent, has care of a child or young person.   

  

Second Offence   
( within 3 years )   

  
The Second time a  Penalty Notice is issued for  

unauthorised absence the amount will be:   
£160 per parent, per child paid within 28 days.   
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https://assets.publishing.service.gov.uk/media/65e8ae343649a2001aed63aa/Summary_table_of_resp 
onsibilities_for_school_attendance__applies_from_19_August_2024_.pdf   

  
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2  

  
The School Attendance (Pupil Registration) (England) Regulations 2024 (legislation.gov.uk)  

  

https://www.suffolk.gov.uk/asset-library/anti-social-behaviour-act-2003-penalty-notice-codeof-

conduct.pdf  

  
DfE external document template (childrenscommissioner.gov.uk)  

 

https://assets.publishing.service.gov.uk/media/6a4f9ec6a6586e258d371bd0/Working_together_t

o_improve_school_attendance_2026.pdf 
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https://www.legislation.gov.uk/uksi/2024/208/pdfs/uksi_20240208_en.pdf
https://www.legislation.gov.uk/uksi/2024/208/pdfs/uksi_20240208_en.pdf
https://www.legislation.gov.uk/uksi/2024/208/pdfs/uksi_20240208_en.pdf
https://assets.childrenscommissioner.gov.uk/wpuploads/2022/12/aaa-guide-for-parents-on-school-attendance.pdf
https://assets.childrenscommissioner.gov.uk/wpuploads/2022/12/aaa-guide-for-parents-on-school-attendance.pdf
https://assets.publishing.service.gov.uk/media/6a4f9ec6a6586e258d371bd0/Working_together_to_improve_school_attendance_2026.pdf
https://assets.publishing.service.gov.uk/media/6a4f9ec6a6586e258d371bd0/Working_together_to_improve_school_attendance_2026.pdf
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Appendix i  

Trinity CEVAP School – Pupil Moving from School   
If your child is leaving this school, please complete this form as fully as 

possible and return it to the school office.  
Why you must complete this form.  
• Your current school is expected to transfer information to the new school.  
• The School and Local Authority have a duty to track your child’s education provision. • If 
you fail to provide details to either the school/local authority, further checks will be carried 
out to determine your child’s new educational provision which may include contacting Social 
Services and the Police.  
These checks are undertaken in the interest of safeguarding and to ensure every child is  

receiving a suitable education as legally required by the Education Act 1996.  

School name    

Pupil name        

Date of birth    

Class/ year    

Date of leaving    

Contact details of parent/carer with whom child will be living  

Name:    

Current address:    

Telephone number:    

Email:    

Extra contact details- please complete  
We will only contact them if we need information and cannot contact you about your child’s new school. Please 

choose a friend or relative who you will be staying in touch with and who is contactable.  

Friend/relative name:    

Relationship to you:  
  

  

Telephone number/s:  
  

  

Email:    

Details of any siblings who are moving with you that do not attend this school  
Please ensure you have also filled in a leaving school form for them at the school they attend.  

Name:    Name:    

Date of birth:    Date of birth:    



Trinity CEVAP – Nothing is Impossible LK1:37  

  

School they 

attend:    
School they 

attend:    

 

Please provide any other information if appropriate. Please use an extra sheet if needed.  

Schools use only – date form returned to school office    

Details checked by    

Details of new address and school – must be completed  

New address details  

Full address:    

Post code    

Country:    

Date child is leaving the 

UK:    

New school details  

If you have applied for or accepted a new school place in your new area, if you are not sure of the details yet, you 

must let school know as soon as possible.  
Name:    

Full address:    

Postcode:    

Telephone:    

Email:    

School application details  

If you have not yet been allocated a new school place for your child, please fill in these details.  

School, borough or county 

council application was 

submitted to:  

  

Date application was 

submitted:  

  

If you are removing your child to electively home educate them, you must inform the school in writing.  
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Please be aware that any child who leaves school without providing details of their new school place, or other 

suitable, full time education provision, will be referred to the children missing education officer at the local authority.  

I confirm that the information supplied on this form is accurate to the best of my knowledge:  

Parent name:    

Signature:    

Date:    

   

  

  


