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[bookmark: _Toc115816419]Penalty Notice Warning
As a guide, PNWs should only be sent when a pupil has accrued five or more unauthorised absences in a one-to-four-week period. They should be used in conjunction with a graduate support response and a Parenting Contract. 
	PENALTY NOTICE WARNING
Section 444 of the Education Act 1996



Dear <<parent name>>
PENALTY NOTICE WARNING
<<studentfirstname>> <<studentlastname>> <<DOB>>
Section 444 of the Education Act 1996 states that it is an offence for a parent of a child not to ensure they attend their registered school regularly. 
Between STARTDATE and ENDDATE, <<studentfirstname>> has been absent from SCHOOLNAME for NUMBER sessions. NUMBER of these absences have been marked as unauthorised. Their attendance is currently <<AYTD%>>%. 
This is a formal warning that further unauthorised absences may result in the Local Authority issuing you with a Penalty Notice:
If a Penalty Notice is issued, you will have the option of paying the fixed penalty of £120, payable within 28 days. This amount is reduced to £60, if paid within 21 days. 
If a Penalty Notice is issued and not paid, the Local Authority may commence legal proceeding against you for the offence outlined above. 
Support is available to ensure the regular attendance of our pupils. If this is something you wish to discuss, please contact me as soon as possible. 
We will continue to monitor <<studentfirstname>>’s attendance and hope that further action will not be necessary. 

Yours sincerely

Headteacher
Enc. Attendance certificate
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