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	CONFIDENTIAL

CHILDREN’S SERVICES APPLICATION FOR FIXED PENALTY NOTICE

	Child’s details:
	

	Full name: 
	

	DOB: 
	
	M/F  
	
	NCYG:
	

	Address:
	

	Postcode:
	

	School:
	

	Ethnicity:
	

	Parent’s details:
	
	
	
	
	

	Parent 1
Full name:
	

	Address(if different to above):
	

	Telephone number:
	

	Parent 2
Full name:
	

	Address(if different to above):


	

	Telephone number:
	

	Please   Please add any additional parent details with information as detailed above:

	Reason for referral:                 
	Please tick

	10 consecutive days absence
	

	15% unauthorised absence over 6 weeks

Please specify 6 week period in question 
	

	
	Date from                 to 

	Please attach:

- Child’s attendance record

- Whole school warning letter (dated)

- request for leave (if made)

- reply to request for leave of absence
	

	If you are applying for a 15% unauthorised absence over 6 week Fixed Penalty Notice, please provide further information regarding background and any action taken to address attendance issue including whether a statutory defence may apply.

	Referred by:   MACROBUTTON DJG [CLICK & TYPE NAME] 
          Role:  MACROBUTTON  AcceptAllChangesInDoc "[CLICK & TYPE JOB TITLE]" 
Signature:…………………………………......... Date referred:  MACROBUTTON  AcceptAllChangesInDoc "[CLICK & TYPE DATE]" 

	Court Officer to complete:

Application approved:

Application declined:

Reasons:

Signed:

Date:
Officer with Delegated Powers counter signature approved applications:……………………


	For Court Officer Business Support:

	Date Penalty Invoice Sent


	

	Invoice Number
	

	Customer Number
	

	21 Days later Date
	

	Date Paid (if app)
	

	Extension agreed
	

	Date 2nd Penalty Invoice Sent
	

	28 Days later Date
	

	Date passed to Court
	

	Latest date summons can be lodged
	

	FPN not paid – signature of Officer with Delegated Powers to proceed to prosecution
	


	Date Penalty Invoice Sent


	

	Invoice Number
	

	Customer Number
	

	21 Days later Date
	

	Date Paid (if app)
	

	Extension agreed
	

	Date 2nd Penalty Invoice Sent
	

	28 Days later Date
	

	Date passed to Court
	

	Latest date summons can be lodged
	

	FPN not paid – signature of Officer with Delegated Powers to proceed to prosecution
	


	Date Penalty Invoice Sent


	

	Invoice Number
	

	Customer Number
	

	21 Days later Date
	

	Date Paid (if app)
	

	Extension agreed
	

	Date 2nd Penalty Invoice Sent
	

	28 Days later Date
	

	Date passed to Court
	

	Latest date summons can be lodged
	

	FPN not paid – signature of Officer with Delegated Powers to proceed to prosecution
	


