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https://www.gov.uk/government/publications/school-exclusion
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https://www.milton-keynes.gov.uk/schools-and-lifelong-learning/information-for-parents/milton-keynes-council-school-attendance
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Together we make the difference 
 

SCHOOL CHECKLIST FOR ISSUE OF FPNS 
FOR UNAUTHORISED LEAVE IN TERM TIME 

 

Does the school have the FPN process in their 
attendance policy for term time holiday? 

            YES/NO 

  

Name of Student:   

  

Date of Birth:   

  

Year:  

  

Attendance:  

  

Attendance last year (if beginning of year i.e. prior to 
half term): 

 

  

Parent 1: Full Name (including first name) of parent or 
carer:  # 

 

  

Parent 2: Full Name (including first name) of parent or 
carer:  # 

 

  

Address of Parent(s) or carers:   

  

What reason did the parent give for requesting a term-
time holiday? (Copy of request form to be enclosed) # 

 

  

Was a letter sent informing the parent that the holiday 
was unauthorised and that a FPN might follow? (If so, 
the letter sent to the parent MUST be attached).  

 

  

Were there any verbal communications with the 
parent? 

 

  

Dates of Absence (Attendance Certificate to be 
attached) # 

 

  

Has the parent requested a holiday previously?   

  

If so, was the holiday authorised?   

  

Are there other attendance concerns?   

 

Name of school referrer          Date  
# If this information is not provided by schools to support the FPN application then the FPN will NOT be 
processed. 


