
Attendance Policy for  
PARTNERSHIP OF DRONFIELD SCHOOLS (PODS) 

 

 

CONTROLLED 

Introduction 
 
This policy has been written to adhere to the relevant Children Acts, Education Acts, 
Regulations and Guidance from the Department for Education in addition to guidance from 
the Local Authority. Parents/carers have the legal responsibility for ensuring their child’s 
regular attendance and failure to do so is a criminal offence under Section 444 of the 
Education Act 1996.   
 
Ethos 
 
At Stonelow Junior School want our pupils to:    
  

• Be resilient, reflective and to take responsibility for what they do.    
• Be motivated and enjoy learning    
• Develop a range of skills to equip them for a successful adult life, such as 
independence and ambition    
• Be confident, happy and feel safe    
• Be friendly, respectful, caring and polite    
• Develop and demonstrate skills and attitudes that will allow them to participate fully 
in and contribute positively to life in modern Britain.    

    
In a school that:    

• Fosters individual talents and abilities in every child    
• Has the highest expectations for itself, its staff and students    
• Celebrates success and achievement in all its forms    
• Values the role parents and carers play    
• Is continually striving to improve    
• Actively promotes the fundamental British values of democracy, the rule of law, 
individual liberty and mutual respect and tolerance of those with different faiths and 
beliefs.    

                 
Aims and Objectives  
                    

This attendance policy ensures that all staff, governors and parents in our school are fully 

aware of and clear about the actions necessary to promote good attendance.   

 

Through this policy we aim to: 

 
We are committed to meeting our obligations with regards to school attendance by:  

• Promoting good attendance and reducing absence, including persistent absence  
• Ensuring every pupil has access to full-time education to which they are entitled  
• Acting early to address patterns of absence  
• Support parents to perform their legal duty to ensure their children of compulsory 
school age attend regularly, and will promote and support punctuality in attending 
lessons.  
• Establish a culture and climate, which will:    



 

 
 

• Enable all students to feel we are a safe and a happy place to learn.     
• Endeavour for 100% attendance and punctuality by all students.     
• Actively promote excellent attendance and discourage unjustified absence.     
• Recognise and celebrate excellent attendance and punctuality     
• Prepare students for the demands and disciplines of adult working life. 

 
The School Day 
 
Registration periods   
 
   
The ‘AM’ mark is recorded when pupils arrive in the morning. This period starts at 08:55 am and 

registers are therefore open 9:00am-9:30am. The ‘PM’ mark is recorded after lunchtime (13:05pm) 

with registers being open 13:05-13:10 If a pupil arrives late, after the close of the register, without 

good reason they will receive a ‘U’ mark. This will be classed as an unauthorised absence from 

school. Pupils who arrive before the close of the register will receive an ‘L’ 

 
 
Types of Absence 
             

Authorised absence 

 

• An absence is classified as authorised when a child has been away from school for a 

legitimate unavoidable reason and the school has received notification from a parent 

or carer.  For example, if a child has been unwell and the parent telephones the 

school to explain the absence. 

 
Only the Headteacher can decide on whether an absence is authorised or not.  Sometimes, 
even if absence is supported by parent, an absence may be unauthorised. The headteacher 
will base this decision using the NAHT Guiding Principles as stated in Appendix A. 

  

Unauthorised absence 

 

• An absence is classified as unauthorised when a child is away from school without 
the permission of the school even if the absence is supported by the parent. 

 

Responsibilities    

 

All members of school staff have a responsibility for identifying trends in attendance and 

punctuality. The following includes a more specific list of the kinds of responsibilities which 

individuals might have. 

 

 
Parents/carers:    



 

 
 

• Ensure their child attends daily, punctually, dressed in full uniform and equipped to 
learn – “smart students, ready to learn and “on time, all the time”.   
• If late in the morning, sign in at the school office.   
• If need to leave early sign out at the school office.   
• Tell a member of staff if there are problems attending school for any reason, e.g. being 
bullied, feeling unhappy, problems at home.    
• Telephone and speak to the school office on the first day of absence ideally before 
8.45am or report on the Parent Hub app.  If a pupil continues to be absent school will 
contact daily until they return to school.  
• Where possible make any medical or dental appointments outside of school hours or 
not in term time.   
• Bring a copy of any medical appointment cards/texts to school if requiring time off 
from school.   
• Do not book any holidays or take children out of school during term time.   
• Notify school as soon as problems arise with your child’s attendance.   
• Encourage children to report any issues that are concerning them, including bullying, 
immediately to school staff.   

 
Students:    

• Arrive in school by 08:55 for registration that starts at 09:00 and to remain on site until 
the end of the school day at 15:30 .   
• Attend every timetabled session on time.  
• Be “On time, all the time”.   
• If late remind your parents/carers to sign you in.  

 
Headteacher (Attendance Champion/Designated Senior Leader responsible for attendance) 

   

• Share attendance regularly with pupils through assemblies 

• Strategically lead and develop the school roles outlined previously.   

• Work on strategic action plans and school policy that bring about improvements in pupil 

attendance  

• Lead on School Attendance Panels and ensure targets and future intervention is administered.  

• Monitor and evaluate the systems in school designed to support pupils in their academic 

progress and their health and well-being.  

• Monitor and evaluate school systems and interventions designed to promote exceptional 

attendance and behaviour. Work with Class Teachers to ensure there is the appropriate high 

challenge, high support in lessons so that pupils enjoy and want to engage in learning and 

therefore want to attend school.  

• Liaise with Class Teachers to ensure the most appropriate curriculum and support programme 

for pupils with attendance problems.   

• Leading attendance across the school 

• Offering a clear vision for attendance improvement 

• Evaluating and monitoring expectations and processes 

• Having an oversight of data analysis 

• Devising specific strategies to address areas of poor attendance identified through data 

• Arranging calls and meetings with parents to discuss attendance issues 

• Delivering targeted intervention and support to pupils and families  

• Implementation of the policy at the school 



 

 
 

• Monitoring school level absence data and report it to governors 

• Monitoring the impact of any implemented attendance strategies 

• Making sure staff receive adequate training on attendance. 

 
FSW (Attendance Officer/ Designated Senior Leader responsible for attendance)   

• Monitor pupils for absence and lateness.  

• Monitor pupils with poor attendance and action the appropriate intervention and support 

strategy.   

• Issue attendance awareness and warning letters to parents/carers where appropriate.   

• Contact Social Services immediately on the first day of absence of a pupil with a Child 

Protection Plan, Child in Need or a Child in Care.  

• Discuss with Head Teacher (Attendance Champion) persistent absence or lateness patterns 

and take agreed action.  

• Offer Early Help when appropriate.  

• Work with other external agencies, e.g. School Health, CAMHS to support pupils with their 

health, wellbeing and attendance.  

• Be aware of all pupils with low attendance and/or poor punctuality and support the 

Attendance Champion with the implementation of intervention strategies as requested.  

• Work with the Head Teacher to ensure attendance and punctuality targets are set for pupils 

of concern, for example, vulnerable groups, pupils with attendance <90% (persistent 

absentees) or punctuality <95%.  

• Work with the Head Teacher to monitor and analyse attendance and punctuality data to assist 

in the implementation of strategic actions as a result, for example, highlighting patterns of 

absence and late marks.  

• Benchmarking attendance data to identify areas of focus for improvement.  

• Liaise with the Head Teacher regularly and devise individual attendance plans to improve 

attendance and punctuality through targeted support and agreed intervention strategies.   

• Attend School Attendance Panels to support families to improve their child’s attendance and 

punctuality.   

• Work with the Head Teacher to plan and implement interventions, (eg home visits,) to form 

part of the wider safeguarding agenda and combat persistent absenteeism.   

• Liaise with other schools regarding siblings/family members of pupils with attendance 

concerns. 

• Carry out home visits (unannounced and announced). 

• Issuing fixed-penalty notices, where necessary. 

• Support staff with monitoring the attendance of individual pupils 

 

 
School Business Manager:   

• Keep accurate records of responses from parents/carers when their child is absent. Amend the 

electronic register accordingly.   

• Make contact with parent/carer if no contact has been received in the morning of the first day of 

a child’s absence (by telephone call and parent hub message).   

• Authorise or unauthorise a pupil’s absence according to the school’s attendance and punctuality 

policy and procedures.  

 



 

 
 

Class Teacher    
• Be a good role model for students by arriving on time and being ready for the school 
day    
• Be responsible for recording attendance on a daily basis, promptly and accurately, 
using the correct codes and submitting this information to the school office.  
• Give attendance and punctuality the highest profile, sharing attendance figures with 
students.   
• Praise students for arriving on time.   
• Inform School Business Manager when students are absent without explanation 
(possibly truanting the session) or are frequently late.   
• Share any concerns about the attendance, punctuality or welfare of students promptly 
with SLT and parents/carers.    

 

School Staff 

• Be a good role model for students by arriving on time and being ready for the school 

day 

 
The Governing Board:    

• Promoting the importance of school attendance across the school’s policies 
and ethos.  
• Making sure school leaders fulfil the expectations and statutory duties.   
• Review and challenge attendance data.  
• Monitoring attendance figures for the whole school.  
• Making sure staff receive adequate training on attendance.  
• Holding the headteacher to account for the implementation of this policy.  
• To support staff in school in high level intervention strategies, namely School 
Attendance Panel.    

 
Procedures 

 
Registration 

The school doors open at 08:55 and children are expected to be in school by 09:00 this gives 

plenty of time for all pupils to come into their classroom and be ready to learn when lessons 

start.  

  

Each class teacher has the responsibility for marking the attendance register at the 

beginning of the morning and afternoon session.  

 

All attendance records are documented using Integris. Attendance registers are legal 

documents and these must be kept secure and preserved in line with the relevant retention 

schedule  

 
Lateness and punctuality  
 
A pupil who arrives late:  



 

 
 

 
• Before the register has closed will be marked as late, using the appropriate code  
• After the register has closed will be marked as absent, using the appropriate code 
• Parents will be required to inform school of the reason for the lateness of arrival 
 

 

Any pupil who comes into school after 09:00 will be marked as late. Records are kept of 

those pupils who are late; this is documented on the electronic register for each pupil 

(Attendance code L).  

 

Any child who arrives for school later than 09:25 will be marked as late after close of 

register (Attendance code U).  This is an unauthorised absence for the whole session and 

will affect your child’s overall attendance percentage and can be used to calculate absence 

thresholds for legal decision making. 

  

Children who have attended a dentist or doctor’s appointment and subsequently come to 

school later than 09:25 will have the absence recorded as a medical absence (Attendance 

code M). 

 
First Day Contact 
 

Where a child is absent from school and we have not received any contact from the parent, 

then we initiate a first day contact process. Office staff check all of the registers each 

morning to identify those pupils who are absent without explanation and, as a safeguarding 

requirement, make contact with the parents of these children by telephone.  

 

 

Illness (Unplanned Absence) 

 
The student’s parent/carer must notify school on the first day of an unplanned absence by 
09:00 or as soon as practically possible.  

  
We will mark absence due to illness as authorised unless the school has a genuine concern 
about the authenticity of the illness.  
 
If the school is not satisfied about the authenticity of the illness, the absence will be 
recorded as unauthorised and parents/carers will be notified of this in advance.  
 
Parents are required to inform school each day of absence, with an update an expected 
return to school date. 

 
Planned absence (Medical) 
 
Attending a medical or dental appointment will be counted as authorised as long as the 
pupil’s parent/carer notifies the school in advance of the appointment.  



 

 
 

 
However, we encourage parents/carers to make medical and dental appointments out of 
school hours where possible. Where this is not possible, the pupil should be out of school 
for the minimum amount of time necessary.  
 
The pupil’s parent/carer must also apply for other types of term-time absence as far in 
advance as possible of the requested absence.   
  
Medical Evidence 
 
If the authenticity of the illness is in doubt, or the school considers a student’s absence to be 
high or following an unusual pattern, then parents/carers may be asked to provide additional 
medical evidence to help explain any illness absence.   
 
Additional medical evidence may include a doctor’s appointment card/text or a photocopy of 
a pharmacy prescription. The purpose of parents/carers providing additional medical 
evidence is to help school make fair and objective decisions over which absences are genuine 
and which are non-genuine illness.   

 
School will not pay any charges incurred by the writing of a doctor’s note. If the school has 
previously written to parents/carers requesting additional medical evidence and none is 
provided, then the absence will be classified as unauthorised.     
  
We will not ask for medical evidence unnecessarily.  
 
Where medical evidence is requested, but not provided, an ‘O’ code will be used to indicate 
unauthorised. 
 

Applications for Leave of Absence in Term Time 
 

In September 2013 the government introduced new regulations making it clear that 

Headteachers must not give approval for any leave of absence during term time, including 

holidays, unless there are exceptional circumstances. 

 

Any requests for term time leave should be made on a PODS Request of Absence from the 

school office and handed in 4 school weeks before the first date of the requested absence 

whenever possible. You must have received written authorisation before your child can be 

absent from school. 

See Appendix C Pods Absence form and Attendance flyer to be included with the form.  

 

Parent/carers may be issued with a penalty notice fine or prosecution should leave of 5 days 

or more be taken which is not authorised by the Headteacher, or where repeated incidents 

of leave in term time for less than 5 days occur or where the unauthorised absence 

contributes to wider poor attendance that meets the legal threshold. (Attendance code G).  

Absence deemed for the reason of unauthorised leave in term time will be marked in the 

register with the Attendance code G.   



 

 
 

You may be issued with a Penalty Notice should leave be taken which is not authorised. If 

unpaid this could lead to prosecution under section 444(1) of The Education Act 1996. 

 

See Appendix D  DCC Term Time Absence Flowchart 

 

Granting Leave of Absence 

 

All schools can grant a leave of absence when a pupil needs to be absent from school with 

permission. All schools are expected to restrict leaves of absence to the specific 

circumstances set out in regulation 11 of the School Attendance (Pupil Registration) 

(England) Regulations 2024 and schools maintained by a local authority and special schools 

not maintained by a local authority must do so.  

 

These circumstances are: 

 

• Taking part in a regulated performance or employment abroad: in line with a licence 

issued by a local authority or Justice of the Peace or a body of persons approval (BOPA).  

• Attending an interview: for entry into another educational institution or for future 

employment where requested in advance by a parent the pupil normally lives with. 

• Study leave: for public examinations, as agreed in advance with a parent the pupil 

normally lives with. Please note this does not include any internal examinations such as 

mocks as study leave should not be granted in such cases. 

• A temporary, time-limited part-time timetable: where the pupil is of compulsory school 

age, both the parent who the pupil normally lives with and school agree the pupil 

should temporarily be educated on a part-time basis for exceptional reasons and have 

agreed the times and dates when the pupil will be expected to attend school as part of 

that timetable.  

• Exceptional circumstances: All schools can grant a leave of absence for other 

exceptional circumstances at their discretion. In the case of schools maintained by local 

authorities and special schools not maintained by local authorities, it must be requested 

in advance by a parent who the pupil normally lives with. Schools are then expected to 

consider each application individually taking into account the specific facts and 

circumstances and relevant background context behind the request. If a leave of 

absence is granted, it is for the school to determine the length of the time the pupil can 

be away from school.  

• See Appendix A NAHT Guiding Principles 

 

National Framework for Penalty Notices (Fixed Penalty Notices) 

 

The new national threshold for consideration of legal action is 10 sessions of unauthorised 

absence in a rolling period of 10 school weeks. A school week means any week in which 

there is at least one school session. This can be met with any combination of unauthorised 



 

 
 

absence, including lates after close of register (Attendance code U) and unauthorised leave 

in term time (Attendance code G).  

 

If your child’s absence falls into this category the school will decide if further offers of 

support is likely to improve the situation or if a request for legal action should be submitted 

to the Local Authority. 

 
 
Addressing Attendance Concerns    
                    

Schools are open for 380 sessions or 190 school days each year. 

 

The school expects attendance of at least 96%. This equates to not more than 15 lost 

sessions over a school year. 

It is important for children to establish good attendance habits early on in their school 

career. It is the responsibility of the Headteacher and the governors to support good 

attendance and to identify and address attendance concerns promptly. We rely upon 

parents to ensure their child attends school regularly and punctually and therefore where 

there are concerns regarding attendance parents are always informed of our concerns.  

 

From August 19 2024 the Working Together to Improve School Attendance suggests that 

absence is reported in terms of ‘sessions absent’ to make the data easier to access. 
See Appendix F DCC Attendance flowchart 

The Process for Supporting Attendance.  

 
The school follows the Derbyshire systematic process of support for students whose 
attendance falls below expected levels (96%). We will consider intervention with 
parents/carers if a student’s attendance is less than 96% terms 1-6.  
 
See Appendix G PODS Process for supporting Attendance  
 
Fixed Penalty Notices will be issued in accordance with the National Framework for Penalty 
Notices (Appendix I) 
See Appendix J Request to LA for formal commencement of statutory parental responsibility 

measures/legal action in relation to school attendance. 

  
We will take into account the time of the academic year and student’s circumstances before 
this academic year 
    
Contact with Social Services – If a student with a Child Protection Plan is absent from school 
for any reason, the named social worker should be contacted immediately.     
    
Support Available for Students and Families    
    



 

 
 

A range of support is available in and outside of school to support students and their families 
to achieve excellent attendance.     
    
   

They include but is not exclusive to:  

• Early Help through the schools FSW 

• Attendance plan 

• Connection round the table and lunch time drop in 

• Mindfulness teacher WW in school  

• Staff connecting with parents to support connections in class  

• SEND support internal and/or external 

• Pastoral and emotional support external/external 

• Academic support/interventions 

•  

• Schools will also share the NHS resource ‘Is my Child Too Ill for School? To help support 

families. This can be found at https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/ 

 

Appendix A 

NAHT Guiding Principles 

Term times are for education. This is the priority. Children and families have 175 days off 

school to spend time together, including weekends and school holidays. Head teachers will 

rightly prioritise attendance. The default school policy should be that absences will not be 

granted during term time apart from in ‘exceptional circumstances’ 

The decision to authorise a pupil’s absence is wholly at the head teacher’s discretion based 

on their assessment and merits of each request 

If an event can be reasonably scheduled outside of term time, then it would not be normal 

to authorise absence for such an event – holidays are, therefore, not considered 

‘exceptional circumstances’ 

Absences to visit seriously-ill relatives or for bereavement of a close family member are 

usually considered to amount to ‘exceptional circumstances’, but for the funeral service and 

travelling time only, not for extended leave 

Absences for important religious observances are often considered, but only for the 

ceremony and travelling time, not for extended leave. This is intended for one-off situations 

rather than regular or recurring events 

Schools may wish to take the needs of the families of service personnel into account if they 

are returning from long operational tours that prevent contact during scheduled holiday 

time 

https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/


 

 
 

Schools must make reasonable adjustments for pupils with special educational needs or 

disabilities 

Families may need time together to recover from a trauma or crisis 

It is acceptable to take a pupil’s record of attendance into account when making absence-

related decisions 

It is important to note that head teachers can determine the length of the authorised 

absence as well as whether an absence is authorised. 



 

 
 

Appendix B – Attendance and Absence Codes  

Attending the school:  
• Code / \: Present at the school / = morning session \ = afternoon session  

• Code L: Late arrival before the register is closed  
 
Attending a place other than the school  

• Code K: Attending education provision arranged by the local authority  

• Code V: Attending an educational visit or trip  

• Code P: Participating in a sporting activity  

• Code W: Attending work experience  

• Code B: Attending any other approved educational activity  

• Code D: Dual registered at another school  
  
Absent - leave of absence  

• Code C1: Leave of absence for the purpose of participating in a regulated performance or 
undertaking regulated employment abroad.  

• Code M: Leave of absence for the purpose of attending a medical or dental appointment  

• Code J1: Leave of absence for the purpose of attending an interview for employment or for 
admission to another educational institution  

• Code S: Leave of absence for the purpose of studying for a public examination   

• Code X: Non-compulsory school age pupil not required to attend school  

• Code C2: Leave of absence for a compulsory school age pupil subject to a part-time 
timetable  

• Code C: Leave of absence for exceptional circumstance   
 
Absent - other authorised reasons  

• Code T: Parent travelling for occupational purposes  

• Code R: Religious observance  

• Code I: Illness (not medical or dental appointment)  

• Code E: Suspended or permanently excluded and no alternative provision made  
 
Absent - unable to attend school because of unavoidable cause  

• Code Q: Unable to attend the school because of a lack of access arrangements  

• Code Y1: Unable to attend due to transport normally provided not being available  

• Code Y2: Unable to attend due to widespread disruption to travel  

• Code Y3: Unable to attend due to part of the school premises being closed  

• Code Y4: Unable to attend due to the whole school site being unexpectedly closed  

• Code Y5: Unable to attend as pupil is in criminal justice detention   

• Code Y6: Unable to attend in accordance with public health guidance or law  
 
Absent - unauthorised absence  

• Code G: Holiday not granted by the school   

• Code N: Reason for absence not yet established  

• Code O: Absent in other or unknown circumstances  

• Code U: Arrived in school after registration closed  
 
Administrative codes  

• Code Z: Prospective pupil not on admission register  

• Code #: Planned whole school closure  



 

 
 

See Appendix C Pods Absence form and Attendance flyer to be included with the form. 

LEAVE OF ABSENCE REQUEST FORM 

PLEASE NOTE - The Education (Pupil Registration) (England) (Amendment) Regulations 2013 state 

that head teachers should not grant approval for any leave of absence during term-time, including 

holidays, unless there are exceptional circumstances. If children are absent from school without 

authorisation, parents may be subject to a fine from Derbyshire County Council. Please see our 

Attendance Policy, found on our website (________________________) or at the request of the 

school office, for further information on holidays taken during term time.  

Name of pupil (s)  ………………………………………………………….  Year Group  ……………………………..  

  ………………………………………………………….  

.………………………………………………………….  

Year Group  

Year Group  

……………………………..  

……………………………..  

 

Pupil Address               ………………………………………………………………………………………………………………. 

Name of Parent(s)  ………………………………………………………………………………………….…………………… 

Parent Address (if different) ……………………………………………………..................……………………………. 

I / We wish to apply for our child(ren) to be absent from school for EXCEPTIONAL CIRCUMSTANCES 

on the following dates: 

From…………………………………………………….. To……………………………………………………………………. 

Total number of days our child(ren) will be absent from school ……………………………………………………. 

 

Signed (both parents if applicable) 

Parent 1 ………………………………………………… 

Parent 2 ………………………………………………… Date…………………………………………………………… 

http://www.holmesdale.derbyshire.sch.uk/


 

 
 

PLEASE SUBMIT ONE MONTH BEFORE THE DATE OF THE REQUEST 

Send with the request form  

 



 

 
 

 

 

 

 

 

Appendix D Term Time Absence 

 

 

 

 

 

 



 

 
 

 

 

 

 

 

 

 

 

Appendix F – DCC Attendance Flow Chart 

 

 

 

 



 

 
 

Appendix G – PODS attendance Flow Chart

 

•Attendance Concern:  5 days/10 sessions of absence.

•ACTION: Attendance Officer (AO) to identify through data analysis, students who 
have missed 5 days/10 sessions of edcuation of the new academic year, who were 
also  Persistently Absent (PA) at end of last academic year and liaise with class 
teachers and Attendance Champion.(AC).

•SUPPORT: CT, AO & AC's to communicate with home and discuss the barriers to 
attendance.  Work together with parent/carer  and student on a volunatary basis to 
remove the barriers and improve patterns of poor attendance.  

Step1:  
Monitor 

Letter

•Attendance has not improved with upto 10 days/20 sessions of absence:

•ACTION:  Continued communication with home to support daily attendance by 
AO/AC.  Fortnightly meetings by AO with AC to discuss next steps.  Parent/Carer 
invited to attend a supportive meeting in school to create an action plan to improve 
attendance.  Medical evidence is requested which may help to understand and 
provide the necessary support.  SUPPORT:  Voluntary interaction by Parent/Carer & 
pupil working with an attendance action plan to address the barriers and create 
ways to move forward.  Refer to other professionals or Early Help.  Set a review 
date to liaise with parents/carers and reward improvement.

Step 2 
Support 

Meeting 1 
Action Plan

•High Risk of Persistent Absence:  14 days/28 sessions of absence.  

•ACTION: Continued Communication with home to support daily attendance by 
AO/HSM. Fortnightly meetings by AO with AC to discuss next steps.  Parent/Carer 
invited to attend review meeting in school with all professionals involved with the 
student/family, to disucss what has worked well and what needs to change to 
enable improvement of attendance.  Parental Responsibility Letter is prepared for 
the meeting and handed to parents with an explanation.

•Work with Local authority create a formal Attendance Contract.

•SUPPORT: With Parent/Carer and pupil create an Attendance Contract  which will 
state the expectations to improve attendance and will be signed by the 
Parent/Carer and pupil.  Set a review date for Parent/Carer to meet in school.

Step 3 Support 
Meeting 2 

Attendance 
Contract

•Persistent Absentee:  19 days/38 sessions.

•ACTION: Invite Parent/Carer/Student and other professionals to a review meeting 
in school where there has been no improvement in attendance  and the 
Attendance Contract has failed.   Refer to Attendance Champion, Local Authoity, 
and Appointed Attendance School Governor to adjudicate and agree if a failure to 
Improve Letter should to be issued to the Parent/Carer.

•SUPPORT:  Continue to work with Parent/Carer and Student and refer to Local 
Authority for next steps and consideration of possible attendance fixed penalty 
notice.

Sep 4 Review 
Meeting    

Failure  to 
Improve

•Persistent to Severe Absentee:  19 + days/38+ Sessions

•ACTION: Where it has been considered and decided that a penalty notice will help 
to change attitudes and behaviours to attendance, submit the FPN to the Local 
Authority with supporting documentation of ALL interventions with the family to 
facilitate an improvement.

•SUPPORT:  All Staff to continue to protect the right of the student to an education 
and explore all options.

•SAFEGUARDING:  Consideration of a referal. 

Step 5  Fixed 
Penalty 

Notice (FPN)  
Request



 

 
 

 

Appendix I - Fixed Penalty Notice Information 

National Framework for Penalty Notices 

 

Purpose of Penalty Notices 

 

Penalty notices are issued to parents as an alternative to prosecution where they have failed 

to ensure that their child of compulsory school age regularly attends the school where they 

are registered or, in certain cases, at a place where alternative provision is provided. Penalty 

notices can be used by all schools where the pupil’s absence has been recorded with one or 

more of the unauthorised codes and that absence(s) constitutes an offence. A penalty 

notice can be issued to each parent liable for the offence or offences. They should usually 

only be issued to the parent or parents who have allowed the absence (regardless of which 

parent has applied for a leave of absence). 

Penalty notices are intended to prevent the need for court action and should only be used 

where it is deemed likely to change parental behaviour and support to secure regular 

attendance has been provided and has not worked or been engaged with, or would not 

have been appropriate in the circumstances of the offence (e.g. an unauthorised holiday in 

term time). 

 

Penalty notices must be issued in line with the Education (Penalty Notices) (England) 

Regulations 2007, as amended and can only be issued by a headteacher or someone 

authorised by them (a deputy or assistant head), a local authority officer or the police. They 

must also be issued in line with Local Codes of Conduct which are drawn up and maintained 

by each local authority. 

 

 All state funded schools must consider whether a penalty notice is appropriate in each 

individual case where one of their pupils reaches the national threshold for considering a 

penalty notice. Schools should not have a blanket position of issuing or not issuing penalty 

notices and should make judgements on each individual case to ensure fairness and 

consistency across the country.  

 

The threshold is 10 sessions of unauthorised absence in a rolling period of 10 school weeks. 

A school week means any week in which there is at least one school session. This can be met 

with any combination of unauthorised absence (e.g. 4 sessions of holiday taken in term time 

plus 6 sessions of arriving late after the register closes all within 10 school weeks). These 

sessions can be consecutive (e.g. 10 sessions of holiday in one week) or not (e.g. 6 sessions 

of unauthorised absence taken in 1 week and 1 per week for the next 4 weeks). The period 

of 10 school weeks can also span different terms or school years (e.g. 2 sessions of 

unauthorised absence in the Summer Term and a further 8 within the Autumn Term) 

 



 

 
 

When a school becomes aware that the threshold has been met, they are expected to make 

the following considerations to decide whether to issue a penalty notice in each individual 

case: 

 

• Is support appropriate in this case? 

 

If yes, schools are expected to continue with the existing support without a penalty notice 

or issue a Notice to Improve if that support is not working or is not being engaged with. A 

penalty notice can be issued if either has not worked. 

 

If no, for example a holiday in term time, a penalty notice should be issued subject to the 

other conditions below. 

 

• Is a penalty notice the best available tool to improve attendance and change parental 

behaviour for this particular family or would further support or one of the other legal 

interventions be more appropriate? 

• Is issuing a penalty notice in this case appropriate after considering any obligations 

under the Equality Act 2010 such as where a pupil has a disability? 

• (For local authorities only) Is it in the public interest to issue a penalty notice in this case 

given the local authority would be responsible for any resulting prosecution for the 

original offence in cases of non-payment? 

 

If the answer to those questions is yes, then a penalty notice should be issued. If not, 

another tool or legal intervention should be used to improve attendance. 

 

Support is defined as any activity intended to improve the pupil’s attendance, not including 

issuing a penalty notice or prosecution. As part of this consideration, schools and local 

authorities should consider what suitable forms of support are currently available in school 

and where necessary from other services and agencies in the area. They should then decide 

whether any of those things are appropriate in the individual cases and for those that are 

appropriate, whether they have been provided previously or could be provided now instead 

of taking legal action. The local authority’s decision on whether sufficient support has been 

provided before issuing a penalty notice should be treated as final. 

 

Whatever action is taken after the national threshold has been met, schools, and local 

authorities where appropriate, should monitor the impact of the action, and if it does not 

lead to attendance improvement review the case and consider alternative actions. 

 

The National Framework does not prevent a penalty notice from being used in other cases 

where an offence has been committed but before doing so authorised officers are expected 

to make the same considerations as set out above. If in an individual case the local authority 

(or other authorised officer) believes a penalty notice would be appropriate, they retain the 



 

 
 

discretion to issue one before the threshold is met. This might apply for example, where 

parents are deliberately avoiding the national threshold by taking several term time holidays 

below threshold, or for repeated absence for birthdays or other family events. If local 

authorities wish to exercise this discretion to issue a penalty notice earlier in such 

circumstances, they should make this clear in their Local Code of Conduct. Local authorities 

who conduct, or may wish to, conduct truancy sweeps will also want to make provision for 

this within their Code. 

 

Notices to improve 

 

A Notice to Improve is a final opportunity for a parent to engage in support and improve 

attendance before a penalty notice is issued. If the national threshold has been met and 

support is appropriate but offers of support have not been engaged with by the parent or 

have not worked, a Notice to Improve should usually be sent to give parents a final chance 

to engage in support. A Notice to Improve does not need to be issued in cases where 

support is not appropriate and an authorised officer can choose not to use one in any case, 

including cases where support is appropriate but they do not expect a Notice to Improve 

would have any behavioural impact (e.g. because the parent has already received one for a 

similar offence). 

 

Where a Notice to Improve is used, it should be issued in line with processes set out in the 

Local Code of Conduct for the local authority area in which the pupil attends school. 

 

The Notice to Improve is expected to include: 

• Details of the pupil’s attendance record and details of the offences. 

• The benefits of regular attendance and parents’ duty under section 7 of the 

Education Act 1996. 

• Details of the support provided so far. 

• Opportunities for further support and the option to access previously provided 

support that was not engaged with. 

• A clear warning that a penalty notice may be issued or prosecution considered if 

attendance improvement is not secured within the improvement period. 

• A clear timeframe for the improvement period of between 3 and 6 weeks. 

• Details of what sufficient improvement within that timeframe will look like. 

• The grounds on which a penalty notice may be issued before the end of the 

improvement period. 

 

What sufficient improvement looks like can be decided on a case by case basis taking the 

individual family’s circumstances into account. For some families, no further 

unauthorised absences will be appropriate, for others some absence may be tolerable if 

considerable improvement is seen. Details of what sufficient improvement for each case 

should be made clear in the Notice to Improve. 



 

 
 

 

Where it is clear that improvement is not being made, it may be appropriate to issue a 

penalty notice before the improvement period has ended. For example, a Notice to Improve 

stated there should be no further unauthorised absences in a 6 week period but the pupil is 

absent for unauthorised reasons in the first week. The parent should be informed before a 

penalty notice is issued if it is before the end of the improvement period. 

 

Two penalty notice limit and escalation in cases of repeat offences 

 

A penalty notice is an out of court settlement which is intended to change behaviour 

without the need for criminal prosecution. If repeated penalty notices are being issued and 

they are not working to change behaviour they are unlikely to be most appropriate tool. 

Therefore, from autumn term 2024, only 2 penalty notices can be issued to the same parent 

in respect of the same child within a 3 year rolling period and any second notice within that 

period is charged at a higher rate: 

• The first penalty notice issued to a parent in respect of a particular pupil will be 

charged at £160 if paid within 28 days. This will be reduced to £80 if paid within 21 

days. 

• A second penalty notice issued to the same parent in respect of the same pupil is 

charged at a flat rate of £160 if paid within 28 days. 

• A third penalty notice cannot be issued to the same parent in respect of the same 

child within 3 years of the date of issue of the first. In a case where the national 

threshold is met for a third time (or subsequent times) within those 3 years, 

alternative action should be taken instead. This will often include considering 

prosecution, but may include other tools such as one of the other attendance legal 

interventions. 

 

Once 3 years has elapsed since the first penalty notice was issued a further penalty notice 

can be issued, but in most cases it would not be the most effective tool for changing what 

may have now become an entrenched pattern of behaviour. 

 

For the purpose of the escalation process, previous penalty notices include those not paid 

(including where prosecution was taken forward and the parent pleaded or was found 

guilty) but not those which were withdrawn. 

 

In cases where a pupil has moved school or local authority area in the previous 3 years an 

additional check should be made to try and ascertain whether previous penalty notices have 

been issued to the parent in respect of the pupil. Where the pupil’s previous school was in 

the same local authority area this check will be simple. If the pupil has moved between local 

authorities in the previous 3 years and the previous local authority(ies) is known they should 

be contacted to check whether a penalty notice has been issued to that parent for that pupil 

in the previous 3 years. These checks can be made by the school and/or local authority 



 

 
 

depending on the agreed local process. In cases where the previous local authority is not 

known or the information cannot be, or is not, provided by the previous local authority, it 

should be assumed that the parent has not previously received a penalty notice and the 

escalation process started as a new case.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Appendix J – Request to LA for formal commencement of statutory parental responsibility 

measures/legal action in relation to school attendance 



 

 
 

 

 
Request to LA for formal commencement of statutory parental responsibility 

measures/legal action in relation to school attendance. 
(One request form per child) 

 

 
The following information must be provided before the Attendance Team can consider serving a 
Penalty Notice/prosecution.  Should the case forwarded for prosecution this information will be used 

as evidence, in court under section 444 of the Education Act 1996. 
 

 
Name of School  
 
 
Pupil information 
Forename            Surname           DOB 

 
 
Address including 
postcode    

 
 

 
 
 
Dates that the pupil was absent from school  
(e.g. 16/05/2011 to 25/05/2011 inclusive. 
 

 
 
Parent 1* for whom Penalty Notice is being requested  
Title  Forename        Surname 

 
 
Address including 
postcode, if different       
from pupil 
 

 

 
 
Parent 2* for whom Penalty Notice is being requested 
Title  Forename        Surname 

 
 
Address including 
postcode, if different       
from pupil  

 

 

 

 

   

 

 

   

 

D.C.C. USE ONLY: 

 

 

Sch. code: 

 

 

 

PRN: 

 

 

 

 

 

 

 

 

 

 

Parent 1 ref: 

 

 

 

 

 
LI 

 

   

 

Check the address is correct 

before submitting to the LA.  If 

incorrect the school will be 

named as the data breach source 

 

Check the address is correct 

before submitting to the LA.  If 

incorrect the school will be named 

as the data breach source 

 

Check the address is correct before 

submitting to the LA.  If incorrect the 

school will be named as the data 

breach source 

source 

 



 

 
 

PLEASE COMPLETE THE RELEVANT SECTION BELOW FOR EITHER 

UNAUTHORISED LEAVE IN TERM TIME OR UNSATISFACTORY 

SCHOOL ATTENDANCE 

UNAUTHORISED LEAVE TAKEN IN TERM TIME  
 

A copy is required of each of the following documents: 
Please tick appropriate box to indicate copy is attached to this form. 

 

• Leave of Absence Request Form completed by parent/carer                  
      

• Letter from school to each parent indicating that leave would not be authorised or 
 a challenge letter                 

 

• Attendance report (herringbone) for the current academic year showing 10 sessions of absence 
 (5 days) marked as absence code G               
                                                                 

• Copy of statement in school prospectus/newsletter warning of consequences of taking leave  
In term time that has not been authorised         
 
Requests must be submitted within 4 weeks of the end of the period of unauthorised leave
          

 

UNSATISFACTORY SCHOOL ATTENDANCE 
 

 
A copy is required of each of the following documents: 

Please tick appropriate box to indicate copy is attached to this form. 
 

• Copy of the parental responsibility letter          
        

• A full chronology of support provided to parents(s) over the last 6 months     

   

• Copy of attendance printout for the last 12 months showing 10 sessions of unauthorised 
  
absence in the previous 10-week period. 

 

• An explanation for the use of any registration codes other than /\ and O:   
    
 
Requests must be submitted as soon as the threshold has been reached  
    

 
 
Head Teacher’s signature _________________________________   Date _____________  
 

 
Please send all this information within 4 weeks of the end of the unauthorised leave taken in term time or 
within 10 days of the end of the monitoring period via perspective lite to EWS_830school 4 digit DFE No: 
pnholchild initials & date backwards or EWS_830school 4 digit DFE No:pnattchild initials & date 
backwards for example:-EWS_8301000pnattjb20240514 or EWS_8301000pnholjb20240514 
                                    
If you have any queries regarding Penalty Notices please do not hesitate to contact the Attendance Process Team 
on 01629 532157 or email CS.AttendanceProcessTeam@derbyshire.gov.uk   

mailto:CS.AttendanceProcessTeam@derbyshire.gov.uk

