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The Government expects:  

 Schools and local authorities to:  

 promote good attendance and reduce absence, including persistent absence;  

 ensure every pupil has access to full-time education to which they are entitled; and,  

 act early to address patterns of absence.  

 Parents to perform their legal duty by ensuring their children of compulsory school age, who are 
registered at school, attend regularly.  

 All pupils to be punctual to their lessons.  

 
To enable children to achieve all they are capable of, it is essential that they attend regularly 
and punctually.   
 
All schools are expected to achieve an overall rate of 95% or above attendance. Our school 
attendance target this year is 97%.  Attendance is categorised into: 
 

 Green (95% or above). Green is satisfactory. 

 Amber (between 90% and 94.9%. Amber is a cause for concern. 

 Red (less than 90%). Red is unsatisfactory and classed as persistence absence. 
 
It is the responsibility of all school staff to be welcoming to children and their parents, creating an 
atmosphere where they both feel able to raise concerns and share any information that could affect 
children’s attendance.  Due regard will be given to the fact that a register is a legal document and, 
taking this into account, registers will be taken regularly and conscientiously at the beginning of both 
the morning and afternoon sessions.  It is important that all children arrive at school punctually.  If a 
child is late, s/he should report to the school office to be marked in and ensure that in case of 
emergency the school has an accurate head count.  It is most important that parents discuss any 
problem with either the class teacher or the Headteacher so that appropriate help can be offered.  
Equally, if a child needs to leave school for a medical appointment during school hours s/he must be 
signed out, and in again on return, at the office.  Parents/carers are asked to make every possible 
effort to make appointments out of school hours. 
 
 
If a child is absent for the day, the school expects parents/carers to make contact as early as 
possible, giving the reason for the absence and the expected day of return.  School starts at 8.45am 
and the register closes at 9am after which time a child is marked late. If no word is received from the 
parent/carer by 9.15am the school will contact the parent/carer on that day. The school follows up 
absences where no reasons are given.  If the reasons for these absences remain unspecified they 
will be classed as unauthorised.  The local authority recommends that, unless there is prior 
agreement or good reason, should a pupil arrive more than half an hour late after the 
registration closes, this should be an unauthorised absence (U).   
 
 
Unauthorised absences 

Unauthorised absences are when a pupil has been marked in the school attendance register as being 
absent from school without authority. It is only the Headteacher who can authorise absence for any 
reason from school.  

This includes: 

 any absence marked in the register as unauthorised (‘O’ or ‘N’ codes) 

 persistent late arrival at school after the register has been taken (‘U’ codes) 

 a holiday in term-time, which has not been authorised by the Headteacher (‘G’ codes). 
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It is the parents’ legal responsibility to ensure their child’s good school attendance and punctuality.   
In order to keep parents/carers informed and to promote positive attendance, we issue termly 
attendance letters in line with our graded attendance ‘red’, ‘amber’ or ‘green’ (see letters in appendix 
1).  If the situation does not improve the school will consider a referral to the Pupil Investigation 
Team.  Should a child’s attendance/punctuality still not improve, the parent/carer could be prosecuted 
under the 1996 Education Act.  Alternatively an Education Supervision Order could be sought in the 
family proceedings court under the 1989 Children Act. Please note 10 unauthorised absences (5 
school days) in 10 weeks will result in a referral to the Pupil Entitlement: Investigation team who may 
issue a Fixed Penalty Notice. 
 
If the leave is granted, they should determine the number of school days a child can be away from 
school.  Examples of this would be: 
 

 an organised educational course 

 an organised sports competition or approved  public performance 

 a music or dance exam 

 funeral of an immediate relative – 2 days 

 religious observation on days officially set apart by the religious body to which the parents 
belong – 1 day 

 close family wedding – 1 day 

 medical appointments which cannot be arranged outside the school day. 
 

A form obtained from the school office must be completed when withdrawal from learning is being 
requested (appendix 2).  A meeting with the Headteacher must be arranged prior to completing and 
submitting the form. It is expected that the request is made 4 weeks before the absence and the 
Headteacher will respond in 5 working days, indicating whether or not the absence has been 
authorised. Should the absence be unauthorised, a letter will be sent home (appendix 3) making the 
parent aware that should the absence go ahead as planned then this will be passed on to the Pupil 
Entitlement: Investigation team, resulting in a Fixed Penalty Notice (see below) 
 
Fixed Penalty Notice 
 
Parents/carers should be aware that STARS Network of Schools will follow the West Sussex County 
Council guidelines on issuing Fixed Penalty Notices (FPN) and unauthorised absence of 10 sessions 
or more (each half day counts as one session) which could result in the issuing of a Fixed Penalty 
Notice (FPN) by the County Pupil Entitlement: Investigation team..  On DfE guidance, any 
unauthorised holidays of five consecutive days or more will be referred to the County 
resulting in the issuing of a FPN.   
 
A Fixed Penalty Notice gives the parents/carers the opportunity to discharge themselves of their legal 
responsibility if a £120 fine is paid (per adult with parental responsibility for each child) within 28 days 
or £60 if paid within 21 days of the date the Notice was issued. Failure to pay the FPN may result in a 
prosecution under Section 444 of the Education Act 1996.  Parents/carers who are prosecuted for the 
non-payment of an FPN will receive a criminal record unless evidence is provided to show that no 
offence has been committed. 
 
In exceptional circumstances a pupil may be granted authorised leave (see above).  However, 
regardless of whether the absence is authorised or unauthorised, if after ten days the pupil fails to 
return and no contact can be made with the parents/carers, the school will make a referral to Pupil 
Entitlement: Investigation who will make reasonable enquiries and consult with the Child Missing 
Education Team (CME).    If the school can make contact with the parents/carers, it will warn them, if 
possible in writing, that it will consider taking the pupil off roll if s/he does not return by an agreed 
date.  If the pupil does not return within 20 days and no reasonable explanation is given, the school 
will consult with CME and, in line with DfE guidance, consider taking the pupil off roll.  If taken off roll, 
parents/carers would need to reapply for a place through West Sussex County Council Admissions 
(North) on their return.   A place cannot be guaranteed at the current school.  
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Genuine illness will be authorised, although the school reserves the right to ask for medical 
clarification if a child’s medical absences are above the amount expected for a usually healthy child.   
If it has been necessary for a child to have extended absence due to illness, the school will work with 
the child, parents/carers and any other involved agencies to instigate a re-integration programme for 
that child. 
 
STARS Network of Schools provide a broad, balanced curriculum, but for children to access the many 
opportunities that are provided, it is necessary for them to attend school regularly and punctually. 
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Appendix 1 
 
Dear Parents/Carers, 
 

Red Attendance Letter  xxx Term 
 
The Government collects data from schools on every child’s attendance three times a year.  The DfE 
expect all schools to set themselves challenging and ambitious objectives to reduce absence.  Our 
school target is 96%.   
 
Further to our meeting on xxxxxxxxxxxxxxxxxxxxx in line with our school Attendance Policy, this letter 
is to inform you of «forename»’s attendance so far this academic year. .  Attendance is categorised 
into: 
 

 Green (95% or above). Green is satisfactory 

 Amber (between 90% and 94.9%. Amber is a cause for concern 

 Red (less than 90%). Red is unsatisfactory 
 
Since the start of the academic year 2017-2018 (07.09.17), «forename» has achieved 
«percentage_attendance»%.  This is classed as unsatisfactory. 
 
Research shows that children with good attendance make better progress in school. It is difficult for 
young children to learn when they miss lessons and it can make friendships difficult too. 
 
We do recognise that young children do become ill; particularly when they first start school. In some 
cases children suffer from chronic conditions. Please inform us if your child has a medical condition 
that you have been advised will affect their attendance at school. 
 
Remember to phone the school office before 9am to let us know if your child is ill. Please also note, 
the local authority recommends that, unless there is prior agreement or good reason, should a pupil 
arrive more than half an hour late after the registration closes, this should be an unauthorised 
absence (U).  10 unauthorised absences (5 school days) in a 10 week period will result in a referral to 
the Pupil Entitlement: Investigation team who may impose a Fixed Penalty notice fine.  The same 
applies to absence due to holiday for the same period of time. 
 
Please contact me if you would like to discuss your child’s attendance further. 
 
Yours sincerely 

 
 
 

 
Mrs S. Norton 
Headteacher 
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Dear Parents/Carers, 
 

Amber Attendance Letter  xxx Term 
 
The Government collects data from schools on every child’s attendance three times a year.  The DfE 
expect all schools to set themselves challenging and ambitious objectives to reduce absence.  Our 
school target is 96%.   
 
In line with our school Attendance Policy, this letter is to inform you of «forename»’s attendance so 
far this academic year..  Attendance is categorised into: 
 

 Green (95% or above). Green is satisfactory 

 Amber (between 90% and 94.9%. Amber is a cause for concern 

 Red (less than 90%). Red is unsatisfactory 
 
Since the start of the academic year 2017-2018 (07.09.17),«forename» has achieved 
«percentage_attendance»%.  This is classed as a ‘cause for concern’. 
 
Research shows that children with good attendance make better progress in school. It is difficult for 
young children to learn when they miss lessons and it can make friendships difficult too. 
 
We do recognise that young children do become ill; particularly when they first start school. In some 
cases children suffer from chronic conditions. Please inform us if your child has a medical condition 
that you have been advised will affect their attendance at school. 
 
Remember to phone the school office before 9am to let us know if your child is ill. Please also note, 
the local authority recommends that, unless there is prior agreement or good reason, should a pupil 
arrive more than half an hour late after the registration closes, this should be an unauthorised 
absence (U).  10 unauthorised absences (5 school days) in a 10 week period will result in a referral to 
the Pupil Entitlement: Investigation team who may impose a Fixed Penalty notice fine.  The same 
applies to absence due to holiday for the same period of time. 
 
Please contact me if you would like to discuss your child’s attendance further. 
 
Yours sincerely 

 
 
 

 
Mrs S. Norton 
Headteacher 
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Dear Parents/Carers, 
 

Green Attendance Letter  xxx Term 
 
The Government collects data from schools on every child’s attendance three times a year.  The DfE 
expect all schools to set themselves challenging and ambitious objectives to reduce absence.  Our 
school target is 96%.   
 
In line with our school Attendance Policy, this letter is to inform you of «forename»’s attendance so 
far this academic year.  Attendance is categorised into: 
 

 Green (95% or above). Green is satisfactory 

 Amber (between 90% and 94.9%. Amber is a cause for concern 

 Red (less than 90%). Red is unsatisfactory 
 
Since the start of the academic year 2018-2019,«forename» has achieved 
«percentage_attendance»%.  Congratulations!  This is a wonderful achievement!  
 
I would like to take this opportunity to thank you for your support in ensuring «forename»’s regular 
attendance at school.  Research shows that children with good attendance make better progress in 
school. It is difficult for young children to learn when they miss lessons and it can make friendships 
difficult too. 
 
We do recognise that young children do become ill; particularly when they first start school. In some 
cases children suffer from chronic conditions. Please inform us if your child has a medical condition 
that you have been advised will affect their attendance at school. 
 
Remember to phone the school office before 9am to let us know if your child is ill. Please also note, 
the local authority recommends that, unless there is prior agreement or good reason, should a pupil 
arrive more than half an hour late after the registration closes, this should be an unauthorised 
absence (U).  10 unauthorised absences (5 school days) in a 10 week period will result in a referral to 
the Pupil Entitlement: Investigation team who may impose a Fixed Penalty notice fine.  The same 
applies to absence due to holiday for the same period of time. 
 
 
Yours sincerely 

 
 
 

 
Mrs S. Norton 
Headteacher 
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Appendix 2 

Thakeham Primary School  
Request for Absence in School Time 

Pupils are only in school for 190 days each year. 
There are 175 other days for holidays and other activities. 

80% attendance represents 1 day off a week. 

90% attendance represents 1 day off per fortnight.  

All schools are expected to achieve an overall rate of 95% or above 
attendance  Our School target is 96%. 

Guidance: 
 

There is no entitlement to any leave of absence during term time unless there are exceptional and 
compelling circumstances. 

 The application should be made following a meeting with the Headteacher in 
advance and at least five days before the first day of absence if possible. 

 Please use a separate form for each child and each absence. 
 

Parent/Guardian to complete this section: 
Name of child: 

 

Class: 

Is this the first request for absence this  

academic year? 

Yes / No 

 

Do you have a child at another STARS 
school? Yes/No 

School: 

First Day of Absence: Number of school  
days requested: 

 
 Final day of Absence: 

Reason: 
Please give information about your request for absence. 

Signed: Date: 

School Office to complete this section: 
Our School Attendance Target is 96.8% 

Last Academic 
Year 

Attendance 

 

% 

Green  

Amber  

Red 

Green          More than 95%          Satisfactory  

Amber           85% to 95%     Needs 

improvement Current 
Attendance: 

 

% 

Green  

Amber  

Red Red              Less than 85%        Unsatisfactory 

Head Teacher to complete this section: 
Your request is approved and the absence as set out above is authorised. 
 

 

Your request is not approved.  If the pupil is absent as proposed above, it will 

be recorded as unauthorised for the following reason: 
 

 

Signed: Dated: 
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Appendix 3 

 
 

Date 
 

Dear, 
 
 

Request of absence in School Time: 
 
Thank you for your recent application requesting a period of absence in school time for          
……………………………. 
 
As a result of the change in legislation regarding holidays in term time, I am unable to authorise your 
request for this absence.  Therefore, if the holiday takes place as planned and will be equivalent to 10 
school sessions or more, I will have no alternative but to pass the matter to the Pupil Entitlement 
Investigation team, who will issue a Fixed Penalty Notice.  I am enclosing a copy of the guide to Fixed 
Penalty Notices for your information and if you have any questions at all, please do not hesitate to 
contact me. 
 
If…………………………is absent from school between  ………………and  ………., this will be 
recorded as an unauthorised period of absence on his/her school record.  
 
Yours sincerely 
 
 
 
 
Mrs S. Norton 
Headteacher 
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Can I appeal? 
 

There is no statutory right of appeal once a 

Notice has been issued.   

 

Can I be prosecuted if I pay the Fixed 

Penalty Notice? 
 

You cannot be prosecuted for the period of 

absence identified in the Fixed Penalty Notice.  

You may subsequently be prosecuted for 

further periods of unauthorised absence from 

school.   Each case is considered on an 

individual basis. 

 

 

** REMEMBER ** 
 

For absences other than unauthorised holidays 

in term time School staff would much rather 

work with parents/carers to resolve poor 

attendance than resort to enforcement actions 

like Fixed Penalty Notices or Court 

 

 

 

 

 

 

 

 

 

 

 

 

Pupil Entitlement: Investigation 

Fixed Penalty Notice Team 

West Sussex County Council 

2
nd

 Floor Centenary House  

Worthing 

West Sussex 

BN13 2QB 

 

Email: 

 
 FPN.PEI@westsussex.gov.uk 

 

Pupil Entitlement: Investigation  

Advice Line: 

 

03302 228200 

 

 

 

 

 

 

 

 

 

 

 

 

 

A BRIEF GUIDE TO 
 

 

 

 

Sections 444 Education Act 1996 

 

Anti-Social Behaviour Act 2003 

 

Crime and Disorder Act 1998 

 

 

 

This leaflet offers you a brief summary about 

the Fixed Penalty Notice (FPN) scheme and 

what it could mean for you. 
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What is a FPN? 
 

It is a fine given for unauthorised absence 

from school, rather than the matter being 

brought before the courts.  It is issued per 

parent, per child.  Please note only a Head 

Teacher can authorise absence from school.  

 

Who issues them? 
 

In West Sussex the Local Authority issues 

them through the Pupil Entitlement: 

Investigation 

 

When are they used? 
 

When a pupil has a minimum of 10 school 

sessions recorded as unauthorised in a 10 

school week period; a school day is two 

sessions AM and PM. 

 

This includes; any absence marked in the 

register as unauthorised.  

 

Persistent late arrival at school after the 

register has been taken and is recorded as an 

unauthorised absence. 

 

A holiday in term time which has not been 

authorised by the Head Teacher.  The 

Government has directed Head Teachers may 

only grant leave for a holiday in exceptional 

circumstances.   

 
FPNs can also be used during the first 5 days 

of exclusion.  Parents are made aware of the 

consequences by letter when a child is 

excluded from school.   

 

******************* 

 

Please note 
 

If the school refers a period of absence that 

is longer than 15 consecutive school days; 

Pupil Entitlement: Investigation may 

consider a FPN is not appropriate.   

 

In these instances the matter may instead be 

brought directly before the Courts.  

 

How much is the FPN? 
 

The FPN is for £120 and 28 days are given for 

you to settle the Penalty.   

 

If the FPN is paid within the first 21 days the 

amount payable is reduced to £60.   

 

 

 

How do I pay? 
 

The information on how to pay is included on 

the FPN.  Payment cannot be made in part or 

by instalments. 

 

What happens if I don’t pay? 
 

If you don’t pay within the 28 days the 

Authority will consider instigating a 

prosecution in the Magistrates Court for the 

offence of poor school attendance.  If proven 

this could result in a fine of up to £1000 per 

parent per child and/or a parenting order or a 

community service order and also costs. 

 

 


