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1. Rationale 
 

Regular attendance and excellent punctuality are the foundations for academic achievement and 

personal development. They establish a responsible attitude towards the opportunities available at 

school and underpin the basis for the world of work. Attendance and punctuality are strongly linked to 

students’ well-being and safety. Regular attendance demonstrates a commitment to learning and the 

school community please ensure that you and your child/children support our school rules about 

attendance 

 

2. Guiding Principles 

At Digitech Studio School we believe children will only reach their potential by attending 
school every day unless absolutely unavoidable. We operate in line with government 
legislation (2006 Pupil Registration Regulations) and will work in cooperation with parent, 
carers and students to overcome any obstacles to good school attendance. We have a 
whole school ethos that ‘every days counts’. Our overall school attendance target is 96%: 
we aim to be transparent in this policy and in our everyday practice about the responsibility 
every member of the Digitech community holds for making this happen.  

We are committed to ensuring that all students benefit from the opportunities available at 
School. Our expectation is that students arrive on time and attend regularly; we will actively 
promote this ethos throughout the school community and encourage our students to 
achieve this. Where this expectation is not met we will identify and address the barriers that 
prevent this. 

 

3. Responsibilities 
 

The Education Act 1996 states that parents/carers have the primary responsibility for ensuring that 

registered students of school age attend school regularly and punctually and that they receive an 

education suitable for their aptitude and ability. 

 

The school have a legal responsibility for maintaining school registers and taking the register twice a 

day. The school also has a responsibility for reporting absence to the Local Authority. We also have 

safeguarding responsibility and duty of care to all our students.  

 

Student responsibilities – we encourage our students to become independent young people including 

taking responsibility for their attendance and punctuality. 

 

Pupil Registration 

The schools are required to maintain two registers 
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* An attendance register. 

* An admission register (known as the school roll containing a list of all pupils at the school) 

Both registers are legal documents and are completed in line with school policy. 

* Registers must be completed on Sims at the start of every morning and afternoon session as this is 

a legal requirement. 

* Registers must be kept accurately as they are legal document. 

* Supply teachers/other teacher’s in the class should be made aware of, and follow, the same 

procedures. 

* Class teachers take the attendance Register between 8.30am and 8.45am and then every hour for 

each lesson as per the school times of the day with the PM register being recorded during 12pm-

12.15pm 

 

4. Attendance 
 

ü We expect our students to attend school on time every day that the school is open unless 
there is an unavoidable reason for not doing so for example –Illness. 
 

ü We will celebrate and reward students who achieve our expectations of a high level of 
attendance (above 96%) and those who have shown sustained improvement 

 

ü Tutors will share attendance information with students during designated weekly tutor 
periods focusing on the link between attendance and achievement 

 

ü All staff will promote high attendance and punctuality through lessons,assemblies; individual 
meetings with students; groups of students, always reinforcing the link between attendance 
and achievement 

 

ü The school will communicate attendance matter to parents via text; telephone; email; letter 
and through the school website and on school reports. 
 

5. Absence from school 

There are only two categories of absence from school: 

  Authorised – approved 

  Unauthorised – not approved 

Only the Principal (or their delegate) can approve an absence from school. That is the law. 
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Absence will be recorded using the code recommended by the Department for Education Guidance on 

School Attendance. 

Attendance coding: 
Authorised absence - the only reasons for absence that may be considered authorised are:  

●  Illness (I) 

●  Approved sporting activity (P) 

●  Medical/dental appointment (M) 

●  Attending an interview (J) 

●  Religious observance (R) 

●  Study Leave (S) 

●  Educated off site (B) 

●  Educational visit (V) 

●  Exclusion (E) 

●  Work experience (W) 

●  Traveller absence (T) 

The Principal may, in exceptional circumstances use:  

● Other authorised circumstances (C)  

Unauthorised absence - when a student is absent without prior authorisation and there is 
no justifiable reason for absence, the absence is classed unauthorised.  

●  Absent from school without authorisation (O)  

●  Unauthorised family holiday (G)  

●  Arrived at school after registration closed (U)  

Authorised (approved) absence – types of authorised absence that may be approved:- 

¶ Leave of absence - for bereavement, funeral, wedding 
 

¶ Medical absence for appointments – at Hospital or Orthodontic appointments. (Non urgent, 
routine check-up appointments should be made for after 15.30hrs or during the school 
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holidays.) Students are expected to be absent for the minimal amount of time and not absent 
for the whole day. 

 

¶ Illness 
 

¶ Religious observance 
 

¶ If a student is excluded from school for a behaviour related incident, this is an authorised 
absence. 

 

Unauthorised (not approved) absence – types of absence that will not be approved 

 

¶ Absence due to birthday, shopping for uniform, looking after family members. 
 

¶ Holiday in term time unless there are exceptional circumstances agreed to by the Principal – 
in line with changes to the law implemented in 2013. 

 

¶ Late arrival to school after the register has closed has to be recorded as an unauthorised 
absence. 

 

All absence – authorised and unauthorised – will be analysed and subject to challenge to ensure that 

any concern regarding frequency, pattern or validity is acted upon swiftly. 

Parents/Carers are expected to contact the school on the first day of absence and each day thereafter 

informing the school of the reason for absence and the expected date of return to school. 

5. How our policy works in practice 

 

Punctuality 

¶ Students who arrive late to registration (8.40-9.00am) are recorded as L (late before 
registration closes.) If a student is recorded as L, they will be issued with a detention. 
Frequent late arrival will be challenged and letters sent to parents. Persistent late arrival will 
result in parents and students being asked to attend a meeting with the Deputy Principal and 
Educational Welfare officer. 

¶ If a student arrives after the register has closed (after 9am), this is recorded as U 
(unauthorised late arrival.) Eight unauthorised sessions over a 10 week period can result in a 
Penalty Notice being issued by the Local Authority.  

¶ We operate a late arrivals/check in desk at Reception. Students will be challenged about the 
reason for their late arrival, this is followed up with a daily telephone call to parents whenever 
possible. 

 

Medical appointments 
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¶ We monitor the amount of lessons missed due to medical appointments carefully. 

¶ We acknowledge that hospital and specialist clinic appointments, including orthodontic and 
on-going dental treatment may require a student having time out of school. Our expectation 
is that the minimum amount of learning is lost. We will seek an explanation from students and 
parents where a whole day is missed for this reason. Proof of unavoidable medical 
appointments in school time must be provided for the school. 

¶ Routine, non-urgent appointments must be made after 15.30hrs and during the 12 week 
school holiday.  

 

Illness 

¶ Students are likely to experience bouts of illness from time to time. Some students will be 
managing chronic or more serious medical conditions that impact on their attendance. We 
will support students in these circumstances to ensure they do not miss out on their 
education. 

¶ When a student is identified as having frequent absence for reasons of minor illness, a 
meeting will be arranged to discuss this with the EWO, Deputy Principal or delegate. 

 

Holiday absence in term time 

¶ If a parent feels there are exceptional circumstances that support a request for leave of 
absence in term time; they must put the request in writing to the Principal. 

¶ Each case will be considered individually and the decision communicated to the parents. 
Governors have adopted a zero tolerance to absence in term time for holidays and agreed 
that where parents ignore the policy, cases will be referred to the Local Authority for the 
issuing of a Penalty Notice (fine.) 
 

Children missing education 

¶ We have a duty to inform the Local Authority of any student who is on the school roll, not in 
attendance and whose whereabouts we have not been able to establish. We do this through 
completing a Pupil Tracking Form. This particularly applies to students who move to another 
authority or country but are not yet in education. 

 

Home education 

¶ Parents have a right to educate their children other than at school. If a parent wishes to 
withdraw their child from school to pursue this option, this decision must be put in writing 
to the Principal. The school will then complete a form with the students’ details and send to 
the Local Authority. 

 

5. Procedure 
 

Concerns about absence from school and the likely impact on a students’ progress will be 

communicated to both students and parents through our attendance procedures. Please see 

Appendix I. 
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Daily 

 

V Attendance Officer/Admin Team collates messages left by parents/carers regarding absence 
and enters correct code in register 

V Teachers take attendance register and enters present or absent code 
V Class teacher takes register in every lesson 
V Attendance Officer/Admin Team enters late arrival marks in register 
V Attendance Officer/Admin Team checks student name against the registration for P1 for any 

outstanding absentees 
V Attendance Office/Admin Team informs parent/carer that student has not arrived at school 
V Attendance Officer/Admin Team updates registers 

 

Weekly 

 

V Tutor shows attendance of whole Tutor Group and discusses attendance issues with students 
during designated tutor time particularly below 95% and broken weeks 

V Attendance for all students is monitored by Deputy Principal and Head of Key Stage. Particular 
focus on those students below 95%, those students who have a high number of broken weeks 
and students who are identified as being part of a vulnerable group 

V Attendance data shared with attendance team 
 

Fortnightly 

 

V Meetings between Deputy Principal and the EWO and admin team regarding interventions 
with students below 95%, with high number of broken weeks and particular groups of 
students where no improvement is shown. School Attendance Meetings are set up with 
students, parents and the EWO. 

 
Termly 

 

V Standard letter 1 to parents/carers of students with below 96% 
V Standard letter 2 to parents/carers with students below 94%  
V Standard letter 1 to parents/carers of students with more than 2 broken weeks in a year 
V Standard letter 2 to parents/carers with more than 4 broken weeks.  
V Standard letter 1 to parents of students with 8 or more late arrivals 
V School attendance meetings with parents as agreed 
V Report for Governing Body and Senior Leadership Team 

 

School Attendance Meetings with parents follow a staged process with the aim being to investigate 

the reasons for low level of attendance and to look at what is needed to secure and sustain an 

improvement. Formal procedures are implemented when this intervention does not bring about 

change. Please see Appendix I 
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Formal guidance informing this policy 

 

× Education Act 1996 which states if any child of compulsory school age who is a registered 
pupil at school fails to attend regularly at the school, his/her parent is guilty of an offence. 

 

× Pupil Regulations 2006 amended April 2013 
 

× Parental responsibility measures – regarding Penalty Notices (Fines) 
 

× Working Together to Safeguard Children DFE 2013 – keeping children safe. 
 

× Educating Children with Health Needs – DFE Jan 2013 – Ensuring children with health needs 
do not miss out 

 

× Supporting pupils at school with medical conditions – June 2014 
 

× Children missing education – children who are not on roll of school 
 

× School Attendance – DFE November 2013 
 

× Parental Responsibility Measure - Nov 2013 
 

× South Glos Council/Bristol City Council local code of conduct with regards to issuing of Penalty 
Notices 

 

× www.southglos.gov.uk 
 

× www.bristol.gov.uk 
 

 
 

 
 
 

 

 

 

http://www.southglos.gov.uk/
http://www.bristol.gov.uk/
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APPENDIX I 

 

School Attendance Meeting 

 

For attendance concerns below 95%, high number of broken weeks, absence each term, frequent 

minor medical absence and persistent late arrival. 

 

  

 

Review after 4 weeks 

       ô 

Situation resolved – Attendance has increased 

       ô 

Monitoring as part of school procedure 

Attendance below 95% warning letter 1 to parents/carers 

Situation not resolved – no change in attendance/attendance has decreased 

   ô 

Parenting Contact for Attendance meeting – (SAM meeting – letter 2) 

   ô 

(Formal meeting - parents/carers made aware in writing and verbally of the legal requirements 

regarding school attendance) 

   ô 

Review after 4/6 weeks 

   ô 
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Parenting Contract for Attendance Review Meeting 

                   ô 

 

 

Situation resolved 

Attendance has increased 

            ô 

Monitoring as part of school procedure 

Some absence but a general improvement 

            ô 

Second review 

Situation not resolved no change in attendance/has decreased 

 

Penalty Notice       Referral to Local Authority for prosecution 

 

ASAP Flow-Chart of Actions 

 

LETTER 1 
AMBER 

Attendance and /or punctuality is a cause for concern 

 

 

 

LETTER 2 
AMBER 

No improvement after 4 weeks – invite both Parents/Carers (P/C) to  
Pre-SAF/School Attendance Meeting (SAM) 

 

 

 

 
 
 
 

During the School 
Attendance Meeting 

(SAM) 

If appropriate: 
 
Medical Letter/Medical Action Plan completed and Medical Consent 
form signed by Parent/Carers. 

 
4 School weeks from date of SAM review of attendance and/or 
punctuality to take place. 
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If either Parent or Carers FAILS to attend Education Welfare Officer 
meeting the EWO will take the Attendance Action Plan to the home of 
the student 

 

 

 

EITHER 

LETTER 3 
GREEN 

 
If attendance and/or punctuality has improved 

since SAM 

LETTER 4 
AMBER 

 
No improvement since SAM. 

Parents/Carers invited to a review meeting. 
At this meeting 95% + attendance target set 

for next 4 school weeks. 

 

 

 

School invite Parent/Carers to Attendance Panel Meeting 

LETTER 5 
RED 

School invite Parents/Carers to Attendance Panel Meeting - 6 school 
weeks given to improve attendance and/or punctuality 

 
 
 
 

LETTER 6 
RED 

School send Attendance Panel Review meeting invitation letter to 
Parents/Carers and invite Local Authority representative if attendance 
continues to be a cause for concern 

 

 

 

REVIEW MEETING TAKES PLACE 

 

 

 

EITHER 

Improvement in attendance and/or 
punctuality since Review Meeting. 

 
Further review meeting maybe set 

or 

No improvement in attendance and/or 
punctuality since last review meeting 
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School continues to monitor – if Improvement 
to attendance and/or punctuality is not 

sustained 
 
 

PROSECUTION 

 

 

 

School to produce Court Report for Local Authority 
Local Authority/School may consider prosecution 

  



13 
 

 

 

Date:  

Address: 

 

Dear 

 

Re: School Attendance 

 

I am writing to inform you that………………..attendance is % which is below the school’s attendance of………..%    

We hope that you can support the school to improve………………..attendance as Government statistics show 

that good attendance improves levels of attainment and achievement in school.  

If you have any concerns regarding your child's attendance, then please do not hesitate to contact me.  

We will monitor………………..attendance for the next 4 weeks. If there is insufficient improvement, this could 

lead to you being invited to a Pre-SAF School Attendance Support Meeting with myself and our Education 

Welfare Officer. 

Yours sincerely  

 

 

 

Headteacher  

  

Appendix 1 
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Date:  
Address: 
 
Dear 
 
Re: School Attendance 
 
I wrote to you recently regarding ………………..'s attendance. I notice from our records that his / her attendance 
is………………..% which is very low. 
 
I have therefore arranged a Pre-SAF School Attendance Support Meeting with the Schools Education Welfare 
Officer, to discuss ………………..'s attendance and to plan for ways to improve it. The meeting will take place on 
………………..at the school and will last about thirty minutes. It is very important that you try to attend this 
meeting; however the meeting will still go ahead if you do not attend and I will then write to you regarding the 
outcome of the meeting.  
 
At the meeting, we will discuss ………………..'s attendance record and look for ways to improve it.   
 
Targets will then be set for the coming weeks.  
 
Please note even though this is a formal meeting, its purpose is to support you in helping to improve 
………………..'s attendance. These meetings have proved to be very successful in the past and I therefore hope 
that you will be able to attend.  
 
If you wish to discuss any of the above, please feel free to contact me. I would appreciate it if you could 
complete the slip below to indicate whether or not you will be able to attend the meeting. 
Please note the meeting will go ahead in your absence and targets will be set.  
Yours sincerely  
 
 
 
Headteacher 
 

 
  

Appendix 2 
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Pre-SAF/Attendance Support Meeting 

Please be aware this constitutes as a home/school contract 

 
Key issues / reasons given for absence 

Health / Medical   
 

YES NO 
 

Bullying 
 

YES NO 
 

Transport 
  

YES NO 
 

Family Circumstances  
 

YES NO 
 

Other 
 

YES NO 
 

Contacts for Future Action 

School Nurse  
 

YES NO 
 

Mentoring 
  

YES NO 
 

Other  
 

YES NO 
 

Has the school 
considered a full SAF?  
If NO, why not?  

YES NO 
 

Medical Referral 
Required + Plan  
*If Yes no further action 
for SAMs Review Date  

YES NO 

 

Review Date: 
 

 

Name of Student Class Date of Birth Attendance % Unauthorised % 

     

Broken Weeks Amount of lessons missed 

  

1. Name of Parent/Carer Address: 
 

 Postcode: 

2. Name of Parent/Carer Address: 
 

 Postcode: 

Current Home Situation:  

Appendix 3 
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Action Plan 

Outcome of Key Issues Responsibility  
 
Parent/Carer attended                   YES/NO 
Apologies Sent                                 YES/NO 
 
*If Parent/Carer does not attend / no apologies EWO to 
arrange home visit 
 
Has Parent/Carer had previous involvement from outside 
agencies i.e. Social Care / Barnardo’s etc  
 
Vulnerable Groups: 
E A L (English Additional Language) Ethnicity 
Free School Meals/Pupil Premium 
(SEN & D) 
CIC (Children in Care) 
Any other identified Groups 

 
 
 
 
YES / NO (reason if no) 
 
 
YES / NO 
 
 
 
YES / NO 
YES / NO 
YES / NO 
YES / NO 
 

 
Action Plan: 
 

 
Will Parent/Carer consider FISS intervention 
 
The named student will have their attendance monitored very 
thoroughly over the next 4 WEEKS 
The meeting will go ahead if the parent/carer is not in attendance 
 

¶ School will not authorise any future absence without 
medical evidence i.e. appointment cards 

¶ Attendance should be over 95% over the next 4 academic 
weeks 

¶ If not over 95% then we will request the Local Authority 
to consider the legal process 

 
YES / NO  

Action Plan agreed by:  
Parent(s) / Carer(s) -   
Headteacher / Deputy Head -   
Education Welfare Officer -   
Other Professional -   
Date of Meeting:  

Appendix 4 
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Date:  

Address:  

 

Dear  

Re: Pupils Name  

Further to the Pre-SAF School Attendance Support Meeting which you were unable to attend, as the Education 

Welfare Officer who is responsible for monitoring schools attendance I will visit you at your home on.  

Date:  

Time:  

To discuss the action plan that was implemented in your absence.  

If for any reason you are unable to make this appointment please contact the school office. 

 

Yours sincerely  

 

Headteacher 

 

 

 

 

 

  

Appendix 5 
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Date:  

Address:  

 

Dear  

 

Re: (Pupil name) Improvement in Attendance 

 
Following the Pre-SAF/School Attendance Support Meeting on……………….. I am very pleased to see that there 
has been a significant improvement in ………………..  attendance; since the meeting their attendance 
is now………………..% 
 
 ………………..attendance will continue to be monitored by the school over the coming weeks but I trust that this 
improvement will be sustained.  However, if (his/her) attendance deteriorates, you may be invited to attend a 
formal Attendance Panel Meeting at which your legal responsibility will be explained to you. 
 
If you have any other concerns regarding your child's education, please do not hesitate to contact the school. 
 
Yours sincerely 
 
 
Headteacher 

  

Appendix 6 
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Date:  
Address: 
 
Dear 
 
Re: School Attendance Review Meeting 
 
Further to the school attendance meeting dated................. as there has only been a slight improvement I am 
inviting you to a Pre-SAF/School Attendance Review Meeting. 
 
I have therefore arranged a Pre-SAF/School Attendance Review Meeting with the School Education Welfare 
Officer, to discuss ………………..'s attendance and plan for ways to improve it. The meeting will take place on 
………………..at the school and will last about 30 minutes. It is very important that you try to attend this meeting. 
 
This meeting is due to the previous set targets not being met. 
 
Please note that this is an informal meeting and its purpose is to support you in helping to improve 
………………..'s attendance. These meetings have proved to be very successful in the past and I therefore hope 
that you will be able to attend.  
 
If you wish to discuss any of the above, please feel free to contact me. I would appreciate it if you could 
complete the slip below to indicate whether or not you will be able to attend the meeting. 
Please note the meeting will go ahead in your absence and targets will be set. The Education Welfare Officer 
will inform you of the date and time of a home visit, where the Action Plan will be discussed with yourself.  
 
Yours sincerely  
 
Headteacher 
 
 
 

 

Name of Pupil:       Class:  
 
 
(Please delete as appropriate)  
I will / will not be able to attend the arranged Pre-SAF School Attendance Review Meeting at the School. 
 
 
Signed:         Date: 

 

Appendix 7 
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Pre-SAF/Attendance Review Meeting 

Please be aware this constitutes as a home/school contract 

Key issues / reasons given for absence 
 

Health / Medical   
 

YES NO 
 

Bullying 
 

YES NO 
 

Transport 
  

YES NO 
 

Family Circumstances  
 

YES NO 
 

Other 
 

YES NO 
 

Contacts for Future Action 
 

School Nurse  
 

YES NO 
 

Mentoring 
  

YES NO 
 

Other  
 

YES NO 
 

Has the school 
considered a full SAF?  
If NO, why not?  

YES NO 
 

Medical Referral 
Required + Plan  
*If Yes no further action 
for SAMs Review Date  

YES NO 

 

Review Date:  

Name of Student Class Date of Birth Attendance % Unauthorised % 

     

Broken Weeks Amount of lessons missed 

  

1. Name of Parent/Carer Address: 
 

 Postcode: 

2. Name of Parent/Carer Address: 
 

 Postcode: 

Current Home Situation:  

Appendix 8 
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Action Plan 

Outcome of Key Issues Responsibility  
 
Parent/Carer attended                   YES/NO 
Apologies Sent                                 YES/NO 
 
*If Parent/Carer does not attend / no apologies EWO to 
arrange home visit 
 
Has Parent/Carer had previous involvement from outside 
agencies i.e. Social Care / Barnardo’s etc  
 
Vulnerable Groups: 
E A L (English Additional Language) Ethnicity 
Free School Meals/Pupil Premium 
(SEN & D) 
CIC (Children in Care) 
Any other identified Groups 

 
 
 
 
YES / NO (reason if no) 
 
 
YES / NO 
 
 
 
YES / NO 
YES / NO 
YES / NO 
YES / NO 
 

 
Action Plan: 

 
Will Parent/Carer consider FISS intervention 
 
The named student will have their attendance monitored very 
thoroughly over the next 4 WEEKS 
The meeting will go ahead if the parent/carer is not in attendance 
 

¶ School will not authorise any future absence without 
medical evidence i.e. appointment cards 

¶ Attendance should be over 95% over the next 4 academic 
weeks 

¶ If not over 95% then we will request the Local Authority 
to consider the legal process 

 
YES / NO  

Action Plan agreed by:  
Parent(s) / Carer(s) -   
Headteacher / Deputy Head -   
Education Welfare Officer -   
Other Professional -   
Date of Meeting:  

Appendix 9 
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Date:  
Address: 
 
Dear 
 
Re: Medical Action Plan Meeting 
 
Dear Parent/Carer,  
 
………………..'s attendance is at the present time ....% which is of concern. 
 
I have therefore arranged a Medical Action Plan Meeting with the School Education Welfare Officer, to discuss 
………………..'s medical issue and a positive way forward.  The meeting will take place on ………………..at the 
school and will last about 30 minutes. It is very important that you try to attend this meeting. 
 
Attendance targets will then be set for the forthcoming weeks.  
 
Please note that this is an informal meeting and its purpose is to support you in helping to improve 
………………..'s attendance. These meetings have proved to be very successful in the past and I therefore hope 
that you will be able to attend.  
 
If you wish to discuss any of the above, please feel free to contact me. I would appreciate it if you could 
complete the slip below to indicate whether or not you will be able to attend the meeting. 
Please note the meeting will go ahead in your absence and targets will be set.  
Yours sincerely  
 
Headteacher 
 
 
 
 

 

 

 
Name of Pupil:       Class:  
 
 
(Please delete as appropriate)  
I will / will not be able to attend the arranged Medical Action Plan Meeting at the School. 
 
 
Signed:         Date: 

Appendix 10 
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Medical Action Plan 

 

STUDENT NAME DATE OF BIRTH YEAR GROUP TEACHER NAME 

 
 

   

Is this pupil looked after:    Y / N 
 

SEN Level: Action Plan Chair/Co-ordinator: 

Attendance level: 
 

No of broken weeks: No. of continuous days absent: 

People invited to 
attend 

Name: Signature: Date of Medical Action 
Plan 

 

Pupil   GP Consent gained? 
 
Consent form completed 

Y / N 

Parent / Carer   Y / N  
Date: 

School Staff   Decision made to authorise 
absence? 

Y / N  
Date: 

School Governor   

Education Welfare 
Officer 

  Name of person Authorising  

School Nurse   Date of Review  

Other Agencies    
 

 

 

Medical Issues Medical Evidence provided by  Date & Type of evidence 

 
 

  

 
 

  

 
 

  

 

Identified Difficulties Intervention Required Provided by / Date 

 
 

  

 
 

  

 
 

  

Target Attendance Level 
 

Appendix 11 
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Medical Consent Form  

Parent's Name :  
 

 

Parent's Address:  
 

 
 
 
 
 
 
 

Child's Name:  
 

 

Child's DOB:   
 

 

Child's Address (if different above) 
 

 
 
 
 
 
 
 

Doctor's Name:  
 

 

Doctor's Surgery Address:  
 

 
 
 
 
 
 
 

 

I understand that by signing this form I grant permission for a representative of the school to seek medical 

information regarding the named child in relation to his or her attendance at school or otherwise.  

 

 

Parent's Signature: ……………………………………………………………………………………………………..    

 

Date of Signature: ………………………………………………………………………………………….…………..    

Appendix 12 
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Dear Dr (Insert Name) 
 
Reference: (Child’s name and date of birth) 
 
l have been informed that you are the family doctor of the child named above. Monitoring of our 
School’s attendance records has revealed that (Child’s name) currently has a high level of absence 
which has been ascribed to sickness.  His/Her current percentage attendance is recorded as (Insert 
percentage) whilst most children in his/her year group are achieving the level of (Insert percentage). 
In real terms, this means he/she has already missed (Insert number of days) of his/her education 
this year due to illness. 
 
I am sharing these facts with you as recommended by the ‘Every Child Matters’ initiative so that 
you can consider this data with other information you have in relation to this child’s needs should 
they visit you again in the near future. If you have time, I would be grateful if you could complete 
and return the cut off slip below for our records; l have enclose a stamped addressed envelope for 
this purpose. Please find enclosed the consent form signed by the parent and a copy of the 
attendance print out in case you require a more detailed breakdown. 
 
The school is not able to meet any costs resulting from the provision of this information. 
 
Yours sincerely 
  
Headteacher 
 
………………………………………………………………………………………………………………………………………………………………………...... 
 
Reference: (Insert Child’s name and date of birth) 
 

1. This level of absence is what l would expect from a child suffering from the long term 
sickness issues diagnosed in this child. 

 
2. Our records show this child has contracted a variety of illnesses this year: 

a) We intend to monitor further sickness. 
b) This is not a pattern l expect to continue in the future. 

 
3. The child has been seen at this surgery on the following dates over the past 12 months  

(or total number of visits) 
 

4.  
 

 
 
 
Signed: ………………………………………………………………………………   Date: ………………………………………………..  
 
 

Please tick the box you feel best reflects the circumstances 

Appendix 13 
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Date:  

Address:  

Dear  

Pupil:  

 

Re: Attendance Panel Meeting 

Further to the Pre-SAF School Attendance Support Meeting held on ………………..     I am disappointed to see 

that there has been no improvement in your child's attendance, there have been a further ………………..   

sessions of absence (see the attached certificate).  

It is an offence (contrary to section 444 of the Education Act 1996) for a parent to fail to ensure their child's 

full time education — the maximum penalty may be up to £2,500 per parent and/or 3 months in prison.  I have 

requested a formal Attendance Panel Meeting to support you in ensuring that you meet your legal 

responsibility.  

 

Date: 

Time: 

 

I urge you to attend this very important meeting as failure to do so may result in action being agreed without 

your consent. If you are unable to attend the appointment, please contact the school upon receipt of this 

letter.  

 

Yours sincerely  

 

Headteacher  

  

Appendix 14 
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Attendance Panel Meeting 

 

School: 
 

Date: 

Pupil Name: 
 

D.O.B: Year Group: 

Address: 
Postcode: 

 
Parent(s) name: Attended Address (if different to above) 

1 
 

YES 1 

NO 

2 
 

YES 2 

NO 

 
Names of others invited to meeting: Attended  

 YES NO 

 YES NO 

 
Current    U/A   % at previous 
Attendance %   %   meeting 
  

 

It is an offence under Section 444 of the Education Act 1996 for a parent to fail to ensure his/her child attends 
school regularly.  No offence is committed if the parent proves any of the following:  

1. that the pupil was ill or prevented from attending by any unavoidable cause  
2. that the pupil's absence was authorised by the school  
3. the absence was on a day of religious observance of the parent  
4. the local authority's policy to provide transport applies to the child but that transport was 

not provided  

 
Does any of the above apply? If so please comment:  
 

Reasons given by parent for child's absence:  

¶ Health 

¶ Bullying 

¶ Transport 

¶ Family Circumstances 

¶ Curriculum Issues 

YES / NO 
YES / NO 
YES / NO 
YES / NO 
YES / NO 

¶ Would the parent find it helpful at attend 
parenting support sessions 

YES / NO 
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Attendance Panel Meeting 

 

Parent / Carer – Pupil Targets/Action Agreed: 
 
 
 
 
 
 
 
 
 
Will Parent/Carer consider FISS intervention 
 
The named student will have their attendance monitored very thoroughly over the next 4 WEEKS 
The meeting will go ahead if the parent/carer is not in attendance 
 

¶ School will not authorise any future absence without medical evidence i.e. appointment cards 

¶ Attendance should be over 95% over the next 4 academic weeks 
 
If not over 95% then we will request the Local Authority to consider the legal process 

School/EWS Agreed Action 
 
 

Signature — School: 
 
 

Signature - Parent/Pupil: 
 
 

Signature — EWO: 
 
 

Signature – Other Agencies:  
 
 

Review date and time set: 
 
 

Date:  

NB: EWO representative must advise parent of seriousness of legal processes, possible outcome and that 

other agencies may be informed (i.e Social Care), also that the parent may have legal representation at the 

review meeting.  
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Date:  

Address:  

 

Dear  

Re: Pupils Name  

Further to the Attendance Panel Meeting which you were unable to attend, as the Education Welfare Officer 

who is responsible for monitoring schools attendance I will visit you at your home on.  

Date:  

Time:  

To discuss the action plan that was implemented in your absence.  

If for any reason you are unable to make this appointment please contact the school office. 

 

Yours sincerely  

 

Headteacher 
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Date:  

Address:  

Dear  

Pupil:  

 

Re: Attendance Panel Review Meeting 

Further to the Attendance Panel Meeting held on ………………..     I am disappointed to see that there has been 

no improvement in your child's attendance, there have been a further ………………..   sessions of absence (see 

the attached certificate).  

It is an offence (contrary to section 444 of the Education Act 1996) for a parent to fail to ensure their child's 

full time education — the maximum penalty may be up to £2,500 per parent and/or 3 months in prison.  I have 

requested a formal Attendance Panel Review Meeting to support you in ensuring that you meet your legal 

responsibility.  

 

Date: 

Time: 

 

I urge you to attend this very important meeting as failure to do so may result in action being agreed without 

your consent. If you are unable to attend the appointment, please contact the school upon receipt of this 

letter.  

 

Yours sincerely  

 

Headteacher  
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Attendance Panel Review Meeting 

 

School: 
 

Date: 

Pupil Name: 
 

D.O.B: Year Group: 

Address: 
Postcode: 

 
Parent(s) name: Attended Address (if different to above) 

1 
 

YES 1 

NO 

2 
 

YES 2 

NO 

 
Names of others invited to meeting: Attended  

 YES NO 

 YES NO 

 
Current    U/A   % at previous 
Attendance %   %   meeting 
  

 

It is an offence under Section 444 of the Education Act 1996 for a parent to fail to ensure his/her child attends 
school regularly.  No offence is committed if the parent proves any of the following:  

5. that the pupil was ill or prevented from attending by any unavoidable cause  
6. that the pupil's absence was authorised by the school  
7. the absence was on a day of religious observance of the parent  
8. the local authority's policy to provide transport applies to the child but that transport was 

not provided  

 
Does any of the above apply? If so please comment:  
 

Reasons given by parent for child's absence:  

¶ Health 

¶ Bullying 

¶ Transport 

¶ Family Circumstances 

¶ Curriculum Issues 

YES / NO 
YES / NO 
YES / NO 
YES / NO 
YES / NO 

¶ Would the parent find it helpful at attend 
parenting support sessions 

YES / NO 
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Attendance Panel Review Meeting 

 

Parent / Carer – Pupil Targets/Action Agreed: 
 
 
 
 
 
 
 
 
 
Will Parent/Carer consider FISS intervention 
 
The named student will have their attendance monitored very thoroughly over the next 4 WEEKS 
The meeting will go ahead if the parent/carer is not in attendance 
 

¶ School will not authorise any future absence without medical evidence i.e. appointment cards 

¶ Attendance should be over 95% over the next 4 academic weeks 
 
If not over 95% then we will request the Local Authority to consider the legal process 

School/EWS Agreed Action 
 
 

Signature — School: 
 
 

Signature - Parent/Pupil: 
 
 

Signature — EWO: 
 
 

Signature – Other Agencies:  
 
 

Review date and time set: 
 
 

Date: 

NB: EWO representative must advise parent of seriousness of legal processes, possible outcome and that 

other agencies may be informed (i.e Social Care), also that the parent may have legal representation at the 

review meeting.   
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Date:  

Address:  

Dear  

Pupil:  

 

Re: Leave of Absence Request 

Thank you for your letter requesting leave of absence for your child………………….……….. 

Due to Amendments to the 2006 regulations references to family holiday and extended leave as well as the 

statutory threshold of 10 school days.  The amendments make clear that Headteachers may not grant any 

leave of absence during term time unless there are exceptional circumstances.  Headteachers should 

determine the number of school days a child can be away from school if the leave of absence is granted.  

Other absence from school will be considered on an individual basis and a decision will be made to authorise 

or un-authorise the absence.  

In accordance with the Anti-Social Behaviour Act 2003 we will instruct the council to issue a penalty notice if 

this leave is taken.  I am enclosing a leaflet which outlines the procedure which may follow. 

 

Yours sincerely  

 

 

Headteacher  

 

  

Appendix 21 



34 
 

 

 

 

 

Date:  

Address:  

Dear  

Pupil:  

 

Re: Leave of Absence Request 

Thank you for your letter regarding your intention to take………………..out of school for………………..days. As you 

know from previous correspondence no holidays will be authorised.  

However it is noted that………………..'s current attendance is (excellent/very good/good) and also because it is 

less than the 10 sessions, on this occasion you will not be fined, but any further holidays of this duration will 

incur a fixed penalty fine.  

I would also urge you to consider the negative effect such an absence from school may have on………………..'s 

education and long term prospects.  

I enclose a leaflet explaining the local authority's policy on fixed penalty fines.  

 

Yours sincerely  

 

 

 

Headteacher 
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Date:  

Address:  

Dear  

Pupil:  

 

Re: Broken Weeks 

PARENTS: Your responsibility is to ensure your child(ren) attend school regularly.  

SCHOOL: As you may be aware we are responsible by law for reporting attendance to the LEA.  The LEA 

employs Education Welfare Officers to monitor school attendance and to help parents meet their 

responsibility.  

BROKEN WEEKS: The purpose of this letter is to raise Parent awareness on this issue. During the period 

(month) 2015 to the end of (month) 2015, your child, ………………..has had………………..broken weeks. This means 

that he / she has missed some part of the curriculum taught in those weeks.  

For example: A Friday and Monday absence will mean your child could miss the end of one unit of work, and 

the start of the next unit of work taught the second week. I am sure you will agree this is most disruptive to 

the child's learning. How can we expect a child to feel confident in the area taught if they have missed even 

the smallest part of it?  

I enclose a registration certificate for your information.  

I hope you find this information useful and feel able to support us in our attempts to provide the best possible 

education for your child. If you would like to discuss the issues raised by this letter please do make 

arrangements to see me.  

 

Yours sincerely  

 

 

Headteacher  
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Date:  
 
Address:  
 
Dear  
 
Pupil:  
 
Re: Third Party Agency Information Consent Form  
 
I, NAME OF PARENT/CARER authorise Digitech Studio School, Tower Road, North Warmley, Bristol, BS30 8XQ 
to obtain personal information from the third party as indicated below. 
 

Parent / Carer Name:  
 

Parent / Carer Address:  
 
 
 
 

Professional Organisation 
Contact Name: 

 
 

Professional Organisation  
Contact Address: 
 

 
 
 
 
 

 
I understand that by signing this form I grant permission for a representative of the school to seek information 
regarding NAME OF PARENT/CARER in relation to their current circumstances with regards to _____________ 
 
 
Parent/Carer Print Name:_______________________________________________ 
 
Parent/Carer Signature: ________________________________________________ 
 
Date of Signature: ________ /________ /________ 
 
 
 
Yours Sincerely 
 
Headteacher 
 

Appendix 24 



37 
 

 

 

 

HOME VISITS FORM 

 
Name of Pupil: …………………………..……………….   Date of Visit: .……………………………………….……. 
 
Home Address: ………..………………………..……….   Home/Mobile No: ……..................………………. 
……………………………………………………………………    
……………………………………………………………………  
 
EWO Print Name: ......................………………….  EWO Signature: ......................……………………. 
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GENERAL NOTES 

 
 
Name of Pupil: …………………………..……………….   Date of Visit: .……………………………………….……. 
 
 
 
EWO Print Name: ......................………………….  EWO Signature: ......................……………………. 
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Name of Pupil: ………………………………..……….…….. Attendance Report for Term: ………………………….…….. 

Name of School: ………………………………..……….…… Start Date of Term: ………………………………..……….…….. 

Year/Class: ………………………………..……….…………… End Date of Term: ………………………….……………………… 

 
Good attendance is, as you know, essential to make the most of your child’s time in school.  As part of the 

Government’s drive to improve school attendance our Education Welfare Officer has asked schools to write to 

parents of children, whose attendance falls below 90%, but I have decided to write to the parents of every 

child in the school to let you know your child’s current level of attendance.  Our overall school attendance 

target for 2015/16 is 00.0%, so you will appreciate why we are very concerned with any child’s attendance 

that drops below 90%. 

 
I am sure that you are as anxious as we are to ensure that your child does not miss out on their education.  The 

Education Act 1996 clearly states, “It is the responsibility of the parent/carer to ensure the regular attendance 

and punctuality of their child”.  Attendance at …………………… School is currently very good (00.0% at the end of 

Term?), but it is extremely important that this is sustained during the remainder of the academic year. 

 
Below is a table which shows your child’s attendance to the nearest tenth of a percent up to the end of Term?.  

I will send out further letters at the start of Term?, Term? And Term?, with each new figure being cumulative.  

 95.0% - 100% This is extremely good and you just need to encourage your 
child to keep up this level of attendance. 
 

 90.0% - 94.9% This level of attendance begins to give cause for concern.  Your 
child will be missing work and may begin to fall behind. 
 

 85.0% - 89.0% This is equivalent to at least a half a day absence per week and 
causes real disruption to your child’s learning.  Their friendships 
may also suffer.  It is vital that your child’s attendance now 
improves and does not drop below 85%   

 Below 85.0% This is equivalent to more than a half day absence per week.  
Your child will be seriously falling behind in their work.   
Unless we see significant improvement over the next four  
weeks, this level of absence will lead to a meeting with our 
Education Welfare Officer and may result in legal  
proceedings If there are not valid reasons for your child’s  
absence verified by a doctor.   

Yours sincerely  
 
Headteacher 
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SUMMARY FORM FOR ATTENDANCE PANEL REVIEW 
 

Name of Child:  

D.O.B: 

Name of School: 

Year Group: 

 

Parent/Carer Name 

& Address 

 

Date of SAM  Attendance % 

Did Parents/Carers 

Attend? 

 

YES: *                                            NO: * 

 

Parent/Carer Name 

& Address 

 

Date of A.P  Attendance % 

Did Parents/Carers 

Attend? 

 

YES: *                                           NO: * 

 

Previous Legal 

Action 
YES: *                                            Date 

NO: *                                             

 
Summary Notes 

 

Dates of Home visit:                                                         Parent Home:        YES:*                          NO:* 

Dates of Home visit:                                                         Parent Home:        YES:*                          NO:* 

Dates of Home visit:                                                         Parent Home:        YES:*                          NO:* 

Case Summary 
 

 

 

 

 

 

 

 

 

 

 

 

 

Current Attendance:                  %   SAF:  YES: *                           NO: * 

Print Name:       Date:  

Signature: 
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Regular and punctual attendance is vitally important in raising achievement and developing the potential of 
our pupils.  Home and school must work together to ensure the children feel safe and secure about coming 
to school and know the routines clearly. 

 

Our school Attendance Policy aims to be clear about:  
  

• Parents responsibilities  
• What constitutes an authorised or unauthorised absence 
• The start and end times of the day 
• What to do if your child is ill  
• When penalty notices will be used  
 

How you can help us: 
 
Try to make medical appointments after school or in 
the holidays whenever possible 
Support the school's attendance policy and guidance 
Make sure your child has what they need for school 
each day 
Telephone us when your child is ill on the first 
morning of absence 
Bring them and collect them on time each day 
 

How we can help you:  
 
By encouraging regular and punctual attendance 
 
By ensuring the school has a consistent approach to 
arrangements, procedures and routines.  
 

. 

HOLIDAYS 
  

¶ Holidays during term time will not be authorised. Holidays should be taken during the school 
holiday periods.  

¶ Amendments to the 2006 regulations remove references to family holiday and extended leave as 
well as the statutory threshold of ten school days. The amendments make clear that Headteachers 
may not grant any leave of absence during term time unless there are exceptional circumstances. 
Headteachers should determine the number of school days a child can be away from school if the 
leave of absence is granted. 

¶ Other absence from school will be considered on an individual basis and a decision will be made to 
authorise or un-authorise the absence.  

 

 

SCHOOL DETAILS  
 

¶ Please help us by ensuring that your child arrives at school on time, dressed in school uniform and 
having had a healthy breakfast, so that they get a really good start to the day.  

¶ Children don't enjoy being late to school or being left at the end of e day waiting for their parents. 
 

 

If you would like to talk to your child's teacher, after school is the best time to do this, although they may 
have meetings to attend or other school commitments. If you need more time then please phone the school 
to make an appointment. 

The complete Attendance Policy is available from school just ask if you would like to read it in full. 
We really appreciate your support in helping us improve our attendance figures 
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BRISTOL CITY COUNCIL CODE OF PRACTICE - PENALTY NOTICES  
 

Introduced November 2004 

(1st Updated August 2008) 

(2nd Update Sept 2013) 

 

Penalty Notices for truancy and excluded pupils found in a public place during the 

school day in accordance with:   
  

The Education (Penalty Notices) (England) Regulations 2007   
  

(The Education (Penalty Notices) (England) (Amendment) Regulations 2013)   
  

  

Local Code of Conduct   
  

1. Rationale   

  

1.1 Regular and punctual attendance of pupils at school* is both a legal requirement and essential in 

order for students to maximise the opportunities available to them.   

  

1.2 Bristol Education Welfare Service will continue to investigate cases of regular nonattendance 

from school and following appropriate casework, instigating legal action if applicable.   

  

1.3 From March 2005 certain cases of unauthorised absence have been dealt with by way of a 

Penalty Notice. From 1st September 2007 when an excluded pupil is found in a public place their 

parent/carer may be issued with a Penalty Notice. All Penalty Notices involve the recipient paying a 

fine, from September 2013 this is £60 if paid within 21 working days or £120 if paid within 28 

working days from receipt of the Penalty Notice.   

  

1.4 In order to comply with Human Rights legislation, it is essential that Penalty Notices be issued in 

a consistent manner throughout Bristol. This Code of Conduct will govern the issuing of Penalty 

Notices for Bristol City Council.   

  

1.5 A school must be able to provide the EWS with evidence to show that the parent/carer knew 

they may be issued a Penalty Notice in advance of committing the offence   

  

1.6 The Education Welfare Service and its legal team will apply their judgment to those cases which 

could not proceed to court if unpaid, as to whether to issue the requested Penalty Notice. The 

school will be notified as to the reason if the Penalty Notice is not issued.       

* „School‟ is used in this document to include all other educational providers used by Bristol LA to 

educate statutory school aged pupils.   
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2. Procedure for issuing Penalty Notices for truancy  

  

All necessary information must be provided by a school to the Education Welfare Service in order to 

establish that an offence, under section 444 (1) of the Education Act 1996 for truancy or section 103 

(3) of the Education and Inspections Act 2006 for exclusion or section 444 B has been committed:   

    

2.1 Penalty Notices will only be issued where there is documented evidence that the pupil has had a 

minimum of 8 and a maximum of 20 unauthorised absences over the previous 10 school week 

period. If the pupil has had 20 or more unauthorised absences in the previous 10 weeks then 

prosecution should be considered as a more appropriate response to the absences  

  

or   

  

When a pupil has been taken on holiday during term time and the absence was not authorised by 

the school as being for, “exceptional circumstances”. There should be documented evidence to show 

that the pupil has had a minimum of 8 unauthorised absences. As long as the absence is continuous 

there is no upper limit.       

  

2.2 Penalty Notices will only be issued if the parent/carer had previously been made aware that this 

may be the result of unauthorised absence   

  

2.3 The Education Welfare Service will issue Penalty Notices in Bristol. The Education Welfare Service 

will ensure that the issuing of Penalty Notices is closely monitored with recipients paying the 

relevant fine. In cases where the penalty is not paid within the appropriate period, the Education 

Welfare Service will instigate action though the courts for prosecution of the original offence of 

unauthorised absence as required by legislation. In this way, Bristol City Council will have the means 

to avoid the issue of duplicate notices.   

  

2.3 No individual parent will receive more than two separate Penalty Notices resulting from the 

unauthorised absence of an individual child in any twelve month period.   

  

2.4 The Education Welfare Service will receive requests to issue Penalty Notices from Bristol schools 

and the Avon and Somerset police. The Education Welfare Service will action these requests 

providing that the relevant information is supplied in the specified manner, and that the 

circumstances of the unauthorised absence match those detailed in this Code of Conduct.   
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3. Procedures for issuing a Penalty Notice for an excluded pupil found in a public 

place during the school day without reasonable justification   

  

  

3.1 In cases where a Police Officer or Police Community Support Officer stops an excluded pupil in a 

public place during the school day and the pupil has no reasonable justification to be there a request 

can be made by the Officer for the Education Welfare Service to issue a Penalty Notice.  

   

3.2 The Education Welfare Service will undertake necessary checks within 5 working days to 

establish whether the pupil was excluded at the time, the parent/carer had been informed of their 

responsibilities and the attendance register shows an exclusion symbol for the date in question. If all 

these are satisfied then a Penalty Notice will be issued.   

  

* A school is not deemed by the Education & Inspections Act 2006 to be a public place for the 

purposes of this legislation.   

  

  

4. Circumstances when Penalty Notices will be issued.   
  

4.1 The issuing of Penalty Notices is considered appropriate:   

  

(a) In cases where the school register shows a pupil to have unauthorised absence from school, 

in keeping with the Bristol Penalty Notice criteria   

  

Or  

When the pupil has been taken on a holiday during term time and the absence has not been 

authorised due to failing to meet the schools‟, “exceptional circumstances” criteria.   

In such a case, each parent will receive a separate Penalty Notice for each child taken out of school. 

Should a parent(s) fail/refuse to pay any Penalty Notice issued for this reason, then the evidence 

provided by the school will be the only information laid before the court. There will be no automatic 

Education Welfare Officer involvement in these cases.  

  

(b) Following a truancy sweep, enquiries will be undertaken with the school of all pupils 

stopped. In cases where the school have followed their procedures, undertaken relevant checks, 

identified the absence of the pupil as unauthorised, recorded it in the register as such and the pupil 

has a minimum of 8 unauthorised absences in the previous 10 school week period and hasn‟t 

exceeded the maximum 20 or had continuous unauthorised absences for an extended holiday, then 

a Penalty Notice will be issued. Penalty Notices will not be issued during truancy sweeps as not all 

the relevant evidence will be available to prove the offence at that time.  

  

(c) In stages of EWS casework an Education Welfare Officer might form an opinion that the 

issuing of a Penalty Notice is appropriate. In cases where a parent continually fails to provide an 

explanation for a pupil‟s unauthorised absence or where the reasons being given are determined to 

be unauthorised according to the schools policy and procedures and the parent has failed to 

cooperate with strategies to improve their child‟s attendance or if improvement is insufficient to 
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close a case but not deemed of a level to warrant alternative legal action, the Education Welfare 

Officer may discuss this with their line manager and if approved a Penalty Notice may be issued. The 

pupil must have had a minimum of 8 unauthorised absences in the previous 10 school weeks and no 

more than 20, unless the exceeded 20 sessions was for an unauthorised term time holiday.   

  

d) Following a referral from the Avon and Somerset Police, where an excluded pupil has been found 

in a public place during school hours.   

  

4.2 Schools and the police will be advised of the outcome of their referral for a Penalty Notice 

through e-mail.   

  

  

5. Procedure for withdrawing Penalty Notices   

  

5.1 A Penalty Notice may be withdrawn by Bristol LA in any case in which the authority determines 

that:   

(a) it ought not to have been issued, i.e. it was issued outside of the terms of the local Code of  

Conduct, or where no offence has been committed; or   

(b) it has been issued to the wrong person;  or   

(c) it contains material errors   

(d) where, after 28 days, the Penalty Notice is unpaid and the LA does not wish to bring legal 

proceedings under s444  

  

5.2 Where a Penalty Notice has been withdrawn in accordance with the above, a notice of the 

withdrawal shall be given to the recipient and any amount paid by way of penalty in pursuance of 

that notice shall be repaid to the person who paid it. No proceedings shall be continued or instituted 

against the recipient for the offence in connection with which the withdrawn notice was issued or 

for an offence under s.444(1A) of the Act arising out of the same circumstances.  

  

  

  

 

6. Payment of Penalty Notices   

 

6.1 The arrangements for the paying of penalties will be detailed on the Penalty Notices. 
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This information may be used in a prosecution 

If the Penalty Notice is not paid the parent/s will be prosecuted.  Please can you 
supply the following details in order that we have sufficient information for court.  
 

STATEMENT OF WITNESS 

 (Criminal Justice Act 1967 s9; Magistrates' Court Act 1980, s120; Magistrates' Court Rules 1981, r70) 

 

STATEMENT OF: éééééé..é Job title(and school) éééééé 

 

DATE OF BIRTH: Over 18 

 

This statement, signed by me, is true to the best of my knowledge and belief and I make it 

knowing that, if it is tendered in evidence, I shall be liable to prosecution if I have wilfully 

stated in it anything which I know to be false or do not believe to be true. 

 

Dated éééééééé 2015 

 

In preparation for a Penalty Notice Prosecution  

Information regarding the Penalty Notice  

1. What is the families first language (including 
Braille or BSL) 

 

 

2. Has correspondence been in their own 

language or accessible to them and have 
translators/signers been made available for 
discussions? 

 
2a  If not, how are you sure the family is aware 

of    

    school procedures? 

 

 

Signature                                                        Date 

Name of parent 
 

 

 
Name of Child 

 
 

 
DOB 

 
 

 
School 
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Signature                                                        Date 

  

3. Has the school contacted the parent/s 
regarding absence? Please give dates 
contacted, whether by letter or phone, who 
took this action and the outcome it resulted in.        

 
 

 
 
 
 
 
 
 
 
 
 

4. Has parent/s been invited to any meetings?          
If so: 

    Dates and method of invitation, by whom?  
    Did they attend? 
    What was agreed? 
    Did they excuse themselves if absent? 
 
 

 
 
 
 
 
 
 
 
 
 

5. Has the parent/s given reasons for their childôs 
   absence e.g. bullying, health problems, etc 

if so, did the school take any action? 
 
 
 
 
 

 

 
 
 
 
 
 

6. Has parent/s engaged at all? 
 If so, how and with whom? 

 

 
 
 
 
 
 

7. Is there any additional information or letters 
    you feel we should be aware of 
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This form is for guidance only on how to complete a Penalty Notice Referral.  
 
(the referral forms are separate from this guidance) 
 
Notification from Headteacher of a Pupilôs Unauthorised Absence from school or 
other educational provision  
 

Name of Pupilôs School/Educational Establishment:  Frome Vale Academy               

Pupil details:   

Full Name: Jack Dray            Date of Birth:  19/03/2005 * 

Address:        4 Lego Lane, Stoke Newington, BRISTOL BS99 1DN 

Tel. No:          0117 9996664 

Parent/Guardian details: 

A Penalty Notice cannot be issued without this Information *                  

1st Parent ï Title MRS       First Name: SANDRA    Surname GRAY       

Address (if different):  As above                                   

 
2nd Parent ï Title Mr       Full Name: WILLIAM                      Surname    GRAY 

Address (if different): 67 Bulmer Road, Littleton, BRISTOL BS34 6YP      

Dates of absence: 

I confirm that the pupil named above was absent from school/educational establishment during the period first 

date of absence 24/04/2015 to last date of absence 12/06/2015 

 
Total unauthorised absences ….. 12 and that this absence has been recorded by the school/educational establishment as 
unauthorised in line with the LA guidance on registration of pupils.  There must be a minimum of 8 and a maximum of 20 
unauthorised absences within the period which should not exceed a maximum of 10 school weeks. In the case of an 
extended holiday there may be more than 20 unauthorised absences. 

Declaration (to be signed by Headteacher or authorised Deputy Head Teacher) 

I confirm that the details contained on this form are true to the best of my knowledge and belief and I make it knowing 
that, if it is tendered in evidence, I shall be liable to prosecution if I wilfully state in it anything which I know to be false or 
do not believe to be true. 
 
Date Penalty Notice Leaflet sent to parents/carers:  October 2015 

 
Signed  H. Hendry           Name (please print):    Mr Harvey Hendry  Date: 16/06/2015 *  

 
Upon receipt of this form the Education Welfare Service will make such investigations as necessary to establish 
that this absence has been recorded by the school/educational establishment as unauthorised.        
 
Please forward to:  Penalty Notice Co-ordinator, Education Welfare North Team, Romney House, Romney 

Avenue, Lockleaze, Bristol, BS7 9TB - Tel: 0117 3521439  
 
(please complete table overleaf and questionnaire) 

This form is for guidance only when completing a PN referral form.  

(Education Act 1996 s566 (1) c) 
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ATTENDANCES 

 

 

Week 

Begin/ending 

(please delete as 

appropriate) 

 

20/4/09 

 

*  

 

27/4/09 

 

4/5/0

9 

 

11/5.09 

 

18/5/09 

 

25/5/09 

 

1/6/0

9 

 

8/6/0

9 

 

 

 

 

 

 

 

 

 

Total 

 

Authorised 

Absences 

 

0 

*  

 

 

8 

 

8 

 

0 

 

0 

 

Hols 

 

0 

 

0 

 

 

 

 

 

 

 

16 

 

Unauthorised 

Absences 

 

 

 

2 

 

0 

 

0 

 

0 

 

0 

 

Hols 

 

 

0 

 

10 

 

 

 

 

 

 

 

12 

 

Actual  

Attendance 

 

 

2 

 

2 

 

0 

 

10 

 

10 

 

Hols   . 

     

 

8 

 

0 

 

 

 

 

 

 

 

32 

 

Possible 

Attendance 

 

 

 

4  

      .* 

 

10 

 

8 

 

10 

 

10 

 

Hols 

 

8 

 

10 
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