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1. Aims   
Hunsley Primary is commiƩed to ensuring all its pupils receive a full-Ɵme educaƟon which maximises opportuniƟes and 
achievement for all. For pupils to gain the most from their Ɵme at Hunsley Primary, it is vital that they maintain excellent 
aƩendance and punctuality and we are commiƩed to supporƟng pupils and their parents and carers in sustaining this 
throughout their Ɵme at school. In doing so, we will:   

• Set high expectaƟons for the aƩendance and punctuality of all pupils. 

• Ensure that all pupils access full-Ɵme educaƟon which meets their needs and allows them to reach their 
potenƟal.  

• Strive to provide a welcoming, caring and safe environment where each pupil can engage in all opportuniƟes 
offered  

• Promote good aƩendance and punctuality and discourage unjusƟfied absence  

• Act early to address paƩerns of absence  

• Commit to building strong relaƟonships with families to ensure pupils have the support in place to aƩend school  

• ConƟnue to emphasise that it is everyone’s responsibility to improve aƩendance and punctuality  

  

2. LegislaƟon and guidance   
This policy is based on the Department for EducaƟon’s (DfE’s) statutory guidance on working together to improve school 
aƩendance (applies from 19 August 2024) and school aƩendance parental responsibility measures. The guidance is based 
on the following pieces of legislaƟon, which set out the legal powers and duƟes that govern school aƩendance: 

• Part 6 of The EducaƟon Act 1996  

• Part 3 of The EducaƟon Act 2002  

• Part 7 of The EducaƟon and InspecƟons Act 2006  
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• The EducaƟon (Pupil RegistraƟon) (England) RegulaƟons 2006 (and 2010, 2011, 2013, 2016 amendments) 

• The EducaƟon (Penalty NoƟces) (England) (Amendment) RegulaƟons 2013     

It also refers to:  

• Keeping Children Safe in EducaƟon  

• Mental health issues affecƟng a pupil's aƩendance: guidance for schools  

This policy also complies with our trust’s funding agreement and arƟcles of associaƟon.   

  

3. ExpectaƟons  

3.1 What you can expect from our school  
Our school will:   

• Promote good aƩendance and punctuality and invesƟgate any unexplained and/or unjusƟfied absence  

• Encourage pupils to aƩend school regularly through the provision of engaging learning opportuniƟes that are 
appropriate to their needs  

• Support pupils to secure good aƩendance and punctuality  

• Work hard to build supporƟve relaƟonships with pupils and their parents/carers  

• Provide parents/carers with a clear statement of aƩendance on pupil’s reports  

• Work closely with parents/carers where pupil absence is a cause for concern  

• Support pupils returning to school following prolonged absence  

• Work closely with the LA EducaƟon Welfare Service and relevant external agencies  

• Only remove a pupil from the school roll when they have legally leŌ  

• Inform the Governing Body of aƩendance levels as part of each KPI report  

• Where required, provide informaƟon for the prosecuƟon of parents/carers whose children do not aƩend school and 
who do not have a substanƟve reason  

3.2 What we expect of our pupils   
Pupils are expected to:  

• AƩend school every day on Ɵme   

  

3.3 What we expect of our Parents/Carers   
Where this policy refers to a parent/carer, it refers to the adult the school and/or local authority decides is most 
appropriate to work with, including: 

 All natural parents, whether they are married or not 

 All those who have parental responsibility for a child or young person 

 Those who have day-to-day responsibility for the child (i.e. lives with and looks aŌer them) 

Parents/carers are expected to:   
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• Make sure their child aƩends every day on Ɵme  

• Call the school to report their child’s absence before 9am on the day of the absence (and each subsequent day of 
absence), and advise when they are expected to return  

• Provide the school with more than 1 emergency contact number for their children  

• Ensure that, where possible, appointments for their child are made outside of the school day  

• Work with the school where support to improve their child’s aƩendance is being offered  

  

  
  
4. Specific roles and responsibiliƟes   

4.1 Class teachers  
All class teachers are responsible for:  

• Recording accurate details of aƩendance by 9.15am and 1.15pm.   

• Marking pupils who arrive aŌer 9am but before 9.15am as L (late) and add the number of minutes late.  

• Passing informaƟon regarding absence to the office if this is in planners or parents/carers have passed informaƟon on 
at drop off.  

• Report any IT difficulƟes to IT systems managers via it@hunsleyprimary.org.uk  

  

4.2 School AƩendance Team   
The School AƩendance Team is responsible for:   

• Monitoring aƩendance levels of all pupils   

• MeeƟng on a regular basis to discuss pupils with under 95% aƩendance, including reporƟng on persistent absence 
paƩerns and Pupil Premium aƩendance   

• Sharing informaƟon with wider school staff as appropriate   

• Liaising with parents or carers to idenƟfy any problems which may be affecƟng aƩendance and offer support if 
appropriate to parents or carers and pupils   

• Informing parents or carers of legal responsibility for regular aƩendance and possible sancƟons – via standardised 
leƩers where aƩendance has become a concern, penalty fines and prosecuƟon   

• Following up with the EWO’s line manager where a decision is made to take acƟon against parents/careers for the 
non-aƩendance of a pupil  

• Monitoring aƩendance and implement Fast Track Procedure if appropriate   

• Providing aƩendance and punctuality data to the SLT link team (weekly)   

The School AƩendance Team can be contacted via the school office on enquiries@hunsleyprimary.org.uk  

  

4.3 School administraƟve staff  
School administraƟve staff will:  
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• Ensure registers are being completed and inform School Leaders (where there are persistent concerns)   

• Clear and enter absence notes, (ensuring correct codes are used) absence emails and phone calls re absence  

• Update and maintain pupils’ personal data/contact details   

• Make necessary amendments to Arbor data   

• Provide data to class teachers as required   

• Provide data for Local Governing Body reports   

• Provide data for the LA and DFE returns   

• Provide individual aƩendance reports   

• Provide data to the Headteacher as required   

• Report any IT difficulƟes to IT systems managers via it@hunsleyprimary.org.uk • Provide tracking data for aƩendance 

and punctuality as required  

  

4.4 The designated senior leader responsible for aƩendance at each school (Senior AƩendance 
Champion)   
The designated senior leader is responsible for:  

• Leading aƩendance across the school  

• Offering a clear vision for aƩendance improvement  

• EvaluaƟng and monitoring expectaƟons and processes  

• Having an oversight of data analysis  

• Devising specific strategies to address areas of poor aƩendance idenƟfied through data  

• Building relaƟonships with parents/carers to discuss and tackle aƩendance issues  

• CreaƟng intervenƟon and/or reintegraƟon plans in partnership with pupils and their parents/carers  

• Delivering targeted intervenƟon and support to pupils and families  

The designated senior leader responsible for aƩendance is Julie Boyes (Assistant Headteacher) and can be contacted via 
enquiries@hunsleyprimary.org.uk  

  

4.5 Headteacher  
The headteacher is responsible for:   

• ImplementaƟon of this policy at the school   

• Monitoring school-level absence data and reporƟng it to governors  

• SupporƟng staff with monitoring the aƩendance of individual pupils  

• Monitoring the impact of any implemented aƩendance strategies  • Where necessary, issuing fixed-penalty noƟces  

  

4.6 The local governing body   
The local governing body is responsible for:  
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• PromoƟng the importance of school aƩendance across the trust’s policies and ethos  

• Making sure school leaders fulfil expectaƟons and statutory duƟes  

• Regularly reviewing and challenging aƩendance data  

• Monitoring aƩendance figures for the school  

• Making sure staff receive adequate training on aƩendance  

• Holding the headteachers to account for the implementaƟon of this policy  

To support this, governors receive informaƟon about school aƩendance and absence rates at each local governing body 
meeƟng.  

5. Recording aƩendance  
5.1 AƩendance register   
We will keep an aƩendance register, and place all pupils onto this register.  

We will take our aƩendance register at the start of the first session of each school day and once during the second session. 
It will mark using the appropriate naƟonal aƩendance and absence codes from the School AƩendance (Pupil RegistraƟon) 
(England) RegulaƟons 2024 whether every pupil is:  

• Present  

• AƩending an approved off-site educaƟonal acƟvity  

• Absent  

• Unable to aƩend due to excepƟonal circumstances  

Any amendment to the aƩendance register will include:  

• The original entry  

• The amended entry   

• The reason for the amendment  

• The date on which the amendment was made   

• The name and posiƟon of the person who made the amendment See appendix 2 for the DfE aƩendance codes. 

We will also record:  

• Whether the absence is authorised or not  

• The nature of the acƟvity if a pupil is aƩending an approved educaƟonal acƟvity  

• The nature of circumstances where a pupil is unable to aƩend due to excepƟonal circumstances  

We will keep every entry on the aƩendance register for 3 years aŌer the date on which the entry was made.  

  

Pupils must arrive in school by 9am on each school day.  

The register for the first session will be taken at 9am and will be kept open unƟl 9.30am. The register for the second 
session will be taken at 1pm and will be kept open unƟl 1.30pm.   

  

5.2 Unplanned absence   
The pupil’s parent/carer must noƟfy the school of the reason for the absence on the first day of an unplanned absence by 
9am or as soon as pracƟcally possible by calling the school 01482 330883 / enquiries@hunsleyprimary.org.uk  
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We will mark absence due to physical or mental illness as authorised unless the school has a genuine concern about the 
authenƟcity of the illness.  

Where the absence is longer than 5 days or there are doubts about the authenƟcity of the illness, the school will ask for 
medical evidence, such as a doctor’s note, prescripƟon, appointment card or other appropriate form of evidence. We will 
not ask for medical evidence unnecessarily.  

If the school is not saƟsfied about the authenƟcity of the illness, the absence will be recorded as unauthorised and 
parent/carer will be noƟfied of this in advance.  

  

5.3 Planned absence   
AƩending a medical or dental appointment will be counted as authorised as long as the pupil’s parent/carer noƟfies the 
school in advance of the appointment by telephoning or emailing on 01482 330883 / enquiries@hunsleyprimary.org.uk.  
Parents/carers should also provide the school with a copy of the appointment confirmaƟon.  

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 Ɵme necessary.  

The pupil’s parent/carer must also apply for other types of term-Ɵme absence as far in advance as possible of the 
requested absence. Go to secƟon 6 to find out which term-Ɵme absences the school can authorise.   

  

5.4 Lateness and punctuality   
A pupil who arrives late:  

• Before the register has closed will be marked as late, using the appropriate code (L)  

• AŌer the register has closed will be marked as absent, using the appropriate code (U) We define (L) 

as pupils who arrive aŌer 9am/1pm but before 9.30am/1.30pm.  

We define (U) as pupils who arrive aŌer 9.30am/1.30pm.  

  

5.5 Following up unexplained absence  
Where any pupil/ we expect to aƩend school does not aƩend, or stops aƩending, without reason, we will:  

• Call and email the pupil’s parent/carer on the morning of the first day of unexplained absence to ascertain the reason. 
If we cannot reach any of the pupil’s emergency contacts, we may contact police and other relevant local authority 
agencies  

• IdenƟfy whether the absence is approved or not  

• IdenƟfy the correct aƩendance code to use and input it as soon as the reason for absence is ascertained – this will be 
no later than 5 working days aŌer the session  

• Call the parent/carer on each day that the absence conƟnues without explanaƟon to ensure proper safeguarding 
acƟon is taken where necessary. If absence conƟnues, the school will consider involving an educaƟon welfare officer 

• Where relevant, report the unexplained absence to the pupil’s youth offending team officer 

 Where appropriate, offer support to the pupil and/or their parents/carers to improve aƩendance  

 IdenƟfy whether the pupil needs support from wider partners, as quickly as possible, and make the necessary 
referrals 
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 Where support is not appropriate, not successful, or not engaged with consider further acƟon as detailed in secƟon 
6.2 below 

 

5.6 ReporƟng to parents/carers  
The school will regularly inform parents/carers about their child’s aƩendance and absence levels. This will be done twice 
a year unless a child’s aƩendance is causing concern and the school will contact a parent by leƩer in order to make them 
aware of the aƩendance level and offer support to improve aƩendance.  

  

6. Authorised and unauthorised absence   

6.1 Approval for term-Ɵme absence    
The headteacher will only grant a leave of absence to pupils during term Ɵme if they consider there to be 'excepƟonal 
circumstances'. A leave of absence is granted at the headteacher’s discreƟon, including the length of Ɵme the pupil is 
authorised to be absent for.  

The school considers each applicaƟon for term-Ɵme absence individually, taking into account the specific facts, 
circumstances and relevant context behind the request.   

Any request should be submiƩed as soon as it is anƟcipated and, where possible, at least two weeks before the absence. 
An ‘ExcepƟonal Absence Request Form’ should be completed which is accessible via the school office or website. The 
headteacher may require evidence to support any request for leave of absence.   

Valid reasons for authorised absence include:  

• Physical or mental illness and medical/dental appointments (see secƟons 5.2 and 5.3 for more detail)  

• Religious observance – where the day is exclusively set apart for religious observance by the religious body to which 
the pupil’s parents/carers belong.  If necessary, the school will seek advice from the parents’/carers’ religious body 
to confirm whether the day is set apart  

• Traveller pupils travelling for occupaƟonal purposes – this covers Roma, English and Welsh gypsies, Irish and Scoƫsh 
travellers, showmen (fairground people) and circus people, bargees (occupaƟonal boat dwellers) and new 
travellers. Absence may be authorised only when a traveller family is known to be travelling for occupaƟonal 
purposes and has agreed this with the school, but it is not known whether the pupil is aƩending educaƟonal 
provision  

ExcepƟonal circumstances could include:  

• Service personnel returning from a tour of duty abroad where it is evidenced the individual will not be in receipt of 
any leave in the near future that coincides with school holidays.  

• Where an absence from school is recommended by a health professional as part of a parent or child’s rehabilitaƟon 
from a medical or emoƟonal issue.  

• The death or terminal illness of a person close to the family.  

• To aƩend a wedding or funeral of a person close to the family.   

• Where there are excepƟonal and unforeseen circumstances that fall outside of 1 to 4 above, the headteacher agrees 
to consult with the principal educaƟon welfare officer prior to any authorisaƟon being given to the parent. The 
principal educaƟon welfare officer will discuss each case with an independent Headteacher and will make a 
recommendaƟon to the referring school.   

Please note: Evidence would be required in each case.  



  

 

Page 9  

If a request meets the above excepƟonal circumstances but falls within the following Ɵmes, the headteacher must be 
convinced that absence from school is the only opƟon:  

1. The first half-term of any academic year (applies to all pupils)  

2. Year six transiƟon day (for pupils in year six)  

3. Year six SATs week (for pupils in year six)  

4. Year nine opƟons Ɵme (for pupils in year nine)  

5. At any Ɵme during years 10 and 11 (for all pupils in these year groups)  

6. At any Ɵme specified by the school (this will be communicated to parents by each school).  

  

6.2 Legal acƟon to enforce school aƩendance   
Local authoriƟes and schools can fine parents/carers for the unauthorised absence of their child from school, where the 
child is of compulsory school age.   

If issued with a fine, or penalty noƟce, each parent/carer must pay the local authority £80 within 21 days or £160 within 
28 days. The payment must be made directly to the local authority. If the payment has not been made aŌer 28 days, 
the local authority can decide whether to prosecute or withdraw the noƟce.  

In line with statutory guidance (working together to improve school aƩendance) headteachers will decide whether it is 
appropriate to issue a penalty noƟce for any pupil where their aƩendance meets the naƟonal threshold for issuing a 
penalty noƟce  

The decision on whether or not to issue a penalty noƟce may take into account:  

• The number of unauthorised absences occurring within a rolling academic year   

• One-off instances of irregular aƩendance, such as holidays taken in term Ɵme without permission  

• Where an excluded/suspended pupil is found in a public place during school hours without a jusƟfiable reason  

As stated at the start of this policy, The EducaƟon Alliance Board of Trustees is commiƩed to building strong relaƟonships 
with families to ensure pupils have the support in place to aƩend school. With this in mind, they have agreed that 
headteachers will not issue penalty noƟces where they are of the view that:  

• The parent/carer is working proacƟvely with the school to improve their child’s aƩendance  

• Issuing a fine would be counterproducƟve.  

  

7. Strategies for promoƟng aƩendance   
To support high levels of aƩendance, the school will conƟnually monitor and act to improve aƩendance. AƩendance data 
will be analysed weekly by the school administraƟon team (Louise Hitchin, School Administrator/AƩendance Officer), Julie 
Boyes (Assistant Head / DSL) and Lucy Hudson (Headteacher / SENCO). Where acƟon is required, this will follow a staged 
approach as outlined below.   

Stage 0 - refers to the approaches taken to promote high aƩendance for all pupils across school. This involves conƟnued 
monitoring of aƩendance to idenƟfy and intervene with aƩendance concerns early. Parents / carers of all pupils who are 
absent without reason, will be contacted on the first day of absence. Spotlight on AƩendance - where a pupil’s aƩendance 
falls below 95% parents/guardians will be sent a Spotlight on AƩendance leƩer.   

Stage 1 – where a pupil’s aƩendance conƟnues to fall following Spotlight on AƩendance leƩer, parents/ carers will receive 
a Stage 1 leƩer to noƟfy of monitoring and to support an improvement in aƩendance.   
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Stage 2 - parents/guardians will be sent a Stage 2 leƩer where a pupil’s aƩendance falls below 92%, inviƟng them to a 
meeƟng with the school AƩendance Officer (Assistant Headteacher, Julie Boyes). This meeƟng will be to discuss ways to 
support sustained improved aƩendance for the pupil. An AƩendance AcƟon Plan will be put in place with targets for 
improvement.  

Stage 3 – where a pupil’s aƩendance does not improve and conƟnues to fall and the targets set in the AƩendance  
AcƟon Plan have not been aƩained, a Stage 3 leƩer will be sent out. This will invite parents/guardians to an AƩendance 
Panel MeeƟng with the Assistant Headteacher or senior member of school staff and the Local Authority EducaƟon Welfare 
Office (EWO) to review the acƟon plan and ascertain next steps under the guidance of the Local Authority.  

  

8. AƩendance monitoring   

8.1 Monitoring aƩendance  
The school will: Monitor aƩendance and absence data half-termly, termly and yearly across the school and at an individual 
pupil level  

• IdenƟfy whether or not there are parƟcular groups of children whose absences may be a cause for concern  

Pupil-level absence data will be collected each term and published at naƟonal and local authority level through the DfE's 
school absence naƟonal staƟsƟcs releases. The underlying school-level absence data is published alongside the naƟonal 
staƟsƟcs. The school will compare aƩendance data to the naƟonal average, and share this with the local governing body  

  

8.2 Analysing aƩendance  
The school will:  

• Analyse aƩendance and absence data regularly to idenƟfy pupils or cohorts that need addiƟonal support with their 
aƩendance, and use this analysis to provide targeted support to these pupils and their families  

• Look at historic and emerging paƩerns of aƩendance and absence, and then develop strategies to address these 
paƩerns    

  

8.3 Using data to improve aƩendance  
The school will:  

• Use data to monitor and evaluate the impact of any intervenƟons put in place in order to modify them and inform 
future strategies  

  

8.4 Reducing persistent and severe absence  
Persistent absence is where a pupil misses 10% or more of school, and severe absence is where a pupil misses 50% or 
more of school.  

The school will:  

• Use aƩendance data to find paƩerns and trends of persistent and severe absence  

• Hold regular meeƟngs with the parents/carers of pupils who the school considers to be vulnerable, or are persistently 
or severely absent, to discuss aƩendance and engagement at school  
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• Provide access to wider support services to remove the barriers to aƩendance  

  

9. Monitoring arrangements   
This policy will be reviewed as guidance from the local authority or DfE is updated, and as a minimum yearly by the 
Headteacher/Senior Leader with responsibility for aƩendance. At every review, the policy will be approved by the full 
local governing body   

  

10. Links with other school policies  
This policy links to the following policies (non-exhausƟve list)  

• Child ProtecƟon and Safeguarding policy  

• Behaviour, SancƟons and Rewards Policy  

• SEND Policy  

Appendix 1: Key School Contacts   
Name   Role   Email  

Lucy Hudson  Headteacher / SENCo  lucy.hudson@hunsleyprimary.org.uk  

Julie Boyes  Assistant  Head  –  Wellbeing  
Behaviour   
Senior AƩendance Champion  

and  julie.boyes@hunsleyprimary.org.uk  

Louise Hitchin  School Administrator   enquiries@hunsleyprimary.org.uk  

  

Appendix 2: AƩendance Codes   
The following codes are taken from the DfE’s guidance on school aƩendance.  
  

 Register Code Updates: from 19 August 2024 onwards 
 
Codes with no changes 

 
 / \ Present 

  
Present at the school / = morning session \ = aŌernoon session 
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B AƩending any other 
approved 
educaƟonal acƟvity 
  
*StaƟsƟcal authorised 
absence 

The pupil is aƩending a place for an approved educaƟonal acƟvity that 
is not a sporƟng acƟvity or work experience. The educaƟonal acƟvity 
must take place during the session for which it is recorded. 
  
A pupil can only be recorded as aƩending a place for an approved 
educaƟonal acƟvity if:  
•                     the place is somewhere other than the school, another 
school where the pupil is registered, or a place where educaƟonal 
provision has been arranged for the pupil by a local authority. 
•                     the acƟvity is of an educaƟonal nature;  
•                     the school has approved the pupil’s aƩendance at the 
place for the acƟvity; and  
•                     the acƟvity is supervised by a person considered by the 
school to have the appropriate skills, training, experience and 
knowledge to ensure that the acƟvity takes place safely and fulfils the 
educaƟonal purpose for which the pupil’s aƩendance has been 
approved. 
  
Schools have responsibiliƟes for the safeguarding and welfare of pupils 
aƩending an approved educaƟonal acƟvity. The school will need to be 
saƟsfied that appropriate measures have been taken to safeguard the 
pupil. Schools should ensure that they have in place arrangements 
whereby the provider of the educaƟonal acƟvity noƟfies the school of 
any absences by the pupil. The school must record the pupil’s absence 
using the relevant absence code. 
  
As set out in the DfE’s guidance on ‘Providing remote educaƟon’. pupils 
who are absent from school and receiving remote educaƟon sƟll need 
to be recorded as absent using the most appropriate absence code. 
Schools should keep a record of, and monitor pupil’s engagement with 
remote educaƟon, but this is not formally tracked in the aƩendance 
register. 

C Leave of absence for a 
compulsory school age 
pupil subject to a part-
Ɵme Ɵmetable 
  
*StaƟsƟcal authorised 
absence 

All schools are able to grant a leave of absence at their discreƟon. A 
leave of absence should not, and from school maintained by a local 
authority or a special school not maintained by a local authority, must 
not be granted unless there are excepƟonal circumstances.  
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    Schools must judge each applicaƟon individually considering the 
specific facts and circumstances and relevant background context 
behind each request. Where a leave of absence is granted, the school 
will determine the number of days a pupil can be absent from school. 
A leave of absence is granted enƟrely at the school’s discreƟon.  
  
Schools maintained by a local authority and special schools not 
maintained by a local authority can only grant such a leave of absence 
under regulaƟon 11(11), where an applicaƟon is made in advance by 
a parent the pupil normally lives with (or the pupil if they will be over 
compulsory school age by the Ɵme of the absence). 
  
Generally, a need or desire for a holiday or other absence for the 
purpose of leisure and recreaƟon would not consƟtute an excepƟonal 
circumstance.  
  
Schools that are not required to follow regulaƟon 11, must sƟll use this 
code to record where a pupil is absent with leave for a reason that is 
not covered by another leave of absence code. 
  
Pregnant pupils  
Leave for maternity is treated like any other leave of absence in 
excepƟonal circumstances. Schools are expected to act reasonably and 
grant a sufficient period of leave from school, taking into consideraƟon 
the specific facts and circumstances of each case. UlƟmately, it is at 
the school’s discreƟon how much leave to grant. 
  

D Dual Registered at 
another school 
  
*StaƟsƟcal authorised 
absence 

The law allows a pupil to be registered at more than one school. This 
code is used to indicate that the pupil is absent with leave to aƩend 
the other school at which they are registered. The main examples of 
dual registraƟon are pupils who are aƩending a pupil referral unit, a 
hospital school or a special school on a temporary basis.  
  
The school at which the pupil is scheduled to aƩend must record the 
pupil’s aƩendance and absence with the relevant code. Code D may 
only be used by either school for a session where the pupil is 
scheduled to aƩend the other school at which they are registered. 
Schools should ensure that they have in place arrangements whereby 
all unexpected and unexplained absences are promptly followed up. 
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E Suspended or 
permanently excluded 
and no alternaƟve 
provision made 
(prior to 6th day 
provision) 
  
*StaƟsƟcal authorised 
absence 

The pupil is suspended from school or permanently excluded from 
school, but their name is sƟll entered in the admission register, and no 
alternaƟve provision has been made for the pupil to conƟnue their 
educaƟon. 
  
When a pupil of compulsory school age is suspended or permanently 
excluded on disciplinary grounds from a maintained school, pupil 
referral unit, academy, city technology college, or city college for the 
technology of the arts, alternaƟve provision must be arranged from 
the sixth consecuƟve school day of any suspension or permanent 
exclusion. Where alternaƟve provision is made for the session in 
quesƟon and the pupil is aƩending it, schools should record this using 
the appropriate aƩendance code in regulaƟon 10(3) Table 2 or if the 
pupil is aƩending another school at which they are a registered pupil, 
schools should record this using code D (dual registered at another 
school). 

G Holiday not granted by 
the school 
  
*StaƟsƟcal 
unauthorised absence 

The school has not granted a leave of absence and the pupil is absent 
for the purpose of a holiday.  
  
A school cannot grant a leave of absence retrospecƟvely. If the parent 
did not apply in advance, leave of absence should not be granted. 

I Illness (not medical 
Appointment) 
  
*StaƟsƟcal authorised 
absence 

The pupil is unable to aƩend due to illness (both physical and mental 
health related). Schools should advise parents to noƟfy them on the 
first day the child is unable to aƩend due to illness. 
  
Schools are not expected to rouƟnely request that parents provide 
medical evidence to support illness absences. Schools should only 
request reasonable medical evidence in cases where they need 
clarificaƟon to accurately record absence in the aƩendance register – 
i.e. making a decision that code I is the absence code that accurately 
describes the reason the pupil is not in school for the session in 
quesƟon. In the majority of cases a parent’s noƟficaƟon that their child 
is too ill to aƩend school will be that evidence and can be accepted 
without quesƟon or concern. Only where the school has genuine and 
reasonable doubt about the authenƟcity of the illness should medical 
evidence be requested to support the absence.  
  
Where medical evidence is deemed necessary, school should not be 
rigid about the form of evidence requested and should speak to the 
family about what evidence is available. Schools should be mindful 
that requesƟng addiƟonal medical evidence unnecessarily places 
pressure on health professionals, their staff and their appointment 
system, parƟcularly if the illness is one that does not require treatment 
by a health professional. Where a parent cannot provide evidence in 
the form 

 

    requested but can provide other evidence, schools should take this 
into account. Where a parent cannot provide any wriƩen evidence the 
school should have a conversaƟon with the parent and 87 pupil, if 
appropriate, which may in itself serve as the necessary evidence to 
record the absence. 



  

 

Page 15  

 L Late 
  
*StaƟsƟcal authorised 
absence 

The pupil was absent when the register started being taken but arrives 
before the register is closed. All schools are expected to set out in their 
aƩendance policy the length of Ɵme the register will be open, aŌer 
which a pupil will be marked as absent. This should be the same for 
every session and not longer than 30 minutes. 

M Leave of absence for 
the purpose of 
aƩending a medical or 
dental 
appointment 
  
*StaƟsƟcal authorised 
absence 

Schools should encourage parents to make appointments out of 
school hours. Where this is not possible, they should get the school’s 
agreement in advance and the pupil should only be out of school for 
the minimum amount of Ɵme necessary for the appointment. 
  
Schools maintained by a local authority and special schools not 
maintained by a local authority can only grant leave of absence for this 
under regulaƟon 11(11), where an applicaƟon is made in advance by 
a parent the pupil normally lives with (or the pupil if they will be over 
compulsory school age by the Ɵme of the absence), and the school is 
saƟsfied 82 that, based on the individual facts of the case, there are 
excepƟonal circumstances which jusƟfy the leave. 
  
Schools that are not required to follow regulaƟon 11, must sƟll use this 
code to record a leave of absence has been granted for the purpose of 
aƩending a medical or dental appointment.  
  
If a pupil is present at registraƟon but then leaves the school to aƩend 
a medical or dental appointment during the session in quesƟon, no 
absence needs be recorded for that session 

N Reason for absence not 
yet established 
  
*StaƟsƟcal 
unauthorised absence 
  
  
  
  
  
  

Schools must follow up all unexplained and unexpected absence in a 
Ɵmely manner. Every effort should be made to establish the reason for 
a pupil’s absence. When the reason for absence has not yet been 
established before the register closes, the absence must be recorded 
with code N. 90  
  
Where absence is recorded as code N (reason not yet established) in 
the aƩendance register, the correct absence code should be entered 
as soon as the reason is ascertained, but no more than 5 school days 
aŌer the session (regulaƟon 10(7) to (9)). Code N must not therefore 
be leŌ on the pupil’s aƩendance record indefinitely; if a reason for 
absence cannot be established within 5 school days, schools must 
amend the pupil’s record to Code O. 

 

O Absent in other or 
unknown 
circumstances 
  
*StaƟsƟcal 
unauthorised absence 

Where no reason for absence is established or the school is not 
saƟsfied that the reason given is one that would be recorded using one 
of the codes staƟsƟcally classified as authorised. 
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P ParƟcipaƟng in a 
SporƟng AcƟvity 
  
*StaƟsƟcal authorised 
absence 

The pupil is aƩending a place for an approved educaƟonal acƟvity that 
is a sporƟng acƟvity. The sporƟng acƟvity must take place during the 
session for which it is recorded.  
  
A pupil can only be recorded as aƩending a place for an approved 
educaƟonal acƟvity if: 
•                     the place is somewhere other than the school, another 
school where the pupil is registered, or a place where educaƟonal 
provision has been arranged for the pupil by a local authority. 
•                     the acƟvity is of an educaƟonal nature;  
•                     the school has approved the pupil’s aƩendance at the 
place for the acƟvity; and  
•                     the acƟvity is supervised by a person considered by the 
school to have the appropriate skills, training, experience and 
knowledge to ensure that the acƟvity takes place safely and fulfils the 
educaƟonal purpose for which the pupil’s aƩendance has been 
approved.  
  
If schools have concerns about the appropriateness of an acƟvity, they 
can seek advice from the sports’ naƟonal governing body. The final 
decision on approving the acƟvity, however, rests with the school and 
they should take the effect on the pupil’s general educaƟon into 
account. 
  
Schools have responsibiliƟes for the safeguarding and welfare of pupils 
aƩending an approved educaƟonal acƟvity. The school will need to be 
saƟsfied that appropriate measures have been taken to safeguard the 
pupil. Schools should ensure that they have in place arrangements 
whereby the provider of the sporƟng acƟvity noƟfies the school of any 
absence by the pupil. The school must record the pupil’s absence using 
the relevant absence code. 

R Religious observance 
  
*StaƟsƟcal authorised 
absence 

The pupil is absent on a day that is exclusively set apart for religious 
observance by the religious body the parent(s) belong to (not the 
parents themselves).  
  
 As a general rule, ‘a day exclusively set apart for religious observance’ 
is a day when the pupil’s parents would be expected by the religious 
body to which they belong to stay away from their employment in 
order to mark the occasion. If in doubt, schools should 86 seek advice 
from the parent’s religious body about whether it has set the day apart 
for religious observance. 358. If a religious body sets apart a single day 
for a religious observance and the parent applies for more than 
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    one day, the school may only record one day using this code; the rest 
of the Ɵme would need a leave of absence, and this is granted at the 
school’s discreƟon as set out under Code C. 
  
Schools and local authoriƟes may seek to minimise the adverse effects 
of religious observance on a pupil’s aƩendance and aƩainment by 
considering approaches such as:  
•                     Seƫng term dates around days for religious observance;  
•                     Working with local faith groups to develop guidance on 
absence for religious observance;  
•                     Taking INSET days that coincide with religious observance 
days; and  
•                     Providing individual support for pupils who miss sessions 
on days exclusively set apart for religious observance. 

S Leave of absence for the 
purpose of studying for 
a public examinaƟon 
  
*StaƟsƟcal authorised 
absence 

Schools maintained by a local authority and special schools not 
maintained by a local authority can grant leave of absence, under 
regulaƟon 11(5), for a pupil to study for a public examinaƟon and the 
leave has been agreed in advance with a parent who the pupil normally 
lives with (or the pupil if they will be over compulsory school age by 
the Ɵme of the absence). 
  
Study leave should not be granted by default once tuiƟon of the exam 
syllabus is complete and should be used sparingly. If schools do decide 
to grant study leave, provision must sƟll be made available for those 
pupils who want to conƟnue to come into school to revise 

T Parent travelling for 
occupaƟonal 
purposes 
  
*StaƟsƟcal authorised 
absence 

The pupil is a mobile child and their parent(s) is travelling in the course 
of their trade or business and the pupil is travelling with them. A 
mobile child is a child of compulsory school age who has no fixed 
abode and whose parent(s) is engaged in a trade or business of such a 
nature as to require them to travel from place to place.  
  
Schools should not unnecessarily ask for proof that the parent is 
travelling for occupaƟonal purposes, this should only happen when 
there are genuine and reasonable doubt about the authenƟcity of the 
reason for absence given. If there is doubt over the reason given, the 
school may ask for proof that the family are required to travel for 
occupaƟonal purposes during the period of absence.  
  
To help ensure conƟnuity of educaƟon for pupils, when their parent(s) 
is travelling for occupaƟonal purposes in England, it is expected that 
the pupil should aƩend a school where their parent(s) is travelling and 
be dual registered at that school and their main 

  

U Arrived in school aŌer 
registraƟon closed 
  
*StaƟsƟcal uauthorised 
absence 

Where a pupil has arrived late aŌer the register has closed but before 
the end of session. 399. Schools should acƟvely discourage late arrival, 
be alert to paƩerns of late arrival and seek an explanaƟon from the 
parent. All schools are expected to set out in their aƩendance policy 
the length of Ɵme the register will be open, aŌer which a pupil will be 
marked as absent. This should be the same for every session and not 
longer than 30 minutes. 
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V EducaƟonal Visit of Trip 
  
*StaƟsƟcal authorised 
absence 

The pupil is aƩending a place, other than the school or any other 
school at which they are a registered pupil, for an educaƟonal visit or 
trip arranged by or on behalf of the school and supervised by a 
member of school staff. The visit or trip must take place during the 
session for which it is recorded. 
If the pupil does not aƩend the visit or trip the school must record the 
pupil’s absence using the relevant absence code. 

W AƩending work 
Experience 
  
*StaƟsƟcal authorised 
absence 

The pupil is aƩending a place for an approved educaƟonal acƟvity that 
is work experience provided under arrangements made by a local 
authority or the school as part of the pupil’s educaƟon. The work 
experience must take place during the session for which it is recorded. 
  

X Non-compulsory school 
age pupil not required 
to aƩend school 
  
*StaƟsƟcal authorised 
absence 
  
  
  
  
  
  
  
  
  
  
  
  
  

Schools maintained by a local authority and special schools not 
maintained by a local authority can grant a leave of absence, under 
regulaƟon 11(7) or (8) for a pupil not of compulsory school age to 
aƩend school part-Ɵme. Under compulsory school age  
In cases where a parent wishes their child to begin school on a part-
Ɵme basis in line with the school admissions code, schools maintained 
by a local authority and special schools not maintained by a local 
authority may give leave of absence for sessions the pupil is not 
expected to aƩend. This must be agreed between the school and the 
parent they normally live with and must end at the point at which the 
pupil reaches compulsory school age. The Ɵmes and dates when the 
pupil is expected to aƩend the school must be agreed by the school 
and the parent with whom the pupil normally lives with.  
Over compulsory school age  
Where a sixth form pupil’s Ɵmetable does not require them to be on 
site for every session of the week, a school maintained by a local 
authority or a special school not maintained by a local authority may 
give leave of absence The Ɵmes and dates when the pupil is expected 
to aƩend the school must be agreed with the parent with whom the 
pupil normally lives with or the pupil. 

Z ProspecƟve pupil not on 
admission register 
  
*StaƟsƟcal authorised 
absence 

To enable schools to set up registers in advance of pupils joining the 
school to ease administraƟon burdens. 

 
  

  

Changes 
  

  

L All schools are expected to set out in their aƩendance policy the length of Ɵme the register will be 
open, aŌer which a pupil will be marked as absent. This should be the same for every session and not 
longer than 30 minutes. 
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H Authorised holiday has been removed from the list.  The C code should be considered in cases where 
the H mark would have previously been used. 

  
  
New Codes 
  

 
Absent  Leave of absence 

  
  

C1 Leave of absence for the 
purpose of parƟcipaƟng 
in a regulated 
performance or 
undertaking regulated 
employment abroad. 
  
*StaƟsƟcal authorised 
absence 

All schools can grant leaves of absence for pupils to undertake 
employment (paid or unpaid) during school hours. Schools 
maintained by a local authority and special schools not maintained by 
a local authority can only do so in the following circumstances:  
•                     Where the local authority have granted a licence for the 
pupil to take part in a performance regulated by secƟon 37(2) of the 
Children and Young Persons Act 1963.  
•                     Where a pupil does not need a licence for such a 
performance because an excepƟon applies under secƟon 37(3) of the 
Children and Young Persons Act 1963, including where a Body of 
Persons Approval (BOPA) covering the pupil has been issued by the 
local authority in whose area the performance will take place or the 
Secretary of State.  
•                     Where a JusƟce of the Peace has given the pupil a licence 
to go abroad for a performance or other regulated purpose under 
secƟon 25(2) of the Children and Young Persons Act 1933. 

  

 
C2 Leave of absence for a 

compulsory school age 
pupil subject to a part-
Ɵme Ɵmetable 
  
*StaƟsƟcal authorised 
absence 

. All pupils of compulsory school age are enƟtled to a full-Ɵme 
educaƟon. In very excepƟonal circumstances, where it is in a pupil’s 
best interests, there may be a need for a temporary part-Ɵme 
Ɵmetable to meet their individual needs in line with paragraphs 67 – 
70. 
  
Schools maintained by a local authority and special schools not 
maintained by a local authority can grant a leave of absence, under 
regulaƟon 11(6) to temporarily reduce the Ɵmetable of a pupil of 
compulsory school age to part-Ɵme, if the school and a parent who the 
pupil normally lives with have agreed that, excepƟonally, the pupil 
should 84 temporarily be educated only part-Ɵme and have agreed the 
Ɵmes and dates when the pupil will, during the period of temporary 
part-Ɵme educaƟon, be expected to aƩend the school.  
  
Schools that are not required to follow regulaƟon 11, must sƟll use this 
code to record when a pupil is absent with leave because they are 
subject to a part-Ɵme Ɵmetable in line with an agreement between 
the school and a parent the pupil normally lives with that the pupil 
should temporarily be educated part-Ɵme.  
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Where a pupil is receiving a full-Ɵme educaƟon, but only part-Ɵme at 
the school in quesƟon (e.g. dual registraƟon, part-Ɵme unregistered 
alternaƟve provision or flexischooling) this code must not be used and 
the appropriate code for why the pupil is not in school for that session 
should be used. 

Absent Unable to aƩend school because of unavoidable cause 
  

Q Unable to aƩend the 
school because of a lack 
of access arrangements 
  
*StaƟsƟcal authorised 
absence 

The pupil is unable to aƩend the school because a local authority has 
a duty set out in regulaƟon 10, 12 or 13 to make access arrangements 
to enable the pupil’s aƩendance at school and have failed to do so. 

Y1 Unable to aƩend due to 
transport 
normally provided not 
being available 
  
*StaƟsƟcal authorised 
absence 
  
  
  

The pupil is unable to aƩend because the school is not within walking 
distance of their home and the transport to and from the school that 
is normally provided for the pupil by the school or local authority is not 
available.  
  
Walking distance in relaƟon to a child under the age of 8, means 2 
miles, and for a child of 8 or above, means 3 miles. In each case 
measured by the nearest available route 

  
Y2 Unable to aƩend due to 

widespread 
disrupƟon to travel 
  
*StaƟsƟcal authorised 
absence 

The pupil is unable to aƩend the school because of widespread 
disrupƟon to travel caused by a local, naƟonal, or internaƟonal 
emergency. 

Y3 Unable to aƩend due to 
part of the 
school premises being 
closed 
  

Part of the school premises is unavoidably out of use and the pupil is 
one of those that the school considers cannot pracƟcably be 
accommodated in those part of the premises that remain in use. 
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*StaƟsƟcal authorised 
absence 

Y4 Unable to aƩend due to 
the whole 
school site being 
unexpectedly closed 
  
*StaƟsƟcal authorised 
absence 

Where a school was planned to be open for a session, but the school 
is closed unexpectedly (e.g. due to adverse weather), the aƩendance 
register is not taken as usual because there is no school session. 
Instead, every pupil listed in the admission register at the Ɵme must 
be marked with code Y4 to record the fact that the school is closed.  
  
This code may not be used for any planned closure such as weekends 
or holidays.  
  

Y5 Unable to aƩend as 
pupil is in criminal 
jusƟce detenƟon 
  
*StaƟsƟcal authorised 
absence 

The pupil is unable to aƩend the school because they are:  
•               in police detenƟon,  
•               remanded to youth detenƟon, awaiƟng trial or sentencing, or  
•               detained under a sentence of detenƟon.  

  
If a pupil is remanded to local authority accommodaƟon, they should 
aƩend school as normal where possible and where it is not possible 
any absence should be recorded using the appropriate code.  
  
A pupil’s absence should be recorded under code Y7 (Unable to aƩend 
because of any other unavoidable cause) if they are unable to aƩend 
because they are serving a community based (i.e. non-detained) part 
of a sentence of detenƟon, referral order, or youth rehabilitaƟon order 
that requires them to be absent during the school day.  
  
 Schools are expected to communicate with the pupil’s Youth Offending 
Team worker while the pupil is in custody and remains on the school 
roll to discuss the pupil’s educaƟonal needs, progress and return to the 
school upon their release where appropriate. EducaƟon is a key part of 
effecƟve reseƩlement, therefore it is important that 89 schools 
maintain contact with the Youth Offending Team throughout the 
sentence to support the child's reseƩlement where appropriate. 

Y6 Unable to aƩend in 
accordance with public 
health guidance or law 
  
*StaƟsƟcal authorised 
absence 

The pupil’s travel to or aƩendance at the school would be:  
•               contrary to any guidance relaƟng to the incidence or transmission 
of infecƟon or disease published 

by the Secretary of State for Health and Social Care (or the equivalent 
in Scotland, Wales and Northern Ireland), or  

•               prohibited by any legislaƟon relaƟng to the incidence or 
transmission of infecƟon or disease 

Y7 Unable to aƩend 
because of any other 
unavoidable cause 
  
*StaƟsƟcal authorised 
absence 

An unavoidable cause, that is not covered by one of the other ‘unable 
to aƩend’ codes detailed above, is prevenƟng the pupil from aƩending 
the school.  
  
This code should be used only where something in the nature of an 
emergency has prevented the pupil from aƩending the session in 
quesƟon. The unavoidable cause must be something that affects the 
pupil, not the parent. The fact that a parent has done all they can to 
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secure the aƩendance of the pupil at school does not, in itself, mean 
the pupil has been prevented by unavoidable cause. 

J1 Leave of absence for the 
purpose of aƩending an 
interview for 
employment or for 
admission to 
another educaƟonal 
insƟtuƟon 
  
*StaƟsƟcal authorised 
absence 

Schools maintained by a local authority and special schools not 
maintained by a local authority can grant leave of absence, under 
regulaƟon 11(4), where an applicaƟon has been made in advance by 
the parent who the pupil normally lives with (or the pupil if they will 
be over compulsory school age by the Ɵme of the absence) and the 
leave is to enable the pupil to aƩend an interview for employment or 
admission to another educaƟonal insƟtuƟon. 

K AƩending a Provision 
arranged by the 
Local Authority ie 
AlternaƟve Provision 
Placement 
  
*StaƟsƟcal authorised 
absence 

The pupil is aƩending a place, other than the school or any other school 
at which they are a registered pupil, for educaƟonal provision arranged 
by a local authority under secƟon 19(1) of the EducaƟon Act 1996 
(excepƟonal provision of educaƟon), secƟon 42(2), or 61(1) of the 
Children and Families Act 2014 (special educaƟonal provision off site). 
A pupil aƩending provision arranged by the school rather than the local 
authority must be recorded using Codes P or B instead. 

  
  
 

 
 
 
 
 
 
 
 
 
 
 
 

             Education Welfare 
Service   
Absence From School for Exceptional Circumstances Request Form      September 2024 

Absence from School for Exceptional Circumstances Request Form 
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Child(ren)’s Name(s) DOB School Name Year/Class 

    

    

    

Please add all children to one form 

Parental Full Name  Parents Tel  Parental DOB 

   

   

 

Home Address of parent(s) responsible for this absence Email address 

  

  

 

I request permission for my 
child/ren to be absent from 
school between: 

Date of 
first day of 

school 
absence 

 

 Date to 
of return 
to school 

 Total 
of 

days 
abse

nt 
from 
scho

ol 

 

All requests should be discussed with the Headteacher prior to submitting this form. Please detail below 
the reason for your request for absence from school in term time and include any supporting information. 
The Headteacher will not be able to consider your request without your supporting documents. Please 
read carefully the Absence from School for Exceptional Circumstances Information for Parents attached. 

 

 

 

 

 

 
1Parent’s Declaration: 

I have read the Absence from School for Exceptional Circumstances Information for Parents and 
understand I/we may receive a penalty notice if my/our child receives unauthorised school absence as a 
result of this request. Please note the school day is divided into 2 registration periods, for example if 
your child is absent for one day this equals 2 sessions and a five day absence equals 10 sessions. 
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Full Name: _____________________________ 

 

Signed: ________________________________ 

(Parent/Carer 1) 

Date: _____________________________ 

 

Full Name: 
_____________________________ 

 

Signed: 
________________________________ 

(Parent/Carer 2) 

Date: _____________________________ 

 

Please note: 

 We advise that you do not plan for your child to be absent from school without gaining 
prior agreement from their school first. Headteachers cannot retrospectively authorise 
absence from school under any circumstance. 

 Any disagreement between estranged parents should be resolved prior to submitting this 
request to your child’s school.  
 

 

 

For School Use Only 

 

The school has considered your request for leave of absence and your child’s absences will be 
recorded as follows: - 

Number of 
Authorise
d 
Sessions: 

 

Number of 
Unauthori
sed 
Sessions: 

 

Number  
of 
Unauthori
sed 
sessions 
to date: 

 

 

Signed: 

Position: 

 

Date: 

 

Original signed and completed forms to be retained with pupil’s records. 

 

Copy should be returned to the parent/carer of the pupil to confirm authorised or 
unauthorised absence prior to the intended absence period.  
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Absence from School for Exceptional Circumstances - Information for 
Parents 

 

There is no longer a provision in law for Headteachers to authorise an absence for the purpose of 
a term time holiday. 

 

You are required under the Education Act (1996) to ensure your child attends school regularly.  This 
has been defined by the Supreme Court as ‘in accordance with the rules prescribed by the school’ 
meaning attending every occasion available unless authorised by the Head Teacher. There is, 
however, a discretionary power held by Headteachers to authorise absence in exceptional 
circumstances. Please note this is not an entitlement. The Headteacher will only authorise 
absence in line with the East Riding Behaviour & Attendance Partnership ‘Absence from School for 
Exceptional Circumstances’ Policy. Headteachers will not authorise absences if they believe it is to 
the detriment of a child’s education. Please note that supporting documents to aid decision 
making must be submitted at the time of your request for absence.   

 

Any unauthorised absence will be recorded on your child’s attendance records. This may result in 
legal proceedings against you, either through a Penalty Notice or the Magistrates’ Court.   

 

Penalty Notices 

Under the Anti-Social Behaviour Act (2003) the local authority and schools have statutory powers to 
tackle poor school attendance and/or unauthorised absences. An unauthorised absence is any 
absence that the Headteacher has not given permission for or where an explanation has not been 
provided by the parent. If your child accrues 10 sessions of unauthorised absence, you may be 
liable for a penalty notice (one day’s absence equals two sessions and a five-day absence is equal 
to 10 sessions etc.).  

 

Penalty Notices will be used as a deterrent to prevent a pattern of unauthorised absences 
developing. They will be issued by post direct to the home of a parent after possibly just one warning, 
or in the case of absences without acceptable cause, warnings may not be given. This includes 
pupils caught on truancy sweeps, persistent late arrival after the close of registration or 
unauthorised absence that has not been authorised as an absence from school for 
exceptional circumstances. In these cases, the warning is given on the absence request form and 
detailed within this information leaflet and no written warning will be given.  Where parents do not 
follow school procedures of submitting a request and simply remove their child without seeking prior 
approval, a warning may not be given.  Parents must complete a request for exceptional leave form 
and submit this to the school, allowing for sufficient time to enable the school to consider the request 
and inform the parent of the decision. 

 

Fines are issued for unauthorised absence of 5 or more days and each school day is divided into 2 
registration periods. For example, if your child is absent for one day this equals 2 sessions, 
and a five-day absence is equal to 10 sessions.   
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 If your request is declined and you take your child out of school each person with day-to-day 
care of the child(ren) may be issued with a £160 penalty notice if paid within 28 days this 
reduces to £80 if paid within 21 days. If after 28 days the fine remains unpaid you may be 
summonsed to appear before Magistrates to explain why your child has unauthorised school 
absences and you may be liable for a fine of up to £1000.  

 

 Where it is deemed appropriate to issue a second penalty notice within 3 years of the first 
penalty notice, the second penalty notice will be charged at a flat rate of £160 if paid within 
28 days. If after 28 days the fine remains unpaid you may be summonsed to appear before 
Magistrates to explain why your child has unauthorised school absences and you may be 
liable for a fine of up to £1000. 

 

 If a third penalty notice referral is received within a 3-year period, a further penalty notice 
fine cannot be issued and legal action will be considered. 

 

Support and guidance on attendance is always available and if you have any questions about this, 
or if you need help to achieve an improvement, please contact your child’s school to discuss this. 

We advise that you do not plan for your child to be absent from school without gaining prior 
agreement from their school first. Headteachers cannot retrospectively authorise absence 
from school under any circumstance. 

 


