
Attendance Matters - A Guide for Parents and Guardians 

As we embark on a new year and a new term, we would like to take this opportunity to draw your attention to 

the school’s attendance policy which gives a detailed overview of the processes and procedures in place 

regarding attendance and punctuality. 

We would like to reinforce the importance of good school attendance, and highlight key features related to 

attendance law, and the policy. You will find at the end of this information, links to other documents you may 

wish to view.  The school’s Attendance Policy can be found on the school website. 

Good school attendance is always high on our agenda, but this is especially relevant following the disruption 

caused to education by COVID-19, and the on-going issues of isolation due to infection with the virus. 

We want every student to benefit from all of the opportunities the school provides. We appreciate your support 

in ensuring excellent attendance and punctuality. Please contact the school if you have any concerns in this 

regard. 

Regular and punctual attendance at school is both a legal requirement, and essential in order for students to 

maximise the opportunities available to them. Missing school negatively impacts learning. Any disruption to 

school routine can have a detrimental effect on progress and attainment. Continued absence from school 

affects children and young people in other ways too; it can be isolating and affect mental health, friendships 

and well-being. In extreme cases the isolation from school can leave students vulnerable to forms of abuse 

and criminality. 

If your child does not regularly attend school and there are no satisfactory reasons for absence, the school 

will aim to support you to bring about an improvement. 

If there is no improvement, the school will make a referral to the Local Authority for further support; persistent 

non-attendance can lead to the issue of penalty notices, and legal action in some cases. We would prefer to 

work with children/ young people to identify barriers to school attendance and plan for sustainable change. 

What the School does 

Our school monitors student attendance and lateness on a daily, weekly and termly basis. Attendance data 

is shared with the local authority at their request. We look for patterns in lateness and non-attendance, for 

example, days where a particular lesson takes place, absence on regular Fridays or Mondays, and friends 

or siblings being absent together, to name but a few. 

Our pastoral team will check-in with students where persistent absence or lateness is becoming a concern. 

Again this is intended to be supportive and bring about change. 

If your child/young person is missing from school and no reason has been given, you will be contacted by the 

school’s Attendance Officer to discuss the matter. They will talk with you about your child’s/ young person’s 

attendance with the aim of identifying a solution to bring about improvement. If there is no improvement 

without satisfactory cause, the concern will be escalated to the appropriate Local Authority.  

The schools biggest concern is unauthorised absence caused by extreme lateness, or absence without 

notification or an adequate cause. However, frequent absence with repetitive illness may also require medical 

evidence in order to be authorised. 

Absence which drops below 90% will trigger a letter of notification, and an opportunity to discuss concerns 

and solutions at a school based attendance meeting. Absences which fail to improve may be referred to the 

Local Authority, who will escalate the concern through their staged model of intervention which may trigger 

home visits, frequent phone calls and in extreme cases lead to penalties and court action. At every level of 



the staged approach clear, timely targets will be set. Students will be consulted about their attendance 

concerns and given the opportunity to identify actions, or areas requiring support. 

Safeguarding and School Attendance 

Any absence is a concern, but absence without notification is a particular worry and raises a safeguarding 

matter. Schools have a duty of care to students and need to account for everyone, even if they do not attend 

school. In this event we will contact parents, or guardians in the first instance, but pursue all available contacts 

to determine a child, or young person's whereabouts. This is not intended to be intrusive, or distrusting but 

simply to ensure they are safe. If no contact is made this may trigger a home visit from the school, or a welfare 

visit from the Police. 

Your responsibilities as a parent 

By law, all children of compulsory school age (5-16) must receive a suitable full-time education; as a parent, 

you have a legal responsibility to make sure this happens – whether by registering them at school or by 

making other arrangements to give them a suitable full-time education. Once your child is registered at school, 

you are legally responsible to make sure they attend regularly. 

A child becomes of compulsory school age following the term of their fifth birthday where a parent has elected 

to register that child at school. A child continues to be of compulsory school age until the last Friday in June 

in the school year that they reach 16. 

If they do not attend regularly, you will be contacted by the school. If attendance remains a concern your 

child’s school has a duty to notify the Local Authority. 

The Local Authority carefully monitors school attendance; particularly where it has dropped below 90%. 

Q&A 

What should I do if my child is truanting? 

If your child is truanting from school you can talk to them to try and find out why. Please contact the school if 

you believe this is the case. It is important that we work in partnership; school staff will be happy to discuss 

the situation and look for solutions. 

What should I do if my child is off school? 

As a parent it is your responsibility to contact the school as early as possible on each day of absence to offer 

an explanation. 

Please follow the school’s absence procedures to notify them of absence or lateness. The reasons provided 

to school must be specific and clear. Reasons such as ill, poorly, under the weather or not well are 

inadequate; please indicate what is wrong and whether medical advice has been sought. Reasons which are 

inadequate will be marked as unauthorised. Many minor illnesses such as colds, sore throats, period pains 

and general lethargy can, in most cases, be managed at school. If you are unsure please contact the school 

office. 

Make routine dentist/doctor/optician appointments outside of school hours or during school holidays. If you 

do have to make an appointment during school time, ensure your child is at school for as much of the day as 

is possible and notify the school about the appointment. You should expect to be asked for medical evidence 

or appointment cards if your child is frequently absent for such reasons. 

Am I entitled to take my child out of school for a holiday? 

Amendments were made to the 2006 regulations removing the entitlement for parents/ guardians to take their 

child out of school for a holiday during term time. The headteacher cannot grant absence for this during term 

time unless there are exceptional circumstances. Absence for the purpose of holiday will not be authorised.  

As with other unauthorised absences this can incur a penalty. 

 

 



Why are Penalty Notices issued? 

Parents and guardians commit an offence if a child, or young person does not attend school regularly and 

the parent or guardian continually fails to provide an explanation for absence in accordance with school 

procedure or the absences have not been agreed by the school. This is called unauthorised absence. In 

some cases unauthorised absence may result in prosecution under Section 444 of the Education Act 1996. 

The Anti-Social Behaviour Act 2003 introduced Penalty Notices as an alternative to prosecution. If paid within 

deadlines a Penalty Notice does not require a court appearance, but still aims to improve attendance. 

How much is a Penalty Notice? 

The penalty notice for each parent/carer is £60 for each child if paid within 21 days of receipt of the notice, 

rising to £120 if paid between the 21st and the 28th day. Penalty notices can be served on both parents and 

parents who the child does not reside with on a daily basis but who has responsibility for the child on a school 

day. 

All penalties are paid to the Local Authority not the school. 

What happens if I get a penalty notice and don’t pay? 

You have up to 28 days from the date of receipt to pay the Penalty Notice in full. If full payment is not received 

by the end of the 28 day period, the Attendance Compliance Team will prosecute for the offence to which the 

notice applies. The prosecution is not for non-payment of the notice but is for irregular attendance at school 

(Education Act 1996 Section 444(1)). 

There is no statutory right of appeal against the issuance of a penalty notice. 

Why would a penalty notice be withdrawn? 

A penalty notice can be withdrawn if it should not have been issued, i.e. where it has been issued outside of 

the code of conduct or where no offence has been committed and/or where it has been issued to the wrong 

person. 

Can I be prosecuted if I pay the penalty notice but my child is still missing school? 

You will not be prosecuted for the period included in the penalty notice. However, it may be the case that 

your child receives further periods of unauthorised absence not covered by the notice, and prosecution may 

be considered. 

What if I am taken to court? 

The local authority may prosecute you (they do not have to issue a penalty notice first), under section 7 of 

the Education Act 1996. You could get a fine of up to £2,500, a community order, or in more extreme cases 

a prison sentence of up to 3 months, or a combination thereof. If the court thinks it will help your child to go 

to school they may impose a parenting order. A parenting order is a court order that requires you to attend 

parenting classes to help improve your child’s behaviour and attendance at school. 

If you have any questions regarding attendance matters, or you would like to discuss a particular concern 

please contact the school. 

Appendix 

Essex County Council 

https://schools.essex.gov.uk/pupils/attendance_specialist_teams/Documents/School%20Attendance%20-% 

20Essex%20County%20Council.pdf  

https://schools.essex.gov.uk/pupils/Attendance_Compliance/Documents/Code%20of%20Conduct%20April 

%202019.pdf  

https://schools.essex.gov.uk/pupils/attendance_specialist_teams/Documents/School%20Attendance%20-%20Essex%20County%20Council.pdf
https://schools.essex.gov.uk/pupils/attendance_specialist_teams/Documents/School%20Attendance%20-%20Essex%20County%20Council.pdf
https://schools.essex.gov.uk/pupils/Attendance_Compliance/Documents/Code%20of%20Conduct%20April%202019.pdf
https://schools.essex.gov.uk/pupils/Attendance_Compliance/Documents/Code%20of%20Conduct%20April%202019.pdf


https://www.gov.uk/government/publications/school-attendance 

Southend Borough Council 

https://www.southend.gov.uk/downloads/file/3606/amendment-to-sbc-code-of-conduct-under-the-

provision- 

of-the-education-penalty-notices-regulation-

2004 

 

https://www.gov.uk/government/publications/school-attendance 

https://www.gov.uk/government/publications/school-attendance
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https://www.southend.gov.uk/downloads/file/3606/amendment-to-sbc-code-of-conduct-under-the-provision-of-the-education-penalty-notices-regulation-2004
https://www.gov.uk/government/publications/school-attendance

