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Important 

Equality Act 2010 

 

 

 

In operating this Policy/Procedure it is very important to ensure compliance with 

discrimination law which is now consolidated within the Equality Act 2010. 

 

It is unlawful for a school to discriminate against a pupil by treating them unfavourably 

because of their disability. 

 

The school is expected to make reasonable adjustments.  The ’test of reasonableness’ 

should be applied in each situation where a reasonable adjustment may need to be 

made.   

 

In some instances, it may be justified not to make a proposed reasonable adjustment to 

resolve a situation where the young person, parent/carer, staff of school, governors 

and/or disabled members of the public who use school premises/facilities outside of core 

school hours could be seen as being at a “substantial disadvantage” as compared to 

their non-disabled peers.  This doesn’t mean that where this reasonable adjustment is 

considered and felt to be appropriate, that no action should be taken to resolve the 

situation. 

 

If you have any questions/concerns concerning the application of the Act in relation to 

this policy/procedure you must always refer the matter to the Principal. 

 

 

 

 

For Reference: 
 

 ‘Reasonable Adjustments for Disabled Pupils’ guidance to school issued by Equalities and 

Human Rights Commission dated September 2012.  www.equalityhumanrights.com 

  

‘Advice for School Leaders, School Staff, Governing Bodies and Local Authorities’ issued 

by the Department for Education 23rd October 2012. www.education.gov.uk  
  
 
 
 
 

 

http://www.equalityhumanrights.com/
http://www.education.gov.uk/
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 Hob Moor Community Primary School 

Attendance Policy 

 

Rationale: 
 

This policy outlines the underlying philosophy, purpose, nature, organisation and 

management of attendance within Hob Moor Community Primary School. It is a working 

document designed to promote positive attendance and reduce absence.   

 

The national average for primary school attendance is 95% but at Hob Moor Community 

Primary School we are always striving for higher so that our children can make the very 

most of every learning opportunity.  

 

1.0 Aims 
 

In order to ensure good attendance of all children our aims are: 

 

1.1 To make attendance and punctuality a priority for all those associated with the 

school including children, parents/carers, staff and governors. 

 

1.2 To develop a framework which defines agreed roles and responsibilities and 

promotes consistency in carrying out designated tasks. 

 

1.3 To develop a systematic approach to gathering and analysing attendance related 

data to that we can support children to be in school regularly.  

 

1.4 To implement a system of rewards and sanctions to promote good attendance. 

 

1.5 To provide support, advice and guidance to parents/carers and children. 

 

1.6 To further develop positive and consistent communication between home and 

schools to ensure and celebrate good attendance.  

 

1.7 To develop positive and consistent communication between home and school to 

challenge attendance that is causing concern. 

 

1.8 To promote effective partnerships with supporting services and agencies through the 

Local Authority’s Children’s Advice Team (Front Door).  

 

1.9 To recognise and address the needs of individual children when planning 

reintegration following significant periods of absence. 

 

1.10 To ensure consistent approaches to the management of Children Missing in 

Education 

 

1.11 To reduce time taken for family holidays in term time 
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2.0 Definitions 
 

All members of our school community strive to promote good attendance. It is at the 

Principal/Heads of School discretion as to whether a child’s absence is recorded as 

authorised or unauthorised. 

 

2.1 Good attendance 

 

Good attendance at school is vital for children to achieve their full educational potential. 

Good attendance ensures: 

 continuity of learning to enable good progress, attainment and makes retention of 

learning easier; 

 continuity of relationships and friendships, leading to positive emotional wellbeing;  

 good habits are formed for later life; 

 the effective safeguarding of children. 

 

Attendance percentages are not like examination results: an attendance percentage 

needs to be in the high nineties before it can be considered to be good. The following 

examples show possible attendance over the course of a school year (190 days).  

 

10 days absence (20 sessions) = 95% attendance  

20 days absence (40 sessions) = 89% attendance  

30 days absence (60 sessions) = 85% attendance  

 

2.2 Authorised absence  

 

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

legitimate reason (usually illness, but possibly a medical appointment, funeral etc.) and 

the school has received notification from a parent or carer. 

 

Only the school can make an absence authorised. Parents and carers do not have this 

authority. Consequently, not all absences supported by parents/carers will be classified as 

authorised. For example if a parent takes a child out of school and gives the reason that it 

was to go shopping for school shoes, this will not mean it is authorised absence. There may 

also be a time that a parent gives a reason for an absence but the school does not 

authorise it as it has information to contrary (e.g. reported illness but actually on holiday). 

 

If a child has an overall attendance of less than 90%, we will ask parents for evidence to 

support the absence e.g. a doctor note before agreeing to authorise it. 

 

2.3 Unauthorised absence 

 

An absence is classified as unauthorised when a child is away from school without the 

permission of both the school and a parent/carer. 

 

Therefore, the absence is unauthorised if a child is away from school without good reason, 

even with the support of a parent. 

 

2.4 Total Absence 

 

Total absence represents all the time children are absent from school, regardless of 

whether this is authorised or unauthorised.  
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2.4 Persistent absence (PA) 

 

From September 2015, the DfE defines a ‘persistent absentee’ (PA) as a child who, at any 

point in the year, has accumulated absence of more than 10% of the available sessions 

regardless of whether or not any of it is authorised. The PA status may change as the terms 

progress but these children are at particular risk of achieving poor outcomes at school 

and beyond. The PAs will be closely monitored and parents challenged to bring about 

improvement. 

 

3.0 Registration 
 

3.1 Codes 

 

There are a series of codes which are used to denote authorised and authorised absence 

(DfE School attendance - Departmental advice for schools – Updated November 2016). 

 

It is the school’s responsibility to ensure the correct codes are recorded and that patterns 

and trends in children’s absence are analysed.  

 

3.2 Punctuality and the close of registers 

 

We need children to arrive at school punctually so that they can access all learning 

opportunities. If a child misses the start of the day they can miss their learning and 

important information and news for the day. Late arrivals also disrupt lessons and it can be 

embarrassing for the child.  

 

Children who arrive at school within 10 minutes of the doors opening are marked down as 

attending the session (i.e. 8.50-9.00am). Children arriving after the first 10 minutes but 

before 9.30am should be recorded as Late (using the code ‘L’); this will be reported as an 

attendance. Children arriving after 9.30am should be recorded as ‘late after registers 

close’ (using the code ‘U’); this will be reported as an absence. 

 

3.3 Medical appointments 

 

We encourage families to book medical appointments outside of the school day. Where 

this is not possible, the following codes are used: 

 

If a child arrives back in school before the official close of the register (9.30am), this will be 

recorded as ‘L’ and therefore the child is marked as attending school. If a child arrives 

back after the official close of the register, the child will be marked as ‘M’ for a medical 

appointment and will be recorded as absent for the session.  

 

Where possible, if a child needs to attend an appointment in the middle of the day, 

parents are asked to bring their child in to school and collect them/return them from 

appointments. We aim to minimise the time out of school.  

 

3.4 Requests for leave of absence 

 

We believe that all children need to be in school for all sessions and for this reason, as a 

general rule, we do not authorise leave of absence (including family holidays) in term 

time. 
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The Secretary of State for Education expects the Principal and Heads of School to 

unauthorise all requests for leave of absence unless there are very ‘exceptional 

circumstances’. Following guidance written by the City of York Council (Guidance relating 

To Pupil Leave of Absence from school for Family Holidays June 2013), the Principal/Head 

of School may only authorise a leave of absence for exceptional circumstances. These 

may include: 

 Service personnel who have had a recent tour of duty which has taken them away 

from family for an extended period of time, but only if the leave of absence will 

have minimal disruption to the child’s education. 

 When a family needs to spend time together to support each other during or after 

a crisis.  

 Any other circumstances the Principal/Head of School consider to be exceptional. 
 

The national guidance expects that requests for the following reasons will not be 

authorised: 

 Availability of cheap holidays 

 Availability of desired accommodation 

 Poor weather experienced in school holiday periods 

 Overlap with beginning or end of term 

 

If we know that a child has siblings in other schools, we are advised to make contact with 

the other school to come to an agreement when coding the leave of absence (i.e. 

whether the leave of absence is authorised or unauthorised) 

 

The following codes will be used to record a leave of absence:  

 In exceptional circumstances, approved leave of absence for a family holiday will 

be marked as code ’H’. 

 In very exceptional circumstances, extended authorised holiday/leave of absence 

will be marked as code ‘F’.  

 Where the school and parents fail to reach agreement, and the child is then absent 

from school due to a family holiday, the register will be marked as code ‘G’. 

 Requests for other leave of absence that are authorised i.e. for a funeral or 

wedding will be marked using code ‘C’.  Requests that are declined and therefore 

not authorised will be marked using code ‘O’.  

 

Following an unauthorised leave of absence, the school may decide to work with the 

local authority to issue a fixed penalty notice – see section 6.2.  

 

If the parent/carer of a child performer (e.g. arts/music/sport) seeks leave of absence 

from school for their child to take part in an activity, the Head of School/Principal may 

grant leave of absence for the child to undertake employment during school hours 

(section 37 of the Children and Young Persons Act 1963). If the child needs leave for a 

paid performance, the ‘employer’ must obtain a local authority licence before the child 

can take part in a performance. Where the license specifies the dates that the child is to 

be away from school to perform, then the school will generally authorise those days. 

However, where the terms of the license do not specify dates it is at the discretion of the 

Head of School/Principal to authorise leave of absence. The school is sympathetic to 

requests that are supported by a licence, as long as we are satisfied that this will not have 

a negative effect on a child’s education 

 

3.5 Religious Observance 

 

The DfE recommends the use of code ‘R’ when children are absent from school to take 

part in any day set aside exclusively for religious observance by the religious body to 
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which the parents belong, including religious festivals. Parents should be encouraged to 

give advance notice where possible. 

 

This is interpreted to mean that if the parents’ religious organisation sets the day as a 

religious festival then the school must authorise the absence. Where necessary, school 

should seek advice from the parents’ religious body about whether it has set the day 

apart for religious observance.  

 

If the religious body has not set the day apart there is no requirement for the school to 

approve the absence or grant a leave absence.  Additional holidays and days off linked 

to the religious festival but not ‘exclusively set aside for religious observance’ by the 

religious body are not marked using code ‘R’. 

 

3.6 Children Missing Education  

 

At Hob Moor Primary School we follow the City of York ‘Children Missing Education - 

Guidance for schools and the Local Authority’ (January 2015).  

 

We will refer to the Children Missing Education (CME) guidance if: 

 A child leaves the school without their parents/carers giving details of their new 

school;  

 The destination school given by the parent has not received the child; 

 Parents/carers are unsure of the child’s new school;  

 The child has stopped attending without the school receiving any notification.  

 

The National Guidance, ‘Children Missing Education’ (Updated September 2016) states 

that “All children, regardless of their circumstances, are entitled to a full time education... 

Children missing education (CME) are at significant risk of underachieving, being victims of 

abuse, and becoming NEET (not in education, employment or training) later on in life”. 

 

When a child leaves with notice, as a school we will:  

 Agree with parent the last day the child will be attending the school.  

 Request updated telephone numbers, e-mail and address.  

 Ask if the child has been allocated a place at a new school and if so seek details.  

 If a new school has been allocated contact the school to agree the date the child 

will be starting.  

 If a new school has not been allocated ask parents to inform us when a new school 

has been allocated so we can transfer electronically the Common Transfer File 

(CTF). We will also contact the LA at cme@york.gov.uk with details of the child, new 

address etc.  

 If it cannot be established that the child will be attending the named / any school, 

we will follow CME process.  

 

Where a child leaves without advance notice or their destination is unknown, we will:  

 Inform the named social worker if the child or family is known to Children’s Social 

Care  

 Check possible whereabouts with staff  

 Contact parents using last known number or e mail  

 Contact any emergency contacts held for the child  

 Make a home visit to the last known address  

 Check with neighbours and any known friends  

 Contact any agencies known to be involved such as school nurse, GP, IDAS, YOT, 

police etc. 

 If the child has a statement, EHCP or has SEN check with SEN services 
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 Contact the last known school of any siblings 

 Ask the child’s friends and their parents if they are aware of the child’s whereabouts 

 Check any social media sites e.g. Facebook.  

 

If the child is still not located we will contact the Schools Adviser: Attendance and 

Integrated Working (cme@york.gov.uk). This will enable the LA to make further enquires, as 

appropriate, to try and locate the child. Where the LA is informed that a child is missing 

education, the LA will include the child’s details on their CME list and may undertake 

further checks to those undertaken by the school at the point of the child being reported 

as missing education. These additional checks will be proportionate and relevant to the 

known welfare risks and concerns about the child. 

 

If we are concerned about the welfare or safety of a child who is leaving, or who has left 

a school, our first response will be to discuss these concerns with the designated person 

with responsibility for safeguarding; this person may then decide to contact Children’s 

Social Care Referral and Assessment at the Front Door on 01904 551900 or 

childrensfrontdoor@york.gov.uk.  

 

The child will remain on roll (minimum of 4 weeks) and their absence will be recorded. We 

will contact the Schools Adviser: Attendance and Integrated Working and agree the date 

that the child should be removed from roll before we actually remove the child from their 

roll.  

 

4.0 Roles and responsibilities: 
 

All members of our school community have roles and responsibilities in promoting and 

ensuring good attendance and punctuality 

 

4.1 Role of the children 

 

Children have a responsibility to themselves and to others to play a positive role in the life 

of the school and to make the most of the education opportunities available to them.  
 

All children will (with support where appropriate): 

 Ensure that they attend school regularly and on time.  

 Be aware of their current attendance record and targets.  

 Be aware of the consequences of poor attendance or truancy.  

 Not leave school without permission.  

 Follow correct procedures for known absences.  

 Respect themselves and others.  

 Encourage friendship and a sense of belonging.  

 Be happy and encourage others to feel happy  

 Inform a trusted adult if they, or others, feel that they are being bullied or feel unhappy 

in school. 

 

4.2 Role of parents/carers 

 

Parents and carers have an essential role in ensuring their child’s good attendance.  
 

We ask parents to: 

 Establish good attendance habits by acting as a role model and showing the 

children that good attendance and punctuality is important.  

 Praise and reward good attendance, even small successes, e.g. co-operating with 

dressing or getting ready quickly even if resisting going to school. 
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 Talk regularly with their child about school and how they feel about it. Children are 

more likely to want to attend and learn if they feel supported and their anxieties are 

listened to. 

 Know routines of the school day to avoid issues e.g. ensuring children have their PE 

kits on the right days. 

 Establish a good bedtime routine, so that their child can sleep well, get enough 

sleep and make mornings less of a struggle. 

 Contact the school by phone, text, email or letter as soon as possible to say why 

their child is absent, and when they are expected to return.  

 Only grant days at home for genuine illness  

 Arrange for a friend to take a child to school if a sibling is sick. 

 Avoid taking holidays in school time. 

 Ensure that wherever possible, medical appointments are made outside of the 

school day. 

 Engage with school in conversations and meeting with school around attendance 

improvement 

 

4.3 Role of the Class Teacher and Teaching Assistants 

 

We ask teachers and teaching assistants to: 

 Encourage and promote good attendance.  

 Ensure that registers are correctly and promptly marked.  

 Set a good example in matters of attendance and punctuality.  

 Provide a safe and secure environment in which children can learn. 

 Provide engaging and worthwhile learning experiences that encourage children to 

regularly attend lessons.  

 Listen to and value children’s views.   

 Ensure that children are informed of their current attendance record half termly.  

 Talk regularly to children and parents about the importance of good attendance. 

 Share concerns with the Heads of School and Designated CP staff about changing 

patterns of attendance as soon as possible.  

 

4.4 Role of the School 

 

As a school we:  

 Use Restorative Practices to create a school ethos and community that children 

want to be part of.  

 Meet the legal requirements set out by Government and the guidance set out by 

the City of York Council. This includes consistently recording authorised and 

unauthorised absences within the guidance of the 1995 Education Act and 

subsequent amendments.  

 Give high priority to punctuality and attendance. 

 Use a range of positive strategies to promote and reward good attendance.  

 Develop procedures that enable the school to identify, follow up and record 

absence, patterns of absence and parent condoned absence with effective 

monitoring and intervention. There will be a particular focus on ‘vulnerable’ groups 

such as Pupil Premium children and children with SEND. 

 Develop a range of effective strategies to follow up intermittent and long term 

absenteeism and promote good attendance.  

 Develop procedures for the reintegration of long term absentees.  

 Encourage open communication channels between home and school.  

 Work with the Local Authority’s Schools Adviser for Attendance and the Children’s 

Advice Team (Front Door) where we have significant concerns about a child’s 

attendance.  



Revised Attendance Policy – October 2017 

 

 

 

 

4.5 First day contact 

 

As part of our safeguarding children processes, if the school has not received a reason for 

a child being away from school on the first day, the Admin team will make contact with 

the parents/carers. This is done either by phone call or the text messaging service. Where 

there is no response, we will endeavour to make contact with the emergency contacts to 

ensure the child is safe and well, and we may make a home visit. The child’s absence will 

be recorded as unauthorised.  

 

4.6 Role of the Well-being, Behaviour and Safeguarding (WEBS) Team 

 

The WEBS team will: 

 Work with the Heads of School to monitor attendance across year groups and 

share this information with teachers and Governors.   

 Work with class teachers and the Head of School to analyse the impact of 

attendance data on academic achievements. 

 Identify individual children and groups of children at risk of becoming persistent 

absentees, set appropriate targets and implement intervention strategies to meet 

targets.  

 Ensure that information is regularly communicated and that all staff are aware of 

persistent absentees.  

 Ensure that parents are aware of their legal responsibility and provide support to 

help them meet this responsibility and promote good attendance. We will ensure 

that information is communicated through a variety of means. 

 Consider how the use of the Integrated Working Tools available on the Yorok 

website, such as Family Early Help Assessment, can help to support families. 

(http://www.yorok.org.uk) 

 Work and communicate effectively with external agencies to ensure good 

attendance and children’s safety.  

 Support the Head of School with planning and facilitating attendance panels. 

 

4.7 Role of the Governing Body 

 

Under the Education (Pupil Registration) Regulations 1995 and amendments, the 

governing body is responsible for making sure the schools keep an attendance register 

that records which children are present at the start of both the morning and the afternoon 

sessions of the school day. This register will also indicate whether an absence was 

authorised or authorised. The governing body monitors the rate of attendance and 

ensures the policy is adhered to fairly and consistently. The attendance of vulnerable 

groups (Pupil Premium and those children in Primary with SEND) will be monitored. 

 

4.8 Role of the Local Authority 

 

The Children’s Advice Team is available to offer further information regarding a child and 

advice on other services available. The Schools Adviser for Attendance supports the 

school with attendance panels and provides guidance on national legislation and local 

initiatives.  

 

5.0 Promoting positive attendance at Hob Moor Primary School: 
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In recognition of the importance of good attendance, the school has two reward systems 

to motivate and reward our children. This includes: 

 

 Beat for a treat – Each week the class will try to beat their previous week’s 

attendance. If they do so, the will earn a class reward e.g. 10 mins extra playtime, 

time on the ipads etc. The class teacher has a key role to play in promoting good 

attendance, displaying the class’ attendance for the week and enabling the 

rewards to be delivered in a timely and exciting manner.  

 Half termly Reward – Each half term, each child with attendance over 97% will be 

able to access a reward time. This may be a film and snack, a craft afternoon, a 

trip to the park etc. 

 Each term, every child with 100% attendance will receive a special certificate in 

assembly.  

 

6.0 Intervening with Attendance Concerns at Hob Moor Primary School: 
 

Where we have concerns around a child’s attendance we have a range of strategies to 

support, challenge and intervene. The WEBS Team and Heads of School monitor the 

attendance of all children on a half termly basis and more regularly for those children 

whose attendance gives cause for concern. An attendance tracking system is in place 

which sets out agreed actions to be taken at different levels of attendance/absence.  

 

Stage Attendance Action 

 
100 - 97.0% Celebrate Good Attendance 

 
96.99 - 95.0% 

Monitor –  

Class teacher to have informal discussion with parents. 

Stage 1 94.99 - 92.0% 
Letter home offering support and opportunity to meet 

with the WEBS team 

Stage 2 91.99 - 90% Informal meeting with Head of School / WEBS team 

Stage 3 Below 90% 
Formal Meeting with Head of School / WEBS team – clear 

targets and actions agreed 

 

6.1 Attendance panels 

 

When the school has offered and provided support to parents/carers to improve a child’s 

attendance, and the child’s attendance still causes concerns, the parents/carers are 

invited to an attendance panel with the Head of School and WEBS Lead. At the panel 

meetings there are opportunities for issues preventing good attendance to be discussed, 

supported and hopefully resolved. The legal responsibilities of the parent/carer are made 

explicit and clear expectations for future attendance will be agreed with actions to 

support this. One or more further panel meetings are planned to monitor and review 

improvements and progress towards good attendance.  

 

6.2 Fixed penalties 

 

Parents/Carers have a legal responsibility to ensure the regular and punctual attendance 

of their children to maximise their educational opportunities. It is an offence if a parent or 

carer fails to secure a child’s attendance. The school may work with the Local Authority to 

consider an ‘Education Related Fixed Penalty Notice’ when: 

 

 The school has supported a family to improve attendance but no improvements 

have been made 
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and/or  
 Where a family chooses to take their child on un-authorised leave of absence 

(usually holidays during term time),  
and/or  

 Where the use of attendance panels have failed to secure an improvement. 
 

This will be done in line with the ‘City of York Code of Conduct for the use of Education 

Related Fixed Penalty Notices’ (September 2013) – see Appendix 1.  
 

The Local Authority has a Council members’ agreed protocol regarding the issuing of 

Fixed Penalty Notices. When the Principal/Heads of School reaches the decision that a 

fixed penalty notice should be issued, they will work with the School Adviser: Attendance 

and Integrated Working to ensure the correct protocols are followed. 

 

7.0 Monitoring and review 

 
Class teachers, the Admin team and the WEBS team all monitor children’s attendance on 

a daily, weekly, half termly and annual basis.  Information is shared, as appropriate, with a 

range of stakeholders e.g. parents, Governors, the Local Authority.  

 

The school keeps a variety of records concerning attendance which are stored on the 

computer system and in the WEBS team room.  

 

The Principal and Heads of School monitor the effectiveness of this policy on a regular 

basis. They also report to the governing body on the effectiveness of the policy and, if 

necessary, make recommendations for further improvements.  

 

It is the responsibility of the governing body to monitor the rate of attendance and to 

ensure that the school policy is adhered to fairly and consistently. 

 

The governing body reviews this policy every two years. The governors may, however, 

review the policy earlier than this if the government introduces new regulations, or if the 

governing body receives recommendations on how the policy might be improved. 

 

8.0 Relevant Legislation 
 Children and Young Persons Act 1963 

 The Children Act 1989 (section 36);  

 Education (Pupil Registration) Regulations 1995 and amendments. 

 The Education Act 1996 (sections 7, 19, 436A, 437-39, 443-447);  

 Crime and Disorder Act 1998 (section 8 -10);  

 The Anti-social Behaviour Act 2003 (ASB Act) (sections 19-24);  

 The Education Act 2005 (section 115);  

 The Education and Inspections Act 2006 (sections 97-111) ;  

 The Education (Parenting Contracts and Parenting Orders) (England) Regulations 

2007;  

 The Education (Penalty Notices) (England) Regulations 2007;  

 The Education and Skills Act 2008 (section 2 and155);  

 The Education (Penalty Notices) (England) (Amendment) Regulations 2012;  

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

  Improving attendance at school - Charlie Taylor (2012) 
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Appendix 1 

 
 

 
 

City of York Council 
Adults, Children and Education 
Children’s Advice Team 

 
 
 
 
 

City of York Code of Conduct for the use of Education 
Related Fixed Penalty Notices  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
September 2013 
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 Penalty Notice Protocol 
 

1 Legal Basis 
 

1.1 Section 23 of the Anti Social Behaviour Act 2003 empowers designated LEA 
officers, Head Teachers (& Deputy and Assistant Headteachers authorised by 
them) and the Police to issue Penalty Notices in cases of unauthorised absence 
from school.  The specific regulations governing the use of penalty notices are: 
 
The Education (Penalty Notices) (England) Regulations 2004  
 
The Education (Penalty Notices) (England) Regulations 2007 
 
 The Education (Penalty Notices) (England) (Amendment) Regulations 2013  
 

1.2 The issuing of Penalty Notices must conform with all requirements of the Human 
Rights Act and all Equal Opportunities legislation.   

1.3 The Local Authority (LA) has the prime responsibility for developing the protocol 
within which all partners named in the Act will operate. 

2 Rationale 
 

2.1 Regular and punctual attendance at school is both a legal requirement and 
essential for pupils to maximise their educational opportunities. 

2.2 In law an offence occurs if a parent or carer fails to secure a child’s attendance at 
the school at which they are a registered pupil and that absence is not authorised 
by the school.  Penalty notices supplement the existing sanctions currently 
available under Section 444 of the Education Act 1996 or Section 36 of the 
Children Act 1989 to enforce attendance at school where appropriate. The 
Children’s Advice Team (CAT) delivers this LA responsibility.    

2.3 Parents and pupils are supported at school and at partner agencies level to 
overcome barriers to regular attendance through a wide range of assessment and 
intervention strategies such as the use of  Integrated Working tools 
Sanctions of any nature are for use only where parental co-operation in this 
process is either absent or deemed insufficient to resolve the presenting problem. 

2.4 Sanctions are never used as a punishment, only as a means of enforcing 
attendance where there is a reasonable expectation that their use will secure an 
improvement. 

2.5 These measures are permissive and it is for individual governing bodies and the 
LA to decide whether to use them. In exercising these powers governing bodies, 
head teachers and local authority officers should have regard to their 
safeguarding duties. 

3 Circumstances Where a Penalty Notice May be Issued 
 

3.1 A Penalty Notice can only be issued in cases of unauthorised absence.  Use of 
Penalty Notices will be restricted to one per pupil per academic year.  In cases 
where families contain more than one poor-attending pupil, multiple issues may 
occur but this will be the subject of careful consideration and co-ordination.   

3.2 There will be no restriction on the number of times a parent or carer may receive 
a formal warning of a possible issue of a Penalty Notice. 

file:///C:/Users/eedspms/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/AK29RUZ1/2013%20Fixed%20penalty%20Protocol.docx
file:///C:/Users/eedspms/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/AK29RUZ1/2013%20Fixed%20penalty%20Protocol.docx
file:///C:/Users/eedspms/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/AK29RUZ1/2013%20Fixed%20penalty%20Protocol.docx
http://www.yor-ok.org.uk/Workforce/Concerned%20about%20a%20child%20or%20young%20person/integratedworking
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3.3 The issuing of a Penalty Notice is considered appropriate in the following 
circumstances: 

 overt truancy (including pupils caught on truancy sweeps) 

 parentally-condoned absences 

 excessive leave of absence in term-time 

 excessive delayed return from leave of absence without prior school   
agreement 

 persistent late arrival at school (after the Register has closed) 
 

3.4 To ensure consistent practice Penalty Notices will be issued only when: 

 at least 10 sessions (5 school days) have been lost to unauthorised                          
absence by the pupil during the current term 

   the liable parent or carer responsible for the pupil has received a                     
formal warning of the possibility of a Penalty Notice being issued and given a 
maximum of 15 school days to effect  an improvement  

3.5 The requirement to issue a formal warning will be waived if a period of 
unauthorised absence occurs of at least 10 sessions in the current term because 
leave of absence for a holiday is taken in term time without school permission. 

3.6  Schools must consider every aspect of a pupil’s case before considering whether 
a Penalty Notice would be appropriate. This must include discussions with the 
Schools Adviser: Attendance and Integrated Working and any other service that 
have involvement with or knowledge of the pupil and his or her family. Where 
absence is regular and ongoing rather than due to unauthorised leave of absence 
schools are expected to follow the School Attendance Absence Prevention Route 
Map  before requesting a Fixed Penalty Notice. Requests for Fixed Penalty 
Notices where pupils have ongoing absences will only be issued where school 
can evidence they have followed the guidance on Attendance and Integrated 
Working available on the YorOK website. 

3.7 Penalties may also be issued where parents allow their child to be present in a 
public place during school hours

 

without reasonable justification during the first 
five days of a fixed period or permanent exclusion. The parents must have been 
notified by the school at the time of the exclusion of this and the days to which it 
applies. 

4 Procedure for Issuing Penalty Notices 
 

4.1 In the City of York Penalty Notices can be issued by The Schools Adviser: 
Attendance and Integrated Working or a headteacher following consultation with 
the Schools Adviser. This will ensure consistent and equitable delivery, protect 
school-home relationships and allow cohesion with other enforcement sanctions.   

4.2 Penalty Notices issued by City of York will only be issued by first class post, using 
City of York invoices, and never as an on the spot action.  This is to ensure that 
the evidence to support the penalty notice is sound and meets Health and Safety 
requirements.  

4.3 The Schools Adviser: Attendance and Integrated Working is likely to receive 
requests to issue Penalty Notices from schools, North Yorkshire Police and 
neighbouring LAs.  These requests will be actioned provided that: 

 all relevant information is supplied in the specified manner 

 the circumstances of the pupil’s absence meets all the requirements of this 
Protocol 

 family circumstances and the ability to pay is judged against the   likelihood of 
securing an improved attendance by issuing a Penalty Notice (this to include 
any cases of possible multiple issue to any one family) 

http://www.yor-ok.org.uk/Downloads/Schools/July%202012%20Absence%20Prevention%20Route%20Map.docx
http://www.yor-ok.org.uk/Downloads/Schools/July%202012%20Absence%20Prevention%20Route%20Map.docx
http://www.yor-ok.org.uk/school-attendance.htm
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 the issue of a Penalty Notice does not conflict with other intervention 
strategies in place or other enforcement sanctions already being processed 

4.4 The Schools Adviser: Attendance and Integrated Working will normally respond to 
all requests within 10 school days of receipt and where all criteria are met will: 

 issue a formal written warning to the parent/carer of the possibility of a      
Penalty Notice being issued 

 in the same letter set a period of 15 school days within which the pupil must 
have no unauthorised absence 

 issue a Penalty Notice through the post at the end of the 15 day period if the 
required level of improvement has not been achieved 

4.5 Where headteachers wish to issue notices themselves this can only be done 
following discussion with the Schools Adviser. This will ensure notices are issued 
in accordance with this protocol and ensure parents are not issued with multiple 
notices etc.  Schools must send copies of any notices issued to the Schools 
Adviser: Attendance and Integrated Working 

4.6 Schools must have procedures to ensure parents are able to pay and must be 
aware that payment of penalty notices must be made in full. Parents are not able 
to make “payment by instalments” on fixed penalty no 

4.7 National guidance stipulates that all revenue from Fixed Penalty Notices must be 
retained by the LA therefore payments must be forwarded to the LA account. 

5 Procedure for withdrawing Penalty Notices 
 

5.1 Once issued, a Penalty Notice will only be withdrawn in the following 
circumstances: 

 proof has been established that the Penalty Notice was issued to the wrong 
person 

 the use of the Penalty Notice did not conform to the terms of this Protocol 

6 Payment of Penalty Notices 
 

6.1 Arrangements for payment will be detailed on the Penalty Notice. 
 

6.2 Payment of a Penalty Notice discharges the parent/carer liability for the period in 
question and they cannot subsequently be prosecuted under other enforcement 
powers for the period covered by the penalty Notice. 

6.3 Payment of a Penalty Notice within 21 days is £60 and payment after this time but 
within 28 days is £120. 

6.4 The LA retains any revenue from Penalty Notices to cover enforcement costs 
(collection or prosecuting in the event of non-payment).  

7 Non-payment of Penalty Notices 
 

7.1 Non-payment of a Penalty notice will result in the withdrawal of the Notice and will 
trigger the fast-track prosecution process under the provisions of Sec 444, 1996 
Education Act. 

8 Policy & Publicity  
 

8.1 The use of Penalty Notices as a sanction is included on the attendance page of 
the the YorOK website. 

8.2 All school Attendance Policies should include information on the deployment of 
Penalty Notices and this will be brought to the attention of all parents. 
 

8.3 The LA will include information on the use of Penalty Notices and other 
attendance enforcement sanctions in promotional/ public information materials. 

http://www.yor-ok.org.uk/school-attendance.htm
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9 Reporting & Review 
 

9.1 The Schools Adviser: Attendance and Integrated Working will report at regular 
intervals to the Assistant Director (Adults, Children and Education) on the 
deployment and outcomes of Penalty Notices.   

9.2 The Schools Adviser: Attendance and Integrated Working   will review the use of 
Penalty Notices at regular intervals and amend the general enforcement strategy 
as appropriate. 

 
 

  

 


