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At St Bede’s, our attendance policy is firmly linked to our ecumenical Christian aims of building an 
inclusive and successful community in which everyone is valued and encouraged to live the Gospel 
life. Good attendance at school reinforces and develops good learning patterns for life. It is our 
aim to maintain a culture of excellence, attendance and punctuality. Missing out on education has 
a significant effect on students’ life opportunities. Everyone associated with the school – students, 
parents, all teaching and support staff and external agencies must do all in their power to ensure 
that excellent attendance and punctuality remain an integral part of the school’s work. The school 
attendance policy reflects that students are expected to attend 100% of the time, unless the 
absence is authorised by the member of SLT in charge. 

Expectations 
Students will: 

• Attend school every day during term time (100% attendance). 
• Arrive on time for registration, lessons and any after school activities. 
• Be fully equipped for their learning. 

Parents/carers will: 
• Ensure regular attendance. 
• Inform the school promptly on each day of absence of any illness or absence for other 

reasons. This should be as soon as possible but at least by 9.30am via Insight, email 
(attendance@st-bedes.surrey.sch.uk), or telephoning the absence line (01737 214019 - 24 
hour voicemail). 

• Provide medical evidence when requested by the school. 

Tutors will: 
• Encourage all students in their tutor group to maintain excellent attendance and 

punctuality. 
• Register all those who are present in their form rooms in morning registration every day, 

using PARS or other authorised methods. 
• Keep an overview of students’ attendance; follow up unexplained absences and check 

patterns of absence and poor punctuality by monitoring student diary. 
• Liaise with HOY (Head of Year) and AO (Attendance Officer) to pass on concerns about 

individual students and any student who has been absent for three consecutive days 
without reason. 

All subject teachers will: 
• Ensure that they complete the register in PARS in the first 10 minutes of every lesson. 
• Only mark students present who are physically in the classroom. 
• Pass on any concerns about absentees from lessons to the AO as soon as possible – 

especially unexplained absence or an extended absence. 
• Use PARS to record any issues with punctuality (including the number of minutes late) – 

pass on any concerns to the appropriate tutor. 

Heads of Year and Deputy Heads of Year will: 
• Oversee and monitor attendance and punctuality for their year groups (including the 

monitoring of relevant sub-groups). 
• To liaise with form tutors and highlight problems that require action. 
• Liaise with the HOKS (Head of Key Stage) where there are concerns about individual 

students or tutor groups. 
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• Promote good attendance through assemblies and celebrating 100% attendance on a 
termly basis and produce termly attendance certificates to reward 100% attendance. 

• Take positive action to improve persistent or extended absences of students by liaising 
with internal and external agencies. 

• Act on daily information from staff concerning student absences or habitual lateness. 
• Meet fortnightly with the Inclusion Officer (IO) and AO to sustain good communication and 

identify and intervene with individual students who are persistently absent (PA) or at risk 
of becoming PA. Refer students to IO as appropriate. 

• Intervene early, following attendance procedure, to arrange and attend meetings with 
parents and relevant staff where there are attendance issues (eg subject truancy). 

• Inform parents of any students whose attendance and/or punctuality are a cause for 
concern by following the school’s attendance procedure. 

• Offer support and work closely with the parents/carers of students who are persistent 
absentees or at risk of becoming so. 

• Receive from parents/carers and pass on absence requests to the SLT in charge of 
attendance. 

Subject leaders and those organising internal and external events/activities/trips/study visits will: 
• Ensure that a list of students who are planned to be out of lessons will be circulated to all 

relevant staff via the staff bulletin a week in advance. 
• Ensure that a copy of the list is given to the SIMS office before the activity takes place. 
• On the day of the trip (before leaving), provide the SIMS office with a list of students who 

are actually in attendance. 

Attendance Officer will: 
• Monitor and, where necessary, enter students’ attendance marks into PARS. 
• Collect and log absence letters. 
• Make contact with parents/carers on the first day of absence for all students where the 

reason for absence is unknown. 
• Contact parents/carers should any student leave the site without permission. 
• Inform parents, as necessary, of the need to complete a leave of absence request form 

prior to a planned absence. 
• Compile all attendance data and information for relevant staff (weekly email report to HOY 

and DHOY (Deputy Head of Year) and HOKS every half-term). 
• Work closely with the tutors, HOY, DHOY and IO to monitor students who present 

concerns. 
• Produce an annual report on whole-school attendance for the appropriate member of SLT 

at the end of the academic year for the previous 12 months. 

Member of SLT in charge of attendance will: 
• Make decisions, about absence requests (referred by HOY) and respond to parent/carers’ 

requests and inform the HOY/DHOY/form tutor of the outcome. 
• Support form tutors, teaching staff, DHOY, HOY and HOKS in promoting good attendance 

and punctuality and ensuring that poor attendance is acted upon. 
• Oversee and monitor whole school attendance and punctuality, initiating whole school 

policies as required. This will be achieved by liaison with the SLT and other relevant teams. 
• Liaise with the IO, DHOY and HOY to devise any necessary reintegration programmes for 

students who are persistent absentees or at risk of long term absence. 
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• Report upon whole school attendance and absence annually to the faith and life 
committee of the governing board. 

Governors will: 
• Keep up-to-date with attendance and absence legislation. 
• Know and understand the Ofsted attendance criteria for which they are accountable and 

will act as critical friends in monitoring the school’s progress on improving attendance. 
• Support the headteacher and staff in achieving their objectives to ensure inclusion and 

excellence. 
• Annually receive a full report on attendance at the faith and life committee. 

Student registration requirements 
There are four broad classifications in attendance registers: 

Present – the student is on the premises at the time of registration 

Approved Educational Activity – the student is engaged in an approved, supervised activity off 
site, for example field trip, educational visit, sporting activity or work experience 

Authorised Absence – an absence authorised by the school 

Unauthorised Absence – an absence where the student does not have good cause to be missing 
from school 

In the case of any absence, although a parent/carer may have given a reason for absence, the 
school will make a decision as to whether it is authorised or not. The school expects every student 
to attend school 100% of the time, unless the absence is authorised by the member of SLT in 
charge of attendance. 

The school will use the attendance procedure to resolve any difficulties regarding a student’s 
attendance as early as possible. The IO will be involved in more complex cases, and if there is no 
further improvement the matter may be referred to the IO and legal action considered. 

Attendance procedures 
Registration 

Morning registration opens at 8.30am until 8.40am. A student arriving after 8.40am is marked late 
(L). After 9.15am, students will be marked as unauthorised absent (U). After 9.15am, students will 
be marked as unauthorised absent (U).  Afternoon registration opens at the start of Period 4. 

• Afternoon registration in Years 7, 8 and 9 starts at 1.00pm and closes at 1.10pm. 
• Afternoon registration in Years 10, 11, 12 and 13 starts at 12.20pm and closes at 12.30pm.  
• A student arriving after this registration is marked late. 

Students who fail to arrive in tutor time at all must sign in at the SIMS office before going to 
assembly or lessons. Persistent lateness will result in a sanction in line with the behaviour for 
learning policy. Registers must be taken in form time and during each lesson. Anyone taking 
students out of school for any reason must supply the AO, HOY and teaching staff with a list of 
names. Staff must inform colleagues of any students taking part in events in school that require 
students to be off timetable. 

Subject teachers and students’ unexplained absences 

St Bede’s electronic registration system (PARS) shows subject teachers the attendance of students 
in earlier lessons during the day. If it is clear that a student has been present in morning 
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registration and in any subsequent lessons, but is not present in the current lesson, this is an 
unexplained absence and the subject teacher must inform the AO as soon as possible. If the 
absent student is on the ‘Red List’ (truancy-watch) the subject teacher must contact the SIMS 
office and ask for the emergency rota duty officer immediately, within the first 10 minutes of the 
lesson. The SIMS office will telephone an absent student’s home only when it is clear that the 
student is not on site. 

First day contact 

The AO will organise first day contact when reasons for absence are unknown. This will involve 
telephoning/emailing all parents/carers when contact hasn’t been made. There may be occasions 
when the IO visits homes when we have concerns about persistent or sporadic absence. 

Outstanding absences 

Any outstanding or unexplained absence will be followed up by the AO via contact with 
parents/carers. Until contact is made, absence will remain unauthorised. 

Exit/entry to school during the day 

Students are not allowed to leave the school without our prior permission. 

If a student needs to leave during the school day, parents/carers need to inform the AO or SIMS 
office via an email, Insight or by telephone in advance. On the day students should bring a note 
from home to show both the tutor and SIMS office reception staff when it is time for them to sign 
out (where it will be recorded on PARS). Students need to sign out at the SIMS office and sign back 
in on their return. We would encourage all appointments to be made after 3.15pm, so as not to 
negatively impact on learning. 

Late arrivals 

Students who arrive at school once registration has closed must report to the SIMS office before 
going to their lesson. The form tutor will record students arriving late during registration, noting 
the time of arrival and reason for lateness. Persistent lateness may result in a sanction in line with 
the behaviour for learning policy. 

All these procedures are very important as in the event of an emergency it is vital there is an 
accurate record of who is on the school site at that time. It is equally important that all St Bede’s 
staff sign in and out using the electronic registration system located in reception if a member of 
staff is going off site during the day. 

Leave of absence in term time 
The Government strongly urges parents/carers to avoid taking their children out of school for 
family holidays as this will disrupt their education. Whilst we understand the difficulties 
parents/carers may have in organising holidays during the school holidays and the benefits to be 
had from cheaper term time holidays, this type of absence is detrimental to a child’s education. 

There is a common misconception that any child is allowed to take 10 days holiday per year. This is 
not true. Any request should be made at least two weeks in advance on the school’s official 
application form available on the school website (or paper version available in school) and 
returned to the attendance officer. We will consider all requests individually, although family 
holidays will only be authorised in the most exceptional circumstances. Where a request has 
been refused, and parents/carers continue to take their child out of school, this absence will be 
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recorded as unauthorised (G). The school responds to all requests to inform parents/carers of the 
school’s decision. Please contact the attendance officer in the first instance with any queries. The 
school does issue penalty notices to parents, working in conjunction with our inclusion officer. 
Please see back of this booklet for further details. 

Penalty Notices 
The Inclusion Service, acting on behalf of Surrey County Council may issue a Penalty Notice as an 
alternative to the prosecution of a parent/carer for their child’s unauthorised absence from school 
and requires the recipient to pay a fixed amount. 

The amount payable on issue of a Penalty Notice is £60 per parent/carer per child if paid within 21 
days of receipt of the notice, rising to £120 if paid after 21 days but within 28 days. If the Penalty 
Notice is not paid within 28 days, the Local Authority must consider a prosecution against the 
parent/carer for failing to ensure regular school attendance under Section 444 Education Act 
1996. 

Circumstances when Penalty Notices may be issued 

A Penalty Notice may be issued to parents/carers who are failing to secure their child’s regular 
school attendance and are failing to engage with supportive measures to improve attendance 
proposed by the school or inclusion officer. 

Where a child is taken out of school for an unauthorised leave of absence during term time for 10 
sessions or more without the authority of the head teacher, each parent is liable to receive a 
Penalty Notice for each child. In these circumstances, a warning will not be given where it can be 
shown that parents had previously been warned that such absences would not be authorised and 
that they will be liable to receive a Penalty Notice if they persist in taking the unauthorised leave 
of absence. 

This also includes students identified by police and inclusion officers who have incurred 
unauthorised absences. 

Parents/carers’ failure to engage with supportive measures proposed by the school or inclusion 
officer will be a factor when considering the issue of a Penalty Notice. Unauthorised absence will 
include late arrival after the close of registration without good reason (ie after 9.15am). 

With the exception of unauthorised leave of absences taken in term time, parents will be sent a 
formal warning of their liability to receive such a notice before it is issued. 

In all cases, Penalty Notices are issued per parent/carer, per child, per absence. 

Prosecution for failing to ensure regular school attendance 

A parent is guilty of an offence if their child of compulsory school age who is a registered pupil at a 
school fails to attend regularly - Section 444(1) Education Act 1996. In such a situation if the parent 
knows that their child is not attending they may be prosecuted for a more serious offence – 
Section 444 (1) (a) Education Act 1996. 

Rewards and Incentives 

Good attendance is acknowledged in form tutor periods, assemblies and at celebration events. 
Letters and/or certificates are issued each term to students achieving 100% attendance. We are 
also keen to acknowledge the support of parents/carers in working with us to maximise outcomes 
for our young people.
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St Bede's School 

Attendance guidance for parents 
Excellent attendance = maximum opportunity to learn! 

At St Bede’s excellent attendance and punctuality is our aim for every student. Full attendance maximises 
learning opportunities and parents/carers have a vital role in promoting good attitudes in attendance. 
Evidence shows that students who attend school regularly make better progress both academically and 
socially. We ask for support from parents/carers to: 

• Ensure that their children attend school every day  
• Ensure that their children arrive on time by 8.30am 
• Avoid allowing children to stay at home unnecessarily 
• Avoid taking children out of school for appointments or holidays without authorisation (any 

absence must be requested using a leave of absence form) 

The school attendance target of 96% is the minimum that we expect for all students. Every lesson counts 
and it is this commitment to learning that will have a positive impact on attainment and progress. 

We monitor attendance closely and will follow up unexplained absence with parents/carers, by telephone 
or by letter. The Department for Education’s threshold at which a student is defined as ‘persistently 
absent’ is 10% absence. Where a student's attendance record reaches a concerning level, we will contact 
you to discuss ways in which the school can support you and your child. 

Reporting absence 

What to do if your child is ill: 
If your child is too ill to attend school, parents/carers should contact the school’s attendance officer as 
soon as possible. 

Please telephone on 01737 214019, email attendance@st-bedes.surrey.sch.uk or report via Insight. The 
telephone system allows callers to leave a message 24 hours a day. 

Please give your child’s name, year group, the reason for the absence, and how long you expect the 
absence to last. We ask that you contact us as soon as possible but at least by 9.30am on each day that 
your child is absent. On your child’s return, following an absence, we request that parents/carers write a 
brief note explaining the absence, if it has not already been reported via email or Insight. The student 
should hand the note in at the SIMS office or to his/her form tutor. After a period of three or more day’s 
absence, medical evidence should be provided – this could be a doctor’s appointment card or a copy of the 
prescription. We do not expect parents to incur costs in providing this evidence. 

A child who has been sick or had diarrhoea should not return to school until 48hrs after the symptoms 
have stopped. 

What to do if your child has an appointment: 

We ask that, where possible, you make routine medical and other appointments out of school time. If this 
is not possible, we require notification to the attendance officer in advance. Please telephone, email or 
provide a note from home or appointment letter/card to confirm the appointment. In most cases, your 
child should attend school before the appointment and return to the school afterwards wherever possible. 
Students should bring a note from home (if not previously reported by email or Insight) to the SIMS office 
when it is time for them to sign out and they must sign back in on their return at the SIMS office before 
they go back to lessons. 

 

mailto:attendance@st-bedes.surrey.sch.uk
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Calls to parents/carers: 

We take our safeguarding responsibility seriously. If the attendance officer has received no reason for 
absence and a student is absent from period 1 (9.00 – 10.00am) calls are made to the contact numbers of 
parents/carers. Calls are made on a daily basis, even where your child has been absent due to illness on 
previous days. We cannot assume that your child is still ill unless you have notified us. We would not wish 
to put your child at risk by failing to contact you. Please ensure your child realises the importance of 
attending registration (8.35-9.00am) and signing in to school via the SIMS office if they are late. 
Parents/carers can also help by ensuring that we hold up to date details for at least two contacts. 

Punctuality 

All students are expected to arrive to school on time and be ready and punctual for lessons. This is a 
minimum expectation. Students are expected to be in registration by 8.30am ready to start learning. After 
8.40am, students will be marked as late. If a student arrives after 9.15am they will be marked as 
unauthorised absent. Afternoon registration opens at the start of Period 4.  

• Afternoon registration in Years 7, 8 and 9 starts at 1.00pm and closes at 1.10PM. 
• Afternoon registration in Years 10, 11, 12 and 13 starts at 12.20pm and closes at 12.30pm  

Any student arriving late must sign in at the SIMS office and persistent lateness will result in a sanction in 
line with the behaviour for learning policy. We would be grateful for your support in ensuring that your 
child arrives to registration and lessons on time. 

Leave of absence in term time 

The government strongly urges parents/carers to avoid taking their children out of school for family 
holidays as this will disrupt their education. Whilst we understand the difficulties parents/carers may have 
in organising holidays during the school holidays and the benefits to be had from cheaper term time 
holidays, this type of absence is detrimental to a child’s education. 

There is a common misconception that any child is allowed to take 10 days holiday per year. This is not 
true. Any request should be made at least two weeks in advance on the school’s official application form 
available on the school website (or paper version available in school) and returned to the attendance 
officer. We will consider all requests individually, although family holidays will only be authorised in the 
most exceptional circumstances. Where a request has been refused, and parents/carers continue to take 
their child out of school, this absence will be recorded as unauthorised (G). The school responds to all 
requests to inform parents/carers of the school’s decision. Please contact the attendance officer in the first 
instance with any queries. The school does issue penalty notices to parents, working in conjunction with 
our inclusion officer. Please see back of this booklet for further details. 

Changing schools 

Anyone choosing to remove their child from St Bede’s School must inform the headteacher in writing as 
soon as possible giving the following details: 

• The date the student will be leaving St Bede’s and starting at the new school 
• The name and address of the new school, if known 
• The home address 
• Reason for leaving 

Penalty Notices 

The Inclusion Service, acting on behalf of Surrey County Council may issue a Penalty Notice as an 
alternative to the prosecution of a parent/carer for their child’s unauthorised absence from school and 
requires the recipient to pay a fixed amount. 
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The amount payable on issue of a Penalty Notice is £60 per parent/carer per child if paid within 21 days of 
receipt of the notice, rising to £120 if paid after 21 days but within 28 days. If the Penalty Notice is not paid 
within 28 days, the Local Authority must consider a prosecution against the parent/carer for failing to 
ensure regular school attendance under Section 444 Education Act 1996. 

Circumstances when Penalty Notices may be issued 

A Penalty Notice may be issued to parents/carers who are failing to secure their child’s regular school 
attendance and are failing to engage with supportive measures to improve attendance proposed by the 
school or inclusion officer. 

Where a child is taken out of school for an unauthorised leave of absence during term time for 10 sessions 
or more without the authority of the head teacher, each parent is liable to receive a Penalty Notice for 
each child. In these circumstances, a warning will not be given where it can be shown that parents had 
previously been warned that such absences would not be authorised and that they will be liable to receive 
a Penalty Notice if they persist in taking the unauthorised leave of absence. 

This also includes students identified by police and inclusion officers who have incurred unauthorised 
absences. 

Parents/carers’ failure to engage with supportive measures proposed by the school or inclusion officer will 
be a factor when considering the issue of a Penalty Notice. Unauthorised absence will include late arrival 
after the close of registration without good reason (ie after 9.15am). 

With the exception of unauthorised leave of absences taken in term time, parents will be sent a formal 
warning of their liability to receive such a notice before it is issued. 

In all cases, Penalty Notices are issued per parent/carer, per child, per absence. 

Prosecution for failing to ensure regular school attendance 

A parent is guilty of an offence if their child of compulsory school age who is a registered pupil at a school 
fails to attend regularly - Section 444(1) Education Act 1996. In such a situation if the parent knows that 
their child is not attending they may be prosecuted for a more serious offence – Section 444 (1) (a) 
Education Act 1996.Further information and guidance documentation is available at the school. 

Surrey guidance can be found on the following website https://www.surreycc.gov.uk/schools-and-
learning/schools/at-school/attendance-and-absence#absences 

https://www.surreycc.gov.uk/schools-and-learning/schools/at-school/attendance-and-absence#absences
https://www.surreycc.gov.uk/schools-and-learning/schools/at-school/attendance-and-absence#absences
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First day of absence 
AO to check if parents have 

communicated via phone or email 
 

Attendance falls to 95% 
Letter 1 

Medical evidence letter sent after next 
unauthorised absence 

Any absence within a month after medical 
evidence letter 

Letter 2 

Attendance continues to fall and reaches 
90% 

Letter 3 

Attendance falls below 90% 
Letter 4 

(Parents invited for a meeting, action plan 
put into place, Letter 5 evidences meeting) 

Attendance continues to fall after meeting, 
refer to IO for a joint meeting 

Letter 6 
(After meeting Letter 7 sent to evidence 

actions agreed) 

Any unauthorised absence after meeting 
Letter 8 warning of FPN 

Unauthorised absences continue Letter 9 
FPN issued (from Headteacher) 

Please note: all 
correspondence 

regarding attendance 
concerns should be 
logged on CPOMS. 

Any student with a 
long term medical 

condition will need to 
provide a consultant's 
letter. This will allow 

the attendance 
procedure to be 

mitigated. All 
absences will be 

classed as medical, 
when evidence is 

provided. 

Key: 

AO: Attendance Officer 
HOY: Head of Year 
IO: Inclusion Officer 
 

St Bede's School 

Attendance procedure 
 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

HOY and AO will 
monitor attendance 

and take actions on a 
fortnightly basis. 

Throughout the 
process HOY will meet 

with IO on a 
fortnightly basis. 
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Letter 1 
 
Parent/Carer names 
Address 
 
Date 
 
Dear………... 
 
Name of Child………………………... 
 
School Attendance: Education Act 1996/ Children Act 1989 
 
As part of our regular monitoring of attendance, we have noticed NAME’s attendance has dropped to 95%. 
This means that they are missing valuable hours of learning, as well as access to all the extra-curricular 
activities available to them. As you will be aware there is a direct link between regular attendance and 
academic achievement so it is really important that NAME is in school wherever possible. 
 
We will continue to monitor and support NAME with a view to seeing their attendance improving. Any 
absences within the next month will require medical evidence and if attendance continues to fall we will 
need to escalate our levels of concern. 
 
If there is anything further we can do to support either NAME or yourself please do not hesitate to contact 
me. 
 
Yours sincerely 
 
 
 
 
Head of Year / Attendance Officer 
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Medical Evidence Letter 
 
Parent/Carer names 
Address 
 
Date 
 
Dear………... 
 
Name of Child………………………... 
 
School Attendance: Education Act 1996/ Children Act 1989 
 
We are concerned about NAME’s attendance, which is currently at ..…%. We enclose an up to date 
registration certificate for your information.  
 
This letter is a reminder that when NAME is unwell we would ask that you provide medical evidence; this 
should include the student’s name and date, this could be an appointment card, screenshot of GP surgery 
log in or the label for prescribed medicine. Please take a picture of the evidence and email to the 
attendance officer (attendance@st-bedes.surrey.sch.uk), we will then be able to code the absence as 
medical rather than unauthorised. Please note you do not need to ask your doctor to write a note for 
medical evidence.  
 
There is a clear link between excellent attendance and academic progress; therefore we would encourage 
you to ensure that NAME attends school on a regular basis.  
 
If there is anything further we can do to support either NAME or yourself please do not hesitate to contact 
us. 
 
Yours sincerely 
 
 
 
 
Head of Year / Attendance Officer 
  

mailto:school.attendance@st-bedes.surrey.sch.uk
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Letter 2 
 
Parent/Carer names 
Address 
 
Date 
 
Dear………... 
 
Name of Child………………………... 
 
School Attendance: Education Act 1996/ Children Act 1989 
 
We would like to inform you that NAME’s current attendance has fallen to ….%. It is concerning to see that 
NAME has only completed (eg 4 out of 10 full weeks), meaning they are continuing to miss out on valuable 
in-class learning, extra-curricular activities and overall development opportunities. 
 
This pattern of absence to NAME’s attendance is of significant concern as there is a direct link between 
regular attendance and academic achievement. 
 
NAME’s attendance will be closely monitored over the coming weeks and we look forward to seeing an 
improvement. If there is not an improvement NAME risks becoming a persistent absentee, the government 
classes a persistent absentee as any child with attendance of 90% or below. 
 
Please do discuss this letter with NAME and if after discussions you feel that any further support is needed, 
please do not hesitate to contact us. 
 
Yours sincerely 
 
 
 

 Head of Year / Attendance Officer 
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Letter 3 
 
Parent/Carer names 
Address 
 
Date 
 
Dear………... 
 
Name of Child………………………... 
 
School Attendance: Education Act 1996/ Children Act 1989 
 
Following previous correspondence we remain concerned about NAME’s attendance which has now fallen 
to 90% therefore classing NAME as a persistent absentee. We enclose a registration certificate for your 
information.  
 
As you are aware students whose attendance drops to 90% or below are classified by the Government as a 
persistent absentee. This means that they are not attending school regularly, which is of significant 
concern. 
 
 An attendance figure of 90% means the following: 
 

• NAME is missing on average one day a fortnight (5 hours of learning) 
• NAME is missing on average 4 school weeks across the year (100 hours learning) 
• NAME is missing on average half a school year over 5 years (400 hours learning) 

 
As you will be aware, students who do not attend school regularly tend to achieve less well academically as 
they have gaps in their understanding. There is a plethora of research which supports this and further 
reading on the matter can be found at https://www.gov.uk/government/publications/absence-statistics-
guide. Our aim is for NAME to achieve their full academic potential and to leave St Bede’s in the strongest 
position possible for future studies and employment. However for this to happen we simply must see an 
improvement in their attendance. 
 
Please be aware that if NAME’s attendance does not improve we will be inviting you in for a meeting. 
Please do not hesitate to contact us if there is anything further we can do to support NAME or yourself. 
 
Yours sincerely 
 
  
 
Head of Year / Attendance Officer 
  

https://www.gov.uk/government/publications/absence-statistics-guide
https://www.gov.uk/government/publications/absence-statistics-guide
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Letter 4 
 
Parent/Carer names 
Address 
 
Date 
 
Dear………... 
 
Name of Child………………………... 
 
School Attendance: Education Act 1996/ Children Act 1989 
 
Following previous correspondence we remain concerned about NAME’s attendance which has now fallen 
below 90%. We enclose an attendance registration certificate for your information.  
 
As you are aware students whose attendance drops to 90% or below are classified by the Government as a 
persistent absentee. This means that they are not attending school regularly, which is of significant 
concern. 
 
 An attendance figure of 90% or below means the following: 
 

• NAME is missing on average one day a fortnight (5 hours of learning) 
• NAME is missing on average 4 school weeks across the year (100 hours learning) 
• NAME is missing on average half a school year over 5 years (400 hours learning) 

 
As you will be aware, students who do not attend school regularly tend to achieve less well academically as 
they have gaps in their understanding. There is a plethora of research which supports this and further 
reading on the matter can be found at https://www.gov.uk/government/publications/absence-statistics-
guide. Our aim is for NAME to achieve their full academic potential and to leave St Bede’s in the strongest 
position possible for future studies and employment. However for this to happen we simply must see an 
improvement in their attendance. 
 
Therefore we would like to invite you in for a meeting with us to discuss an action plan to support NAME’s 
attendance improving. We have scheduled this meeting for: 
 
 Date: 
 Time: 
 
If you are unable to attend the meeting, please do not hesitate to contact us to re-arrange. 
 
Yours sincerely 
 
 
 

Head of Year / Attendance Officer 
  

https://www.gov.uk/government/publications/absence-statistics-guide
https://www.gov.uk/government/publications/absence-statistics-guide
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Letter 5 
 
Parent/Carer names 
Address 
 
Date 
 
Dear………... 
 
Name of Child………………………... 
 
School Attendance: Education Act 1996/ Children Act 1989 
 
Thank you for attending the meeting on (date/time). As discussed during the meeting, we remain 
concerned with NAME’s attendance, which is currently …%. An attendance figure of …% means they are 
currently missing on average … learning hours per fortnight.  
 
Please find below the agreed action plan which was discussed at the meeting to support NAME’s 
attendance improving: 
 

1) ................................................................................................................................. 
 

2) ................................................................................................................................. 
 

3) ................................................................................................................................. 
  
As discussed in the meeting if NAME’s attendance does not improve then the next step will be a referral to 
the Inclusion Officer for Surrey County Council. 
 
Please contact us if there is anything further we can do to support NAME or yourself. 
 
Yours sincerely 
 
  
 
Head of Year / Attendance Officer 
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Letter 6 
 
Parent/Carer names 
Address 
 
Date 
 
Dear………... 
 
Name of Child………………………... 
 
School Attendance: Education Act 1996/ Children Act 1989 
 
Following our meeting on (date) we agreed an action plan to help improve NAME’s attendance. We are 
very disappointed to be writing to you following NAME’s attendance continuing to fall, currently at 
…%.  We enclose an attendance registration certificate for your information.  
 
As you are aware from previous correspondence and the meeting, students whose attendance drops to 
90% or below are classified by the Government as a persistent absentee. This means that they are not 
attending school regularly, which is of significant concern. 
 
As a school we have tried our best to support NAME’s attendance improving, we feel that NAME and you 
would benefit from further support; therefore, we have made a referral to the Inclusion Officer from 
Surrey County Council. 
 
We would like to invite you in for a meeting with myself and the Inclusion Officer to discuss a new action 
plan to support NAME’s attendance improving. We have scheduled this meeting for: 
 
 Date: 
 Time: 
 
If you are unable to attend the meeting, please do not hesitate to contact us to re-arrange. 
 
Yours sincerely 
 

 

Head of Year / Attendance Officer 
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Letter 7 
 
Parent/Carer names 
Address 
 
Date 
 
Dear………... 
 
Name of Child………………………... 
 
School Attendance: Education Act 1996/ Children Act 1989 
 
Thank you for attending the meeting on (date/time). As discussed during the meeting, we remain 
concerned with NAME’s attendance, which is currently …%. An attendance figure of …% means they are 
currently missing on average … learning hours per fortnight.  
 
Please find below the agreed action plan which was discussed at the meeting to support NAME’s 
attendance improving: 
 

1)................................................................................................................................. 
 

2)................................................................................................................................. 
 

3)................................................................................................................................. 
  
As discussed in the meeting if NAMES attendance does not improve then the next step will be the issuing 
of a Fixed Penalty Notice 
 
Please contact us if there is anything further we can do to support NAME or yourself. 
 
Yours sincerely 
 
  
 

Head of Year /Attendance Officer 
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Letter 8 
 
Parent/Carer names 
Address 
 
Date 
 
Dear………... 
 
Name of Child………………………... 
 
School Attendance: Education Act 1996/ Children Act 1989 
 
Following our meeting on (date) with the Inclusion Officer from Surrey County Council, we agreed an 
action plan to help improve NAME’s attendance. We are very disappointed to be writing to you following 
NAME’s attendance continuing to fall, currently at …%.  We enclose an attendance registration certificate 
for your information.  
  
In the meeting with the Inclusion Officer, we made it very clear that should NAME’s attendance continue 
to fall then we would need to issue a Fixed Penalty Notice as it is an offence under Section 444 of the 
Education Act 1996 if a pupil fails to attend school regularly and punctually without a valid reason. 
Therefore this letter is a final warning that if NAME has another unauthorised absence within the next 
(number of weeks, to make 10 unauthorised absences), we will issue a Fixed Penalty Notice. 
 
We seek to work with all parents and students to help our students achieve their full academic potential; 
however the latter will only occur if they are in school, on time, every day.  
 
If following this letter you wish to discuss this further, please do not hesitate to contact us. 
 
Yours sincerely 
 

 
 

Head of Year /Attendance Officer 
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Letter 9 
 
Parent/Carer names 
Address 
 
Date 
 
Dear………... 
 
Name of Child………………………... 
 
School Attendance: Education Act 1996/ Children Act 1989 
 
We regret to inform you that following on from NAME continuing to have unauthorised absences, we will 
be making a referral to the Inclusion Officer from Surrey County Council to issue a Fixed Penalty Notice. 
This is due to NAME having at least 10 unauthorised absences from school. 
 
It is an offence under Section 444 of the Education Act 1996 if a pupil fails to attend school regularly and 
punctually without a valid reason.  
 
The Education (Penalty Notices) (England) Regulations 2004 (amended 2013) state that the amount of the 
penalty to be paid shall be: 
 

a. £60 per parent per child where the amount is paid within 21 days of receipt of the Notice. 
b. £120 per parent per child where the amount is paid after 21 days but within 28 days of receipt of 

the Notice. 
 
If the Penalty Notice is not paid in full by the end of the 28 day period, the Local Authority may initiate 
proceedings against you under Section 444 of the Education Act 1996. 
 
Please note: under Section 576 of the Education Act 1996 a 'parent' includes any person who is not a 
parent of the child but who has parental responsibility, or who has care of the child. 
 
You will receive a letter in the post issuing the official Fixed Penalty Notice shortly. 
 
If you would like to discuss this further, please do not hesitate to contact me. 
 
Yours sincerely 
 
  
 
Headteacher
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St Bede's School 

A brief guide to Penalty Notices 
In accordance with the following legislation:  

Education Act 1996 Section 444 
Anti-Social Behaviour Act 2003 
Crime and Disorder Act 1998 

What is a Penalty Notice? 

Penalty Notices are fines of £60/£120 per parent, per child imposed on parents. They can be issued to each 
parent liable for the attendance offence or offences. Under Section 576 of the Education Act 1996 a 
'parent' includes any person who is not a parent of the child but who has parental responsibility, or who 
has care of the child. 

Why are they issued? 

Penalty notices are issued when a student has a minimum of 10 school sessions (a school day is two 
sessions AM and PM) recorded as unauthorised in a 10 school week period. This includes any absence 
marked in the register as unauthorised or a holiday in term time which has not been authorised by the 
Headteacher. 

Who issues them? 

In East Surrey the Penalty Notices are issued by the Court Presentation Officer from the Inclusion Service of 
Surrey County Council.  

How much is a Penalty Notice: 

The Penalty Notice is for £120 per parent, per child and 28 days are given for you to settle the penalty. If it 
is paid within the first 21 days the amount paid is reduced to £60 per child, per parent.  

How do I pay a Penalty Notice? 

The information for payment will be included in the letter or visit Surrey County Council's website for 
advice on how to pay over the telephone. 

What happens if I do not pay? 

If the fine is not paid within 28 days, the local authority will consider prosecution in magistrate’s courts 
under the Education Act 1996 Section 444. If proven this could result in a fine of up to £1000 per parent, 
per child and/or a parenting order or a community service order and costs. 


