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As an Academy we aim to: 
 Maintain an attendance rate of a minimum of 95%. With a target of at least 96% 
 Maintain parents’ and pupils’ awareness of the importance of regular attendance. 
 
Good attendance is important because: 
 Statistics show a direct link between under-achievement and poor attendance 
 Regular attenders make better progress, both socially and academically 
 Regular attenders find school routines and school work easier to cope with 
 Regular attenders find learning more satisfying 
 Regular attenders have an easier transfer to secondary school 
 
As a parent you can help us by: 
 Ringing on the first morning of all absences with the reason and saying when the child will 

return 
 Arranging dental and doctor’s appointments out of school hours or during school breaks 
 Arranging for children to take holidays during designated school closure times. 
 Sending in a note explaining the reason for absence on your child’s return to school after an 

illness 
 Keeping us updated by telephone or letter if your child has an extended period of absence 

due to illness 
 
We shall: 
 Follow up unexplained absences by phone calls and letters as soon as possible. 
 Use our local Attendance Officer (Gemma Askew) who is based at Farringdon 

Secondary Academy to make unannounced visits to children who have persistently low 
attendance and support us in attendance matters. 

 Remind parents of the importance of regular attendance and punctuality in newsletters, the 
school brochure and the Home-School agreement 

 Publish our attendance rate in the school brochure and the Governing Body’s Annual Report 
to parents 

 Acknowledge and reward good attendance 
 Publish your child’s attendance rate on her/his annual school report  
 Let you know if we have concerns regarding your child’s attendance 

 
Please also see: Attendance Procedures (Appendix 3) 

         
 
Authorised Absence 
Some absences are allowed by law and are known as “authorised absences”.  For example: if a 
child is ill. 
            
We realise that there are rare occasions when there might be a particular problem that causes 
your child to be absent.  Please let us know and we shall try to deal with it sympathetically. 
 
Unauthorised Absence 
There are times when children are absent for reasons, which are not permitted by law.  These 
are  
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known as “unauthorised absences”.  Examples of unauthorised absence are: 
 
 Waiting on a delivery                                          Going shopping or for a hair cut 
 Going for a family day out                                  Because it is your child’s birthday 
 Sleeping in after a late night                               Unapproved Holidays 

 
 Where there is no explanation for the absence or where the explanation or reason for the 

absence is considered unsatisfactory.  
 Unauthorised Absences have to be reported to the Local Authority. The School Attendance 

Service may contact you and consider taking legal action against you if your child has 
unauthorised absences. 

 
Punctuality 
 Morning registration is at 8.55am This is the time your child must be in the line in the 

playground/ or the classroom, so you need to ensure your child is coming through the school 
gate by 8.50am.   

 It is important to be on time as the first few minutes of the school day are often used to give 
out instructions or organise schoolwork for the rest of the day. 

 If your child misses this short but vital session, their work for the whole day may be affected.  
Late arrivals are disruptive to the whole class and often embarrassing for your child. We 
take the view there are no late children, only late parents.   

 Children will be marked as ‘ate’ if they arrive after the close of registration. 
 We will let you know if we have concerns about your child’s punctuality. 
 
Term Time Leave of Absence   
From the 1st September 2013 DFE amended the regulations surrounding holidays in term time.  
The DFE removed references to family holiday and extended leave as well as the statutory 
threshold of ten school days. Headteachers may not grant any leave of absence during 
term time unless there are exceptional circumstances and parents have no entitlement to 
take their child on holiday during term time.    
 
If you would like to request term time leave of absence you MUST put 
this request in writing addressed to the Headteacher. 
 
From 1st September 2014 the Local Authority will fine parents for failing to ensure their child 
attends school by issuing a Fixed Penalty Notice.  (See Appendix 1 and Appendix 2) 
 
Please remember that the more time your child misses from school, the more difficult it is for 
them to catch up with their work.  Valuable learning time is lost.  A good understanding of the 
work can only take place when the pupil is in the classroom  
 
Leavers 
If your child is leaving other than at the end of Year 6 to go to Secondary School, parents are 
asked to 
 Give the school full information about their plans including date of move, new address (if 

applicable), new school and proposed start date.  The Headteacher of EHPA will then 
complete a transfer form and send this to the local authority. These arrangements apply to 
transfer to Sunderland LA schools only.  
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 Arrangements will be different if your child is moving out of the authority. Please speak to us 
if you think that you may be moving out of authority and we will ensure that all appropriate 
records etc. are forwarded to your child’s new school. 

 
Children Subject to a Child Protection Plan or Looked After by the Local Authority 
 If a child is subject to a Child Protection Plan or identified as a Child in Need attendance is 

carefully monitored and reported at Core Group Meetings. 
 If a child is Looked After by the Local Authority attendance is carefully monitored and 

reported at termly PEP meetings. 
 
Pupils Who Attend Alternative Provision 
If a child attends alternative provision for part of week, close links will be maintained between 
the two providers. The providers will inform each other of any absence. It is important that the 
parent contacts the school if their child is absent. 
 
Children Missing Education 
When pupils leave and you have not given us the above information, and cannot contact you, 
then your child is considered to be a Child Missing Education. This means that the Local 
Authority has a legal duty to carry out investigations, which will include liaising with Childrens 
Services (formerly Social Services) the Police and other agencies, to try to track and locate your 
child. By giving us the above information, unnecessary investigations can be avoided. 
 
Legal Note 
Parents have a legal duty to ensure the regular and full time attendance at school of registered 
pupils (Education Act 1996). This policy is based on the law and on Best Practice guidance 
produced by the Department for Education and Skills and the Local Authority.  The School 
Attendance Service aims to work with schools and families to promote good attendance and 
avoid legal action.  However in some cases, parents are prosecuted (taken to court) or have to 
pay a Fixed Penalty (fine) if unauthorised absences continue. 
 
We value your support in helping us to maintain high standards. 
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(Appendix 1) 
 
 
Dear Parents/Carers 
 
INTRODUCTION OF FIXED PENALTY NOTICES - Every Schoolday Counts 
 
I am writing to advise you that, with effect from 1st September 2014, we will be implementing 
the use of Fixed Penalty Notices for unauthorised absences from school where such absence 
meets the criteria.   
 
The criteria for issuing FPNs are contained in the Sunderland Local Code of Conduct, a copy of 
which can be found on the school website.   A frequently asked questions response sheet has 
been prepared to assist parents in understanding how the scheme is administered, and this is also 
available on the school website. 
 
There is much research which demonstrates the links between regular attendance at school and 
academic achievement – the more a pupil attends the more they can achieve. If your child has 
two weeks off or a number of odd day’s absence from school over a sustained period of time, 
those days cannot be recovered, the learning is missed and your child will be in danger of falling 
behind and not achieving their full potential.  
 
It is important that we work in partnership with you to ensure that good attendance is 
maintained throughout the school year.  Therefore, it is essential that you support the school by: 
 

 Ensuring that your child/children attend regularly and arrive punctually. 
 Informing the school on the first day of absence on the designated Absence Line or email 

if your son/daughter is unable to attend due to illness.   Some indication should be given 
of the likely length of the absence. 

 Providing a dated note explaining the absence when your son/daughter returns to school if 
the information has not been communicated by other means. 

 Avoiding the organisation of a family holiday during school time. 
 
In the case of unauthorised term time leave, the letter that is sent by me refusing a term time 
leave application will be regarded as the formal warning.  If you then take the decision to remove 
your child from school for the purpose of the holiday, I will request the Local Authority to 
consider issuing a Fixed Penalty Notice.  
 
It is expected that you will contact School at an early stage and that we will work together to 
resolve any attendance problems; there may be times when external agencies are needed to offer 
specialist support.  It is vital that you contact us at the earliest opportunity if your child appears 
unhappy about school so that we can work together to support you and your child. 
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(Appendix 2)                                Frequently Asked Questions 
 
How are they issued? 
Fixed Penalty Notices will always be issued by post. 
 
When will penalty notices be used? 
They are used as a measure to address unauthorised absence at an early stage before non-
attendance becomes entrenched, but they can also be used as a response to unauthorised term 
time absence.   
 
What is an unauthorised absence? 
An unauthorised absence occurs when a parent fails to give a reason for their child’s absence or 
the Head teacher does not agree to accept a parent’s reason for a pupil’s absence. The Education 
(Pupil Registration) (England) Regulations 2006 (Regulation 7) states that only a head teacher or 
their representative can determine if an absence is to be authorised. 
Authorised absence’ means that the school has either given approval in advance for a pupil of 
compulsory school age to be away, or has accepted an explanation offered afterwards as 
justification for absence. 
 
Is a warning given? 
Yes, written warning of the possibility of a Notice being issued will be sent to the parent. This will 
inform the parent of the extent of their child’s absences and give them 15 school days in which to 
bring about an improvement.  In that time, the pupil should have no unauthorised absences from 
school.  
There is no limit to the number of formal warnings which can be issued.   
 
In the case of unauthorised term time leave the warning will be the Head teacher’s letter 
confirming that requested leave of absence has not been authorised.  This letter includes a 
warning that a penalty notice may be issued. 
 
Can a parent receive a Fixed Penalty Notice for more than one child? Multiple Fixed 
Penalty Notices can be issued to the same parents during the year.   
 
Is there an appeal process?  
Fixed Penalty Notice fines are set by government regulation and are not based upon ability to 
pay. There is no provision for payment instalments nor is there a statutory right of appeal once a 
fixed-penalty notice has been issued. Fixed Penalty notices can only be withdrawn if they were 
issued in error or to the wrong person or there is material evidence of error. 
 
How do parents pay the Penalty Notice? 
Details of payment arrangements will be included on the Fixed Penalty Notice.  
 
Can a parent be prosecuted if they pay the Penalty Notice but their child is still 
missing school? 
Not for the period stated in the Fixed Penalty Notice, since payment of the penalty discharges 
their liability for that period. However, it could be the case that a prosecution could be 
considered for further periods of poor attendance not covered by the Notice, depending on the 
circumstances. 
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How many penalty notices can be issued to a parent? 
Each parent can receive up to two penalty notices for the same child in any one academic year. 
 
What happens if the Penalty is not paid? 
Parents have up to 28 days from receipt to pay the Penalty in full, after which the Authority is 
required under the legislation to commence proceedings in the local Magistrates’ Court for the 
original offence of failing to ensure the child attended school regularly. If proven, this can attract 
a range of sentences including fines of up to £1,000. Costs may also be imposed and the parent 
will be the subject of a criminal record. 
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(Appendix 3)                            ATTENDANCE PROCEDURES 
 
“Parents have a legal duty to ensure the regular and full time attendance at school of 
registered pupils” (Education Act 1996). 
 
 At East Herrington Primary Academy we aim to work with families to promote good attendance. We 
therefore have the following attendance procedures in place: 
: 

 Telephone call to parents/carers on day of absence.  This is carried out by office staff if 
there has been no contact made by parents giving reasons for absence.  If no contact can be 
made by telephone then a visit may be made by the Attendance Officer to the address. A letter 
may also be sent out asking for reasons for absence. 

 
 Initial letter of concern. Sent when attendance falls below 95% or if there is persistent lateness 

or persistent absence. 
 

 Second letter of concern. Sent if no improvement to request parents to come in for a meeting 
to discuss attendance.  

 
 Stage 1 letter sent to parents. If no improvement in an agreed amount of time, requesting a 

School Attendance Meeting with the Attendance Officer where an Action Plan/Parenting Contract 
is drawn up. 

 
 Further weeks on Stage 1. Close monitoring using the Action Plan/Parenting Contract and a 

meeting to review. 
 
 If no improvement in attendance. Parents will be informed that their son/daughter’s 

attendance will be passed onto the Local Authority Attendance team who take over at this point 
and decisions made whether parents will be prosecuted (taken to court) or have to pay a Fixed 
Penalty (fine) if unauthorised absences continue. 

 
 
Please Note: 
 

 If parent fails to attend a meeting, appropriate staff will proceed with the Action Plan/Parenting 
Contract and Attendance Officer will visit them to sign it. 

 
 Attendance Officer can visit Parents and Guardians when necessary including making 

unannounced visits. 
 

 If attendance improves School will monitor attendance. 
 

 For persistent lateness this procedure will be followed. 
 


