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Reminder for Parents of Expectations – Newsletter Information 

School Absences, Exceptional Circumstances and Lateness 

We would like to remind all our school parents of the importance of attendance and 

punctuality. Learners need to attend school regularly to benefit from their education. 

Missing out on lessons leaves learners vulnerable to falling behind, both academically and 

socially. This impacts their emotional wellbeing and creates further barriers to learning. 

The government expects schools and local authorities to: 

 promote good attendance and reduce absence, including persistent absence 

 ensure every learner has access to full-time education to which they are entitled 

 ensure the safeguarding of learners and 

 act early to address patterns of absence 

 

The government expects parent and carers to: 

 perform their legal duty by ensuring their children attend school regularly 

 The government expects all learners: 

 to be on time for their lessons 

 

Government guidelines require school attendance of above 90%. Good school 

attendance is central to raising standards in education and ensuring the safeguarding of 

learners. 

When school attendance drops below 90%, the school and the local authority can help to 

identify the reasons for absence. 

There can be many reasons for low attendance, and these can be complex. When we 

know the reasons, we can work with families to put together an effective support plan. 

Our aim is to achieve excellent levels of attendance for all our children. We are also 

introducing a pilot scheme to celebrate each week the class with the best attendance at 

Celebration Worship. 

You can only allow your child to miss school if either: 

 they are too ill to go in or 

 you’ve got authorisation from the Headteacher of the school 

 

The school will only authorise exceptional circumstances absences and families will need 

to contact the office for an application form. Evidence for this may be sought by the 

school to verify the application.  

Penalty notice fines will be given for: 

 Holidays in term time – 10 sessions (5 school days) or more 

 Unauthorised absences – 10 sessions (5 school days) within 10 school weeks 

 Unauthorised lateness – if a pupil arrives at school after the register has closed 10 

times in 10 school weeks 

 A combination of unauthorised absence and lateness  

 



 

Penalty Notice details: 

A limit of no more than 2 penalty notices will be issued to the same parent for the same 

pupil within a 3-year rolling period will apply from 19 August 2024. 

The first penalty notice issued to the parent for that pupil will be charged at £160 if paid 

within 28 days reducing to £80 if paid within 21 days. 

Where it is deemed appropriate to issue a second penalty notice to the same parent for 

the same pupil within 3 years of the first notice, the second notice is charged at a flat rate 

of £160 if paid within 28 days. 

A third penalty notice will not be issued within a 3-year period. Therefore, in cases where 

the threshold is met for a third (or subsequent) times within those 3 years, a penalty notice 

cannot be issued, and alternative action will be taken instead. This will often include 

considering prosecution but may include other tools such as one of the other attendance 

legal interventions. 

If you do not pay the penalty notice this will result in legal action. 

 

Letter Drafts 

 

The letters cover the following scenarios: 

 Letter 1 – Concerns about a pupil's high level of absence 

 Letter 2 – Concerns about a pupil's unauthorised absence 

 Letter 3 – Formal notice about unauthorised absence 

 Letter 4 – Concern about punctuality 

 Letter 5 – Formal notice about lateness 

 Letter 6 – Accepting a request for a holiday in term-time 

 Letter 7 – Declining a request for a holiday in term-time 

 Letter 8 – After an unauthorised holiday 

 Letter 9 – Accepting a request for absence for religious observance  

 

Letter 1 – Concerns about a pupil's high level of absence 

Use this letter in situations where a pupil’s absence has been authorised, but absence 

levels are still high.  

For example: 

 A pupil is regularly ill, but doesn't have an identified medical need 

 Combined circumstances (such as a family bereavement and pupil illness) means the 

pupil has missed a lot of lesson time 

 

 

 

 



 

Absences from school 

I'm writing to express my concern at [name's] recent high levels of absence from school. 

[His/her] current attendance has fallen to [percentage]. Falling below 95% attendance 

will likely have an impact on [his/her] academic achievement.  

We acknowledge that each family’s circumstances are different and we aim to work with 

parents to provide the best education for every child. 

I understand that the school may be aware of the reason for the absence which might 

well have been authorised, but the fact remains that their attendance figure is lower than 

the satisfactory level. 

Our pupils’ welfare is of paramount importance to us and we believe that regular 

attendance throughout the year is essential for their success and fulfilment. 

We want to make sure that we can support [name's] education in the best way possible, 

including looking into how we can help [him/her] to address gaps in learning due to 

absence.  

We will continue to monitor [name's] attendance and hope to see an improvement over 

the coming weeks. If you would like to come and talk to me about this, I would be very 

pleased to meet with you. There may be circumstances affecting attendance which you 

need me to be aware of, or there may be ways the school can support you with this. 

Yours sincerely,  

[Name] 

Headteacher 

Letter 2 – Concerns about a pupil's unauthorised absence(s) 

Use this letter as the first step to address unauthorised absence. 

 

Unauthorised absences from school 

I'm writing to express my concern at [name's] recent unauthorised [absence/absences] 

from school. 

[Name] has been absent from school for a total of [number] unauthorised sessions 

([number] days) on the following dates: 

 [date] 

 [date] 

 [date] 

We acknowledge that each family’s circumstances are different and we aim to work with 

parents to provide the best education for every child. 

Our pupils’ welfare is of paramount importance to us and we believe that regular 

attendance throughout the year is essential for their success and fulfilment. 

Please note that unauthorised absences can result in a penalty notice being issued if your 

child has more than 10 unauthorised absences within 10weeks. You can find more 

information about penalty notices in our school attendance policy. Copies of the policy 

are on the school website, or available from the school office.  

We would like to invite you in for a meeting with [appropriate member of staff], so we can 

discuss how we can support you to help improve [name’s] attendance. 

Please contact the school office on [number] urgently so we can arrange this meeting. 

Yours sincerely,  



 

[Name] 

Headteacher 

***At this point try and meet with the parents to complete the Attendance Support 

Plan.  

If a meeting is not possible and there are further issues, move onto letter 3 and 

issue the fine.  

 

 

 

 

 

 

 

Letter 3 – Formal notice about unauthorised absence 

Use this letter if: 

 You have previously tried to address a pupil’s unauthorised absence 

 The pupil’s unauthorised absence has reached the threshold set by your local authority 

for the use of a penalty notice 

 

Unauthorised absence 

Further to my letter dated ……..I have reviewed [name's]  attendance and I have noted 

that there has been further absence from school.  

These absences occurred on the following dates: 

 [date] 

 [date] 

 [date] 

 

While I still realise that you may have already provided reasons for any absences from 

school, I remain concerned about this and from now on, if is absent due to illness then the 

school will need copies of medical evidence (doctor’s or hospital letters or notes, copies 

of prescriptions etc.) in order to authorise the absence.  

Failure to provide medical evidence means that the absences will be recorded as 

unauthorised. Under the terms of the Education Act 1996, it is the responsibility of 

parents/carers to ensure that their child attends school regularly and punctually. Failure to 

do so may lead to legal proceedings being taken against you by the Local Authority. 



 

In line with our attendance policy, and the local authority’s code of practice, we have to 

now request a penalty notice be issued by the local authority.  

On receipt of the notice, you must pay: 

 £80, if paid within 21 days 

 £160, if paid after 21 days but within 28 days 

If payment is not made within 28 days, the local authority may decide to pursue further 

legal action.  

We would like to invite you in for a follow up meeting with [appropriate member of staff], 

so we can discuss how we can support you to help improve [name’s] attendance. 

Please contact the school office on [number] urgently so we can arrange this meeting. 

 

Yours sincerely,  

[Name] 

Headteacher 

 

 

 

 

 

 

Letter 4 – Concern about punctuality 

 

Poor punctuality 

I'm writing to you because [name] has been late to school [number] times in [timeframe].  

[He/she] arrived at school after the register had closed on the following dates: 

 [date] 

 [date] 

[He/she] also arrived at school late (but before the register had closed) on the following 

dates: 

 [date] 

The school day begins promptly at [time] and registration closes at [time]. Afternoon 

registration takes place between [time slot].  

Being late for school may affect [name] in the following ways:  

 It can be embarrassing to arrive late and have to walk into a room full of children 

already settled in class. 

 They will miss either important time of registration or the beginning of a lesson when 

instructions have already been given to the class.  

 They may start the day feeling confused and anxious.  

 Poor punctuality can be habit forming and might affect future attendance. 

Persistent lateness can lead to a significant loss in learning time. 



 

Persistent lateness can result in a penalty notice. The school can request that the local 

authority issues a penalty notice related to lateness when: 

Penalty notice fines will be given for: 

 Holidays in term time – 10 sessions (5 school days) or more 

 Unauthorised absences – 10 sessions (5 school days) within 10 school weeks 

 Unauthorised lateness – if a pupil arrives at school after the register has closed 10 

times in 10 school weeks 

We're committed to working with families to make sure every pupil gets the support they 

need. We would therefore like to arrange a meeting to discuss how we can work with you 

to help improve [name’s] punctuality.  

Please contact the school office on [number] to arrange a meeting. May I also direct you 

to the school’s Attendance Policy that is available on the school website. This outlines the 

school’s expectations and monitoring procedures with regard to punctuality. 

Yours sincerely,  

[Name] 

Headteacher 

***At this point try and meet with the parents to complete the Attendance Support 

Plan.  

If a meeting is not possible and there are further issues, move onto letter 5 and 

issue the fine.  

 

Letter 5 – Formal notice about unauthorised absence 

Use this letter if: 

 You have previously tried to address a pupil’s lateness and punctuality 

 The pupil’s punctuality has reached the threshold set by your local authority for the use 

of a penalty notice 

 

Unauthorised absence 

Further to my letter dated ……..I have reviewed [name's]  attendance and punctuality. I 

have noted that there has been further lateness.  

These occurred on the following dates: 

 [date] 

 [date] 

 [date] 

 

As explained previously, persistent lateness can result in a penalty notice. The school can 

request that the local authority issues a penalty notice related to lateness when: 

Penalty notice fines will be given for: 

 Holidays in term time – 10 sessions (5 school days) or more 

 Unauthorised absences – 10 sessions (5 school days) within 10 school weeks 



 

 Unauthorised lateness – if a pupil arrives at school after the register has closed 10 

times in 10 school weeks 

In line with our attendance policy, and the local authority’s code of practice, we have to 

now request a penalty notice be issued by the local authority.  

On receipt of the notice, you must pay: 

 £80, if paid within 21 days 

 £160, if paid after 21 days but within 28 days 

If payment is not made within 28 days, the local authority may decide to pursue further 

legal action.  

We would like to invite you in for a follow up meeting with [appropriate member of staff], 

so we can discuss how we can support you to help improve [name’s] attendance. 

Please contact the school office on [number] urgently so we can arrange this meeting. 

 

Yours sincerely,  

[Name] 

Headteacher 

 

 

 

 

 

 

Letter 6 – Accepting a request for a holiday in term-time 

 

Your request for a holiday absence 

Thank you for your request to take [name(s)] out of school between [date] and [date]. 

Having considered the exceptional circumstances set out in your application, I'm able to 

agree to your request. 

I haven't come to this decision lightly. Our school is dedicated to the education of all our 

pupils, and believes regular attendance throughout the year is essential to every child’s 

success and fulfilment. 

Each request for a holiday absence is considered on its merits at the time. Please note 

that my decision in this instance does not set a precedent and does not mean I'll be able 

to agree to a similar request, from you or other parents, in the future. 

 

Yours sincerely,  

[Name] 

Headteacher 

 

Letter 7 – Declining a request for a holiday in term-time 

 



 

Your request for a holiday absence 

Thank you for your request to take [name(s)] out of school between [date] and [date]. 

In this case I regret I cannot consent to your request. 

Our school, while acknowledging that each family’s circumstances are different, is 

dedicated to the education of all our pupils and believes regular attendance throughout 

the year is essential to every child’s success and fulfilment. 

I have not made this decision lightly. A request for an absence is considered on its merits 

at the time and many variables are taken into consideration.   

Because each request is unique, my decision in this instance can’t be directly compared 

with decisions made by the school in the past, and nor does it set a precedent for the 

future.  

I'm sorry to have to disappoint you on this occasion. 

 

Yours sincerely,  

[Name] 

Headteacher 

 

 

 

 

 

 

 

Letter 8 – After an unauthorised holiday 

 

Holiday absence 

I'm writing about your action in taking [name(s)] out of school for a family holiday 

between [date] and [date]. 

We're treating this as an unauthorised holiday because [explain the evidence you have]. 

Our school works with parents to provide the best education for each child and believes 

that regular attendance throughout the year is essential to every child’s success and 

fulfilment.  

We expect you to consult the school before booking holidays that mean your child will be 

absent, or before making any plans that will involve your child’s absence from lessons or 

other commitments. 

If in line with your local authority's code of conduct for penalty notices, add: 

We have the power to request that the local authority issue a penalty notice for 

unauthorised term-time holidays.  

If issued with a penalty notice, you must pay: 

 £80, if paid within 21 days of receiving the notice 

 £160, if paid after 21 days but within 28 days 

If you don't pay the penalty within 28 days, the local authority could pursue legal action.  



 

Continue with: 

Absences like these could have a detrimental effect on [name(s)] education.  

We would like to arrange a meeting so that we can discuss this further. Please contact the 

school office urgently on [phone number]. 

 

Yours sincerely,  

[Name] 

Headteacher 



 

Letter 9 – Accepting a request for absence for religious observance 

 

 

Your request for absence for religious observance 

Thank you for your request to take [name(s)] out of school on [date] because of [religious 

occasion]. 

In this case, I'm prepared to agree to your request and it will be considered an authorised 

absence.  

Each request for an absence is considered on its merits at the time. We recognise that a 

family’s religious beliefs and traditions are intrinsic to their sense of identity. However, 

please note that my decision in this instance does not set a precedent, and does not 

necessarily mean I'll agree to a similar request, from you or other parents, in the future. 

 

Yours sincerely,  

[Name] 

Headteacher 



 

Attendance Support Plan Template 

Date/time of meeting: 

 

Venue:  

 

Pupil name: 

 

Date of birth:  

Address:  

Parent contact details:  

 

 

Present at meeting:  

 

Attendance/Punctuality 

history: 

 

 

Current Barriers to 

attendance and 

punctuality: 

 

 

Action agreed 

EXAMPLES OF ACTION AGREED: 

 Pupil will arrive at school by 8.50 a.m. every day. 

 Parent will inform the school on the first day of a sickness absence and provide a 

note upon pupil’s return. 

 Parent will provide medical evidence for every sickness absence pupil may incur.  

 

Support offered:  

 

Attendance target: 100% 

Timescale for improvement:  

 

Date for review meeting:  

I  confirm that this Attendance Action Plan was agreed by all present. 

Signed: 

……………………………………………    Parent/carer 

……………………………………………    Pupil 

…………………………………………… School Representative 

 



 

 

 

 

 

 


