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York High School - Attendance Policy 
 

The following policy is based upon the Guidance from the Department of Education 
November 2016 
 
Rationale: 

‘Good relationships – The heart of all learning’ 
 
Providing safe and happy places to learn is essential to achieving school 
improvement, raising achievement and attendance, promoting equality and diversity, 
and ensuring the safety and well-being of all members of the school 
community.  Every member of the community has rights and responsibilities which 
enable us to work and learn in a school environment in which they feel safe and 
supported.  

This policy outlines the underlying philosophy and management of attendance at 
York High School. It is a working document designed to promote positive attendance 
and reduce absence from school.   

The policy reflects current practice within the school. Its fair and consistent 
implementation is the responsibility of all staff. 

Our school takes an active approach to promoting good attendance. With the 
support of parents, the wider community, the local authority and the pupils 
themselves, we take a positive approach to safeguard the well-being of all pupils and 
staff.  
 
Aims: 
 
In order to improve the overall attendance of pupils in school we aim to: 
 
1. To make attendance and punctuality a priority for all those associated with the 
school including pupils, parents/carers, teachers and governors. 
 
2. To develop a framework which defines agreed roles and responsibilities and 
promotes consistency in carrying out designated tasks. 
 
3. To develop a systematic approach to gathering and analysing attendance related 
data.  
 
4. To implement a system of rewards and sanctions. 
 
5. To provide support, advice and guidance to parents/carers and pupils. 
 
6. To further develop positive and consistent communication between home and 
school.  
 
7. To develop effective partnerships with supporting services and agencies through 
the Local Authority ‘Advice and Early Intervention’ Team. 
 



  

8. To recognise and address the needs of the individual pupil when planning 
reintegration following significant periods of absence. 
 
Definitions: 
 
It is the Head Teacher’s discretion as to whether a child’s absence is recorded as 
authorised or authorised. 
 
Authorised absence:  

 An absence is classified as authorised when a child has been away from school 
for a legitimate reason and the school has received notification from a parent or 
carer. For example, if a child has been unwell, the parent/carer writes a note or 
telephones the school to explain the absence. 

 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 

 
Unauthorised absence: 

 An absence is classified as unauthorised when a chid 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. 

 
Persistent absence (PA): 

 The DCSF define a ‘persistent absentee’ as a pupil who, at any point in the year, 
has accumulated absence at 10% or more 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 pupils are at particular risk of achieving poor outcomes at 
school and beyond. 

 
Registration: 
 
Codes: 
There are a series of codes which are used to denote authorised and authorised 
absence (see ‘Attendance Guidance for Schools and Local Authorities’ DFES 
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.  
 
Close of registers: 
We need children to arrive at school punctually so that they can access all learning 
opportunities.  
 
Secondary: Children arriving after 8.40 but before the end of the first lesson (10.00) 
should be recorded as Late (using the code ‘L’), this will be an attendance. Children 
arriving after 10.00 should be recorded as Late after registers close (using the code 
‘U’), this will be an absence 
 



  

Medical appointments 
We encourage families to book medical appointments outside of the school day. 
Where this is not possibility, the following codes are used: 
 
If a child arrives back in school before the official close of the register (10.00), 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. 
 
Punctuality: 
If a child misses the start of the day, they can miss work and do not spend time with 
their class teacher getting vital information and news for the day. Late arriving pupils 
also disrupt lessons and it can be embarrassing for the children, which may 
encourage further absence. We actively encourage all children to arrive at school on 
time. 
 
Requests for leave of absence: 
We believe that all children need to be in school for all sessions, so that they can 
make the most progress possible. For this reason, as a general rule, we do not 
authorise leave of absence (including holidays) in term time. We follow the guidance 
written by the City of York Council (Guidance relating To Pupil Leave of Absence 
from School for Family Holidays January 2010). 
 
The Head Teacher has the discretion to make exceptions to this rule and can 
authorise leave of absence for special circumstances, when the leave of absence is 
for no more than 10 days (Using Code H: Family Holiday Agreed). Special 
circumstances may include: 

 Service personnel and other employees who are prevented from taking holidays 
outside term time if the holiday will have minimal disruption to the pupil’s 
education. 

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

 
The national guidance suggests that requests for the following reasons should 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 the school knows that the pupil has siblings in other schools, it is strongly 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) 
 
Religious Observance:   
The DCSF 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 which the parents belong, including religious festivals. Parents should be 
encouraged to give advance notice. 
 



  

This is interpreted to mean that if the parent's religious organisation sets the day as a 
religious festival then the school must authorise the absence. Where necessary, 
schools should seek advice from the parent’s 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. 

  
Roles and responsibilities: 
 
All members of the school community have roles and responsibilities in promoting 
and ensuring good attendance and punctuality 
 
Role of the pupils: 
 
Pupils have a responsibility to themselves and others to play a positive role in the life 
of the school and to make the most of the education opportunities available.  
 
All pupils will : 

 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.  

 Arrive to lessons punctually.  

 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 feel that they are being bullied or feel unhappy in 
school. 

 
Role of parents/carers: 
 
Parents and carers have an essential role in ensuring their child’s good attendance.  
 
We ask parents/carers 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. getting ready 
quickly, even if resisting going to school. 

 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. 

 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  

 If appropriate, 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. 

 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. 

 

Role of the Class Teacher / Tutor: 
 
We ask teachers and tutors to: 
 

 Encourage 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 to learn. 

 Provide engaging and worthwhile learning experiences that encourage students 
to regularly attend lessons.  

 Ensure that students are informed of their current attendance record weekly  

 Listen to and value students’ views.  

 Make initial contact with parents/carers when concerns arise. 
 
Role of the School: 
 
As a school we:  
 

 Create a school ethos that pupils want to be part of.  

 Give a high priority to punctuality and attendance.  

 Develop procedures that enable the school to identify, follow up and record 
unauthorised absence, patterns of absence and parent condoned absence with 
effective monitoring and intervention.  

 Meet the legal requirements set out by Government and consistently record 
authorised and unauthorised absences within the guidance of the 1995 Education 
Act,  

 Develop a range of effective strategies to follow up intermittent and long term 
absenteeism and promote good attendance.  

 Encourage open communication channels between home and school.  

 Develop procedures for the reintegration of long term absentees.  

 Develop procedures leading to the formal referral to the Advice, Assessment and 
Early Intervention Service’ (see below).  

 Adequately provide for pupils with difficulties, within the bounds of the resources 
available, and ensure that appropriate delivery of the curriculum.  

 
First day contact:  
 
On the first day of absence, if the school has not received a reason for a child being 
away from school, the Office staff make contact with the parents/carers. This is done 
either by phone call or a text messaging service. 
 



  

Where no contact can be made, the school sends home a letter requesting the 
reason for absence. Where there is no response, the child’s absence will be 
unauthorised. 
The role of the attendance leader: 
 
The attendance leader will: 

 Monitor attendance across year groups.  

 Analyse attendance data alongside academic data. 

 Identify students 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.  

 Work and communicate effectively with external agencies.  

 Ensure that parents are aware of their legal responsibility and ensure that 
information is communicated through a variety of means. 

 
Role of Governing Body: 
 
Under the Education (Pupil Registration) Regulations 1995, the governing body are 
responsible for making sure the school keeps an attendance register that records 
which pupils 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.  
 
Role of the Local Authority: 
 
The Local Authority provides an ‘Advice, Assessment and Early Intervention 
Service’, frequently referred to as the ‘New Front Door’. Guidance documentation 
regarding the service can be found in Appendix 1 and this will be updated as the 
service develops. 
 
Promoting positive attendance: 
 

In recognition of the importance of good attendance, we have systems in place to 
motivate and reward our pupils: 

 Inter form group competitions and rewards 

 All non curriculum school trips have an attendance qualification 

 All School reports have an attendance grade 

 Students are made aware weekly of attendance and targets 

 Year 11 Prom has an attendance qualification 

 Certificates and postcards for attendance 

 Termly Rewards 
 
Intervening with Attendance Concerns: 
 
Where we have concerns around a pupil’s attendance we may intervene in one or 
more of the following ways: 
Intervention Groups lead by the year leader 
Attendance Panels 
Mentoring 
Fast Track Programme (Appendix 3) 



  

Fixed penalties: 
 

The Local Authority has a members agreed protocol regarding the issuing of Fixed 
penalty Notices. This covers the issuing of Penalty Notices when children have been 
authorised for a family holiday without the Head Teachers consent. The Penalty 
Notice Protocols can be found in Appendix 3 
 
Appendix 1:  
Attendance Panels 
 
The panels should consist of a Governor, Deputy Head or a senior member of staff 
and a minute taker. 
 
The pupils are chosen though a process of consultation with attendance leads and 
senior members of staff.  The pupils should be on the list of the school action kept by 
the school.   
 
A letter is sent out to parent by the school inviting them and the young person into 
school. 
 
The panel is a relatively formal meeting at which concerns about the young person’s 
attendance are put to parents.  The aim of the meeting is always to secure an 
improvement in the young persons attendance, however, parents should be 
reminded that the LA may decide to prosecute or issue a Fixed Penalty Notice.  The 
panel meetings may be referred to in any evidence presented to the court.  Parents 
are not obliged to attend panel meetings or sign parenting contracts, however, any 
failure to do so may be mentioned in evidence. 
 
The meeting is seen as a supportive meeting in which a parenting contract may be 
agreed upon.  Also a referral can be made for the parent on a parenting course.    
 
Both the parent and the young person are told about the consequence to their non-
attendance such court/fixed penalty notices. 
 
A target for the young person’s attendance may be agreed, with a review date.   
 
If parents fail to attend the school should write to the parent/s with a date and time 
when the school will visit them to discuss the issues raised.  Alternatively if the 
parent has offered an acceptable reason for not attending the panel an alternative 
panel date may be offered. 
 
If at the review there has been no acceptable improvement in the young persons 
attendance then discussion should take place with the attendance lead and a senior 
leader. 
 
If the school wants advice regarding the issuing of a Fixed Penalty Notice, the New 
Front Door team should be contacted. 
 
(Schools should inform parents in news letters or letters if they wish to use Fixed 
Penal Notices and also have the process written in their attendance policy) 
 



  

 
 
 
 
 



  

Appendix 2:  
Penalty Notices 
 

 
 
Penalty Notice Protocol (2004) 
 
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 (The Education (Penalty Notices) (England) Regulations 2004) came 
into force on 27 February 2004. 
 

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 LEA 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 Education Social Work Service (ESWS) delivers this 
LEA responsibility.    
 

2.3 Parents and pupils are supported at school and LEA level to overcome 
barriers to regular attendance through a wide range of assessment and 
intervention strategies.  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. 

 



  

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. 
 

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 holidays in term-time 

 excessive delayed return from extended holidays 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 a holiday is taken in term time without or against 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 Principal ESW and any other attendance-support staff 
who have involvement with or knowledge of the pupil and his or her family. 

  
4.    Procedure for Issuing Penalty Notices 
 
4.1 The Principal ESW will issue all Penalty Notices in the City of York.  This will 

ensure consistent and equitable delivery, protect school-home relationships 
and allow cohesion with other enforcement sanctions.   
 

4.2 Penalty Notices will only be issued by post 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 Principal ESW is likely to receive requests to issue Penalty Notices from 

schools, North Yorkshire Police and neighbouring LEAs.  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) 

 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 Principal ESW 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 

 
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 28 days is £50 and payment after this time 
but within 42 days is £100. 
 

6.4 The LEA 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 Deployment of Penalty Notices as a sanction is included in the Authority’s 

Attendance Policy. 
 
8.2 All school Attendance Policies will include information on the deployment of 

Penalty Notices and this will be brought to the attention of all parents. 
 
8.3 The LEA will include information on the use of Penalty Notices and other 

attendance enforcement sanctions in promotional/ public information material. 
 
9.    Reporting & Review 
 
9.1 The Principal ESW will report at regular intervals to the Assistant Director 

(Access & Inclusion) on the deployment and outcomes of Penalty Notices.   
 
9.2 Principal ESW will review the use of Penalty Notices at regular intervals and 

amend the general enforcement strategy as appropriate. 
  
 

 

 

 

 

 

 

 

 

 

 

 



  

Appendix 3 

FAST TRACK 

 

 

 



  

 

FAST TRACK LETTER 1 
 

SCHOOL LOGO 

ADDRESS 

DATE 

 

 

 
Dear «ParentCarer_Salutation» 

 

Re: «Pupil_Full_Name»  DOB: «DOB»  

  

 

As the Attendance Lead in «School», my role is to improve attendance and punctuality.  I 

monitor pupils attendance regularly and follow up on any frequent or unreasonable absences. 

 

«School» would like your support to improve levels of attendance and punctuality, therefore a 

`Fast Track Initiative’ is currently being run in school in order to address attendance concerns 

quickly and effectively.   

 

Having recently completed a register check, I am concerned to note «Pupil_Name»’s poor level 

of attendance and I enclose a copy of their registration certificate for your information. The 

attached copy has the  sessions they were absent for  highlighted.   

 

As a result of these concerns, «Pupil_Name»’s attendance will be monitored for the next 20 

school days, during which time school will only authorise absences if medical verification is 

provided.  If «Pupil_Name»’s attendance shows little or no improvement after the monitored 

period, you will be formally invited to a School Attendance Panel in school order to discuss and 

address the situation.   

 

I am obliged to inform you that under the provision of Section 444 of the Education Act 1996, 

parents/carers are legally responsible for ensuring their children attend school regularly and on 

time.  Failure to do so could result in the issue of a Penalty Notice or legal proceedings being 

taken by the Local Authority. 

 

If you require advice and support with regard to your child’s attendance, please do not hesitate to 

contact me. 

 

 

 

Yours Sincerely 

 

 

 

Deputy Headteacher (or whoever takes responsibility)  

 

 

 

 



  

 

 

 

Fast track letter 2 
 

 

 

«Date_of_Letter» 

 

«ParentCarer» 

«Address_1» 

«Address_2» 

«City» 

«Postcode» 

 

 

 

 

Dear «ParentCarer_Salutation» 

 

Re: «Pupil_Full_Name»  DOB:  «DOB» 

 

Further to my previous letter advising you that school  is currently involved in a Fast Track 

Initiative, having recently completed a register check I am concerned to note that pupil name 

has failed to achieve the attendance target set.   I enclose a copy of «hisher» registration 

certificate for your information. The attached copy has the  sessions they were absent for  

highlighted.   

 

As a result of these concerns and in order to discuss and address the situation, I would like to 

invite you to a Fast Track School Attendance Panel to be held in school on «appointment 

time and date».  Failure to provide an acceptable explanation for the absences may result in 

a Penalty Notice Warning letter being issued immediately following the meeting. 

 

If the above appointment is not convenient, please do not hesitate to contact me on the above 

number to make an alternative arrangement, as the meeting will go ahead in your absence if 

you do not attend. 

 

I look forward to meeting with you on the due date. 

 

Yours sincerely 

 

 

 

 

 

Headteacher/ Deputy Headteacher or whoever takes responsibility for the initiative 

 

 

 

 

 



  

RECORD OF A MEETING WITH PARENT (S) 
 

Status of Meeting: School Attendance 

  

Name of Pupil:  D.O.B.:  

   

Address:  

  

  

School:  

  

Date:  

  

Present:  

  

  

  

  

Apologies:  

  

 

  

Summary of the discussion:  
(problems experienced and support agreed) 

 

 

 

 

 

 

 

 

 

A penalty warning letter was given to the parents at the meeting.  

Agencies involved:  

  

  

  

Siblings:   School:  

  

  

  

RECOMMENDATIONS:   Be Specific about what you 

are asking child/parent/family/agencies to do 

ACTION BY: 

  

    

 (pupil specific)   

    

    



  

 To attend school fully  family 

    

 School to support by : 

 

 school 

 Examples of recommendations 

 

  

 To try to make medical appointments out of school 

time and to attend before/after appointments  

 Mrs XXXXXXXX 

    

 To provide medical evidence for any absence 

(appointment card, prescription, hospital letter etc.) 

 Mrs XXXXXXX 

    

 Parents advised that holidays in term time would not 

be authorised and any application for leave in term 

time due to exceptional circumstances must be made 

to the school in advance. 

 Mr & Mrs XXXXXXXXXX 

    

 (If not issued at the meeting.)  A Penalty Warning 

Letter to be sent with these minutes.  

  

    

 A Penalty Notice of £60 per parent per child to be 

issued if there are further unauthorised absences in 

the next 20 school days.  

 Make sure that the parent 

understands that this could lead to 

legal action 

    

 Parent(s) to contact  XXXXXXXXX   at the school if 

they are experiencing any difficulties affecting 

attendance or need support 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

FAST TRACK LETTER 3 
«Letter_date»  

 

«ParentCarer» 

«Address_1» 

«Address_2» 

 

«Postcode» 

 

Dear «ParentCarer» 

 

 

 

Re: «Pupil_Full_Name»  dob……. 

 

It has been brought to my attention that the attendance of your child is a cause for concern. 

 

The government has introduced powers for the Local Authority to issue Penalty Notices in 

cases where parents do not ensure that their child attends school regularly. 

 

I should inform you therefore that you are liable to be issued with a Penalty Notice under the 

provisions of the Education Act 1996 (as amended).  This is due to you having failed to 

ensure your child, «Pupil_Full_Name», being of compulsory school age and a registered 

pupil at «School», attends school regularly.  During the period «dates_between», your child 

had  «no_of_unauth_abs» unauthorised absences. 

 

ANY FURTHER UNAUTHORISED ABSENCES MAY RESULT IN A PENALTY 

NOTICE BEING ISSUED AGAINST YOU. 

 

Note:  Payment of a Penalty Notice, if paid within 21 days, is £60.00.  If you do not pay 

within 21 days, the fine is increased to £120.00 and you have a further 7 days to make this 

payment in full. 

 

Non-payment of a Penalty Notice within the total 28 day period could result in the 

commencement of criminal proceedings in the Magistrates Court under section 444 of 

the Education Act 1996. 

 

If you are experiencing any problems in ensuring that your child does attend school regularly, 

please speak directly to …………………………………………………………………….. 

 

School name shares City of York Council and the government’s determination to raise the 

levels of pupil attendance at school because we want to give the best future opportunity for 

our children.   
 

Yours sincerely 

 

Headteachers name 

 

 

 

PENALTY NOTICE WARNING 

 



  

CHILDREN’S SERVICES, EDUACTION AND SKILLS – 

ATTENDANCE 

 

PENALTY NOTICE APPLICATION 

FAST TRACKS 

 
(Please note that for any unpaid Penalty Notice the case may be taken to Magistrates Court.  Parents 

could receive a criminal record and/or Headteachers may be called to give evidence if necessary) 

 

Pupils Name:  DOB:   Year group:  

 School:  

Possible Attendance 

sessions 

  Attendance was unsatisfactory 

between the dates of: 

 
Actual Attendance 

sessions 

l 

Authorised sessions k 

  Unauthorised sessions  

Parents/Carers FULL Name (this is essential to the fine being issued) 

Mother - 

Father - 

 

 

This Penalty is requested by:  Name  

(this must be a member of Senior Leadership 

Team) 

Designation  

Signature  

Date  

 

FOR OFFICE USE ONLY   

Fine paid within the time limits Date: 

Fine increased and paid Date: 

Fine not paid referred to Magistrates Date: 

 
ATTENDANCE ADVISER 

 

 

 

 

 



  

Termly Fast Track monitoring 

School/Cluster - Bedrock School                  Date/Term – Spring 5000BC 

 

 

 

 

 

Termly Fast Track monitoring 

School/Cluster…………………………………………Date/Term 

………………… 
 
Pupil 
Name 
 

Att. 
% 

No. of 
absences 
in 
previous 
12 
weeks 

Date 
of 
letter 
(1) 

No of 
un.auth.abs 
in first 
monitoring 
period. 
 

Move 
to 
next 
stage 
(yes) 
or 
record 
NFA 

Date 
of 
SAP 
letter 
(2) 

Date of 
SAP 
meeting 

Att.% 
at 
SAP 

(Date) 
Penalty 
Notice 
Warning 
letter 
given/sent 
 

No of 
un.auth.abs 
in second 
monitoring 
period. 
 

Att. 
%  
20 
days 
after 
PNW 
letter 

Referred 
for a 
Penalty 
Notice 
Yes/no 

Withdrawn 
from 
process 
 
(reason) 

 
 

             

 
 

             

 
 

             

 

Pupil 
Name 
 

Att. 
% 

No. of 
absences 
in 
previous 
12 
weeks 

Date of 
letter 
(1) 

No of 
un.auth.abs 
in first 
monitoring 
period. 
 

Move 
to 
next 
stage 
(yes) 
or 
record 
NFA 

Date of 
SAP 
letter 
(2) 

Date of 
SAP 
meeting 

Parent 
present 
at SAP? 

(Date) 
PNW 
letter 
given or 
delivered 
 

No of 
un.auth.abs 
in second 
monitoring 
period. 
 

Att. 
%  
20 
days 
after 
PNW 
letter 

Referred 
for a 
Penalty 
Notice 
Yes/no 

Withdrawn 
from 
process 
 
(reason) 

Fred 
 

81% 10 6/1/14 4 Y 3/2/14 11/2/14 yes 11/2/14 0  No  

Barney 
 

72% 15 6/1/14 8 Y 3/2/14 11/2/14 no 13/2/14 0  No  

 
Wilma 

80% 11 6/1/14 4 Y 3/2/14 11/2/14 yes 11/2/14 0  No  

 
Betty 

76% 19 6/1/14 2 Y 3/2/14 11/2/14 no 13/2/14 6  yes  

 
Pebbles 

77% 12 6/1/14 6 no        Family 
crisis 

 
Bambam 

75% 10 6/1/14 2 Y 3/2/14 11/2/14 yes 11/2/14 2  no Medical 
issues 
clarified 
by GP 

 
 

             

 
 

             

 
 

             

 
 

             

 
 

             


