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Coates Way School Attendance Policy 

 

Statement of Intent 

 
At Coates Way, regular attendance and punctuality are seen as essential 
elements in ensuring children receive their full entitlement to education. If 
children are not in class they are deprived of educational opportunities the 
school has to offer them. We are therefore committed to working in 
partnership with parents and the local Attendance Improvement Officer (AIO) 
to ensure lateness and absences are kept to a minimum. 
 

Our aims are: 

• to encourage and assist all children to achieve excellent levels of 
attendance and punctuality with the intention of enabling them to take 
full advantage of educational opportunities available to them; 

• to achieve and maintain 0% unauthorised absences; 

• to reflect good practice in all matters concerning attendance and 
punctuality; 

• to fulfill the requirements of governments regulations regarding 
children's attendance and punctuality. 

 

School Attendance and the Law 

 
Under the 1996 Education Act, parents and carers are responsible for 
ensuring their children attend school regularly and punctually. Failure to do so 
could result in legal action being taken against them by the Local Authority. 
 
The register is a legal document and schools must, under the Education 
(Pupil Registration) Regulations 2006 take a register at the start of the 
morning session, and again during the afternoon session. Since September 
2006, schools have been required to use statutory registration codes (see 
appendix A). 
 
Under the Education (Pupil Registration) Regulations 2006, only the school 
(and not parents/carers) can authorise an absence. Where the reason for a 
pupil’s absence cannot be established at the time the register is taken, that 
absence shall be recorded as unauthorised. If a reason for absence is 
provided by the parent/carer, the school may decide to grant leave of absence 
which must be recorded as authorised using the appropriate national code. 
 
The Governing Body of Coates Way have delegated the responsibility for 
attendance to the headteacher. 
 
The Education (Pupil Registration) (England) Regulations 2013 have removed 
all references to family holidays and leave of absence shall not be granted 
unless an application had been made in advance and the headteacher 
considers that leave of absence should be granted due to exceptional 



circumstances. Headteachers no longer have the discretion to authorise up to 
ten days of absence. This discretion has been removed by the 
aforementioned Regulations (2013). Whilst the school endeavours to deal 
sensitively and sympathetically with any absence, with each request being 
considered on a case-by-case basis by the headteacher, parents must be 
aware that requests will normally be refused.   

Roles, responsibilities and procedures 

 
Improving attendance at Coates Way is the responsibility of the whole school 
community - children, parents, staff and governors. 
 
Pupils 
All pupils are expected to attend all of their lessons regularly and punctually 
unless they are ill, injured or have been granted leave of absence. Any child 
experiencing attendance difficulties will be offered prompt and sympathetic 
support, initially from the class teacher and, if necessary, from the head 
teacher and the Attendance Improvement Officer. 
 
At the end of the academic year children whose attendance is either very 
good or greatly improved will receive a certificate. Children who have no more 
than six sessions (3 days) of absence and no more than one late mark in a 
term will receive a certificate for excellent attendance. Children who have 
made a sustained improvement for a whole term compared with previous 
terms will receive a certificate for improved attendance.  
 
Children whose attendance is exemplary over the year will be nominated for a 
county award certificate. 

Parents 
Under current legislation, parents or guardians are legally responsible for 
ensuring that their child attends school "regularly, punctually, appropriately 
dressed and in a fit state to learn". Should a child be unable to attend for 
whatever reason, or is late, parents are requested to notify the school by 
telephone on the first day of absence. The school must consider a pupil's 
absence, or late arrival after the registers have closed, to be unauthorised 
until a satisfactory explanation is given by the parents. Parents can help us to 
achieve our aim of 0% unauthorised absences by providing a written 
explanation for the absence upon the child's return to school. 

Children's attendance rates will be recorded on their annual report for their 
parent's information. If a child arrives late on three or more occasions within 
half a term, the school will advise the parents. Where there is continued cause 
for concern, parents will be invited to discuss the situation with the head 
teacher and, where necessary, the support of the Attendance Improvement 
Officer (AIO) will be requested. 

 



 

School 
The school has a duty to maintain attendance registers in accordance with 
legal requirements. Staff endeavour to encourage good attendance and 
punctuality through personal example. The school employs a range of 
strategies to recognise and encourage good attendance and punctuality. 
Absenteeism will be investigated and where there is cause for concern the 
school will respond firmly and consistently by liaising closely with parents and 
the attendance officer where necessary. Telephone and other verbal 
messages reporting an absence or lateness will be recorded by a member of 
staff and kept in a child's file in the office after being seen by the teacher. 

Leave of Absence 
Often work missed through absence cannot be made up. It is essential for a 
child's continued progress that absences are kept to a minimum. Irregular 
attendance and punctuality is likely to influence a child's attitude towards 
school - with a consequent fall in achievement and attainment. For those 
reason's parents are strongly urged to avoid taking family holidays during term 
time and to make routine dental and medical appointments out of school 
hours. 
 
Pupils will not be permitted to take holidays in term time as it can have a 
highly detrimental impact on their learning. Parents do not have the right to 
take their child out of school for family holidays reasons but the head teacher 
may use his discretion to grant leave in exceptional circumstances e.g. on 
religious grounds or special family circumstances. It will be presumed that 
parents will take responsibility for their child's education during a term-time 
holiday or leave of absence. Please note that homework will not be provided 
by the school for children to take on holiday or when leave of absence has 
been granted neither will special arrangements be made by the teacher for 
them to 'catch up' with missed work. 

Authorised absence due to illness or 'unavoidable cause' 
Course work will be provided for children who are authorised absent for a 
prolonged period of time due to ill health or accident (longer than five school 
days), if this is appropriate to their condition, or where it has been necessary 
to exclude a child for a fixed period. 

Registration 
The school operates a soft start arrangement for all pupils whereby access to 
the classroom is available from 8.45am.  All children are expected to arrive in 
school between 8.45am and 8.55am.  The school bell is rung at 8.55am. 
Children arriving earlier than 8.45am should only do so when an arrangement 
has been made with a teacher for the child to come in earlier e.g. for special 
needs support or clarinet tuition. The teacher agreeing this arrangement with 
the parent will be responsible for the child's welfare during that period. The 
afternoon session begins at 1.05pm.  



 
Registers will be called promptly at 9.00am and again immediately after lunch. 
Teachers will mark the register appropriately in accordance with the list of 
official symbols set out in the front of the register. 

Registers close at 9.05am for all classes and at 1.10pm for key stage 1 pupils 
and 1.25pm for key stage 2 pupils. Pupils arriving after the teacher starts to 
call the register but before the registers are closed will be marked late'. The 
symbol used will be a letter 'L marked in blue or black inside a red circle. 

Pupils who arrive after the registers have closed should go first to the office to 
report their arrival and accompanying parents or other responsible adult 
should sign the late book. Parents are reminded that if a satisfactory reason is 
not given for a late arrival after the registers have closed the child must be 
recorded as a late unauthorised absence for that session. The symbol used to 
denote this is a single oblique stroke (/) in either blue or black inside a red 
circle.  If an absence is subsequently authorised, the symbol will be altered to 
a blue or black cross (X) inside a red circle. 

Pupils who fail to attend school, where no acceptable explanation is given by 
the parent, will be recorded as an unauthorised absence for each session 
missed. The symbol used will be a red circle. 

The head or assistant head will authorise children's absences for the rest of 
that day where they are sent home by the school due to illness or accident. 
However, parents will need to provide a written explanation on their child's 
return to school if the absence extends beyond the expected return date. 

Teachers are no longer required to mark children absent if they are attending 
an approved off-site activity or educational visit. The symbols P and V 
respectively should be entered against the child's name in such cases. These 
stand on their own and do not require a red circle. The child will be counted as 
present for attendance purposes and included in the daily total. Please refer 
to the latest information provided at the front of the registers. 

Class teachers will monitor daily attendance rates and notify the head as soon 
as possible regarding absences which give cause for concern. The head 
teacher and the Attendance Improvement Officer (AIO) will inspect the 
registers each half term in order to ensure that correct procedures are being 
followed and to monitor attendance rates. The head teacher and the AIO will 
agree a course of action if a particular child continues to give cause for 
concern and fails respond to support from the class teacher. 

Criteria for Authorised/Unauthorised absences 
To ensure consistency throughout the school, it is vital that staff adhere to the 
same criteria when recording attendance in the register. While the school is 
sensitive to individual children's circumstances, certain criteria are applicable 
when deciding whether or not to authorise an absence. 
 
 
 



 
Absences will ordinarily be unauthorised unless: 

• the pupil was granted leave of absence (e.g. for medical or dental 
purposes) 

• the pupil was ill or prevented from attending by an 'unavoidable cause' 
specified by the parent and accepted by the school 

• a day is exclusively set aside for religious observance by the religious 
body to which the pupil belongs 

• the school at which the child is registered is not within walking distance 
of the child's home (usually 2 miles by the shortest route) and no 
suitable arrangements have been made by the local authority for any of 
the following: 

1. the child's transport to and from school. 

2. boarding accommodation for the child at or near the school. 

3. enabling the child to become registered at a school nearer to 
his/her home. 

• there is a family bereavement. 

• the pupil is the child of Traveller parents and the conditions as stated in 
paragraph 47 of the DfE Categorisation of Absence (1994) are met. 

• the pupil is attending an interview or examination in connection with an 
application for a place at another school. 

• the pupil is attending an approved off-site activity, special off-site tuition 
or is attending a Pupil Referral Unit. The child will not be deemed 
absent in these circumstances. 

• the pupil is participating in an approved public performance 

• the pupil is involved in an exceptional special occasion (e.g. the 
graduation of an older sibling - parents should seek leave of absence 
from the head teacher three weeks in advance) 

Procedures for following up lateness or absence 

• If a pupil is absent for more than three consecutive days without 
contact from the parent, the class teacher should inform the head. The 
school office or head or member of staff delegated by the head, will 
then contact the parents by text message. If there is no reply the head 
teacher will write to the parents. 

• If the pupil is late on three or more occasions within a half term, the 
school office will advise the parents in a pro forma letter. 

• If a pupil is persistently or intermittently absent, either the school office 
or the head teacher will contact the parents and invite them to attend a 
meeting at the school. Where there is no improvement, the class 
teacher will inform the head teacher. 



• If a pupil returns to school after a period of absence and the parent fails 
to provide a note or the explanation is unsatisfactory, the school office 
will contact the parents using a pro forma letter. 

• If a pupil is persistently late or absent and the school's efforts to effect 
improvement have been unsuccessful, the situation will be referred to 
the AIO. 

• Notes from parents should be initialed by the class teacher and 
returned to the office with the register for filing.  All telephone or other 
verbal messages regarding absences/lateness will be recorded in 
writing and signed and dated by the member of staff taking the 
message. The note will be given to the class teacher prior to filing. 

Strategies for promoting attendance 
 
Coates Way School will offer an environment in which pupils feel valued and 
welcomed. The school's ethos must demonstrate that pupils feel that their 
presence in school is important, that they will be missed when they are late or 
absent and that follow up action will be taken where appropriate. 

A varied, suitable and flexible curriculum will be offered to all pupils. Every 
effort will be made to ensure that learning tasks are matched to pupils' needs. 

Attendance data will be regularly collected and analysed in order to help 
identify patterns, set targets, correlate attendance with achievement and 
support school policy and practice. 

Children who have consistent excellent attendance over the academic year 
with no more than a total of six sessions absent and no more than one late 
mark prior to the date of nomination will be presented with a good attendance 
certificate. 

Pupils whose attendance is a cause for concern will be set targets for 
improvement. The school office will monitor and review these targets in 
consultation with the head teacher and the child's parents. 

Parents will be regularly reminded via newsletters, the school prospectus, 
parents' evenings etc. of the importance of good attendance. 

Pupils who are absent for an extended period of time other than for holidays 
will have work sent home to them where appropriate. The pupil will have an 
individually tailored re-integration programme prepared for them if necessary. 

The head teacher will liaise with other agencies when appropriate to support 
and assist children and their parents who are experiencing attendance 
difficulties. 

The head teacher will make an annual report to the governors on attendance 
matters. 



To encourage good attendance, the governing body have approved the use of 
fixed penalty notices which would be applied through the use of the Penalty 
Notices Regulations. This can be viewed on Appendix PNT. 
 
These procedures apply to the parents of children of compulsory school age 
who are registered at a maintained school, academy, pupil referral unit 
(education support centre) or City Technology College, or any other 
alternative educational provision arranged under s19 of The Education Act 
1996. 
 
All those defined as a parent under section 576 of the Education Act are 
parents for the purposes of these provisions. As with prosecutions under 
section 444 Education Act 1996, a penalty notice may be issued to each 
parent liable for the offence. 
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1. Penalty Notices Regulations 

 
Subsection (1) of section 23 of the Anti-Social Behaviour Act 2003 added two 
new sections (444A and 444B) to section 444 of the Education Act 1996. 
These new sections introduced penalty notices as an alternative to 
prosecution and enable parents to discharge potential liability for conviction 
for that offence by paying a penalty. The offence of irregular attendance has 
not changed. 
 
The Education (Penalty Notices) (England) Regulations 2007 sets out the 
framework for the operation of the penalty notice scheme. The Education 
(Penalty Notices) (England) Amendment) regulations 2012 increased the 
amount of the penalty to £60 if paid within 28 days and to £120 if paid within 
42 days. The Education (Penalty Notices) (England) (Amendment) 
Regulations 2013 shortens the time allowed for payment of the notice as 
follows:  from 28 days to 21 days for payment of £60 and from 42 days to 28 
days for payment of £120. These amendments come into force on 1 
September 2013. 
 
The shortened periods do not apply when the offence is alleged to have been 
wholly or partly committed before 1st September 2013.  
 
The parent cannot be prosecuted for the offence for which the notice was 
issued until after the final deadline for payment has passed and cannot be 
convicted of that offence if he pays a penalty in accordance with the notice. 
Penalties are to be paid to local education authorities. 
 
These procedures apply to the parents of children of compulsory school age 
who are registered at a maintained school, academy, pupil referral unit 
(education support centre) or City Technology College, or any other 
alternative educational provision arranged under s19 of The Education Act 
1996. 
 
All those defined as a parent under section 576 of the Education Act are 
parents for the purposes of these provisions. As with prosecutions under 
section 444 Education Act 1996, a penalty notice may be issued to each 
parent liable for the offence. 
 

2. Circumstances in which a Penalty Notice may be issued 

 
The key consideration in deciding whether to issue a penalty notice will be 
whether it can be effective in helping to get the pupil who is truanting back into 
school, or alternative provision (as appropriate). 
 
A penalty notice is a suitable intervention in circumstances of parentally 
condoned truancy where the parent is judged capable of securing their child’s 
regular attendance but is not willing to take responsibility for doing so. For 
example it could be used where a parent has failed to engage in any 



supportive measures. It will be particularly useful as a sanction at an early 
stage before attendance problems become entrenched and where the Local 
Authority considers that a prosecution would be too heavy handed.  
 
The usual response to a first offence should be a warning rather than a 
penalty. However, a penalty notice can be issued without a warning in 
exceptional circumstances. These should be agreed with the Central 
Attendance and Employment support Team Manager on behalf of the County 
Lead for Behaviour and Attendance. 
 

3. Responsibilities of the Local Authority for issuing 
Penalty Notices 

 
Primary responsibility for issuing penalty notice rests with the Local Authority 
and this responsibility may not be delegated to schools or the police. The 
Local Authority may not prevent academies, schools or the police from issuing 
notices if they are willing to do so but any notices issued by them must comply 
with the Local Authority Code of Conduct. (Appendix A) 
 
Local authorities are responsible for the administration of the scheme and 
may make such operational arrangements as they see fit.  
 
Local authorities must issue a local code of conduct to ensure the scheme 
operates consistently. 
 
It is for Local Authorities to set out in their local code of conduct the levels of 
unauthorised absence above which a penalty notice may be issued. 
 

4. Responsibilities of Schools 

 
Headteachers are empowered to issue penalty notices and may apply to the 
Local Authority for a penalty notice to be issued. They may also authorise 
their deputy head and assistant head to do so. They may not delegate this 
responsibility to other members of the school staff.  
 
The Local Authority issues penalty notices on behalf of Hertfordshire schools 
in order to ensure consistency and in the event that a prosecution may need 
to be brought against the parent. 
 
The Local Authority would also urge academies to notify and permit the Local 
Authority to issue the penalty notices in order to ensure consistency and in the 
event that a prosecution may need to be brought against the parent.  
 
Headteachers must first gain the agreement of their governing body. The 
school’s attendance policy should then be revised accordingly. 
 



Headteachers and deputy and assistant heads must comply with the local 
code of conduct issued by their Local Authority. They must also provide to the 
Local Authority a copy of any notice that is issued under the code of conduct. 
 

5. Formally Notifying the Parent 

 
At the outset of casework by the school or Local Authority the parent should 
be informed in writing of the actions that may be taken. It is good practice to 
make sure the parent understands the consequences of failing to ensure their 
child’s regular attendance, in particular that the case could result in a penalty 
and/or prosecution.  
 
The warning letter(s) should be sent by the school if the case is not open to 
an Attendance Improvement Officer.  
 
There is no statutory right of appeal against the issuing of a penalty notice 
(although the regulations make provisions for the Local Authority to withdraw 
them in certain limited circumstances). Therefore it is important, where 
feasible, to warn the parent(s) of the possibility of a notice being issued to 
allow them to make whatever representations they wish. 
 
Appendix B1 provides a sample warning letter to parent(s) that they are at 
risk of a penalty notice being issued. This should be used before the 
unauthorised absences have reached 21 sessions and serves early notice 
that a penalty may be issued if the attendance does not improve. 
 
It is good practice to allow 10 school days for the parent to improve the 
situation before issuing the breach letter.  
 
Appendix B2 (breach letter) should be used when the unauthorised 
absences have reached 21 sessions and warns the parent that if the 
attendance does not improve, a penalty notice will be issued.  
 
It is good practice to allow 5 school days following the breach letter (B2) 
for the parent(s) to improve the situation before issuing a notice or 
commencing proceedings.  
 

6. Local Code of Conduct 
 
The purpose of the local code of conduct is to ensure that the powers are 
applied consistently and fairly across the local authority area and that suitable 
arrangements are in place for the administration of the scheme. 
 
Penalty notices must only be issued within the terms of the local code. It is the 
responsibility of each local authority to draw up a code of conduct. 
 
The local code of conduct is key to the successful use of penalty notices. It 
ensures consistency, fairness and transparency in the way penalty notices are 
applied and allows local authorities to manage the system and tailor it to local 



needs and resources. The regulations specify that the following must be 
included in the local code: 
 
a) Means of avoiding the issue of duplicate notices 
b) Measures to ensure that a notice is not issued when proceedings for an 

offence under section 444 of the Act are contemplated or have been 
commenced by the local authority 

c) The occasions when it will be appropriate to issue a penalty notice for an 
offence 

d) A maximum number of penalty notices that may be issued to one parent in 
any twelve month period 
 

The Local Authority must set out in their code of conduct the attendance 
levels below which a penalty notice will usually be issued. This is as follows: 

• The pupil’s absence must have been unauthorised for at least 21 
sessions in the previous and/or current term.  

      AND 

• the parent or carer is not willing to take responsibility for securing their 
child’s attendance and has not co-operated with any proposed voluntary or 
supportive measures. 

 

7.     Amount and payment of penalty 
 
The amount of the penalty to be paid shall be: 
 
a) £60 if paid within 21 days of receipt of the notice 
b) £120  if paid after 21 days but within 28 days of receipt of the notice 
 
A notice served by post is deemed to have been received on the second day 
after posting it by first class post.  
 
If the penalty notice is not paid in full by the end of the 28-day period the Local 
Authority must either prosecute for the offence to which the notice applies 
under section 444 of the Education Act 1996 or withdraw the notice. The 
notice can only be withdrawn under limited circumstance (see para 9). There 
is no provision to prosecute for failing to pay the penalty. 
 
In circumstances where the school or police have instigated the issuing of a 
penalty notice they will be required to provide a witness statement and may 
be required to attend court. (see Code of Conduct) 
 

8. Effect of issuing a Penalty Notice 
 
If the penalty is not paid in full before the expiry of the period for paying it the 
Local Authority named in the notice shall either institute proceedings against 
the recipient for the offence or shall withdraw the notice. 

 
 



9. Withdrawal of a Penalty Notice 
 
The Education (Penalty Notices) (England) Regulations 2007 limit the 
circumstances in which a Local Authority can withdraw a penalty notice and 
the normal response to non-payment of a penalty notice will be prosecution 
for the offence to which the notice relates. 
 
The Local Authority may withdraw a penalty notice in any case that the 
authority determines: 
 
a) It has not been issued in accordance with the Code of Conduct. 
b) It ought not to have been issued, or 
c) It ought not to have been issued to the person named as the recipient, or 
d) The penalty notice has not been paid in full before the expiry date but it is 

not appropriate to prosecute the recipient for the offence in connection 
with which the notice was issued. 

 

10. Retention of Receipts & Revenue Collection 
 
Regulations provide that the Local Authority can retain revenue from their 
penalty notice scheme to cover the costs of issuing or enforcing notices, or 
the cost of prosecuting recipients who do not pay. 
 
The Local Authority is required to produce an auditor’s statement as part of 
the usual audit procedure showing that income received from fines does not 
exceed enforcement as defined. The surplus, if any, must be surrendered to 
the consolidated fund. 
 

11. Administration of the Penalty Notice Scheme 

 
The scheme will be administered by the Central Attendance and Employment 
Support Team Manager on behalf of the County Lead for Behaviour and 
Attendance.  
 
Applications for a penalty notice should be addressed to the Attendance 
Team Manager for the area where the child goes to school. 
 
Applications must be submitted on the appropriate application form 
(Appendix C).  
 
Penalty notices will be issued provided they comply with the Code of 
Conduct and the relevant information has been provided in the specified 
manner. 



 
Appendix A 

Hertfordshire County Council 
 
 

Penalty Notice for Truancy – Local Code of Conduct 
 

1. Legislation 
 
Section 23 of the Anti Social Behaviour Act 2003 empowers designated Local 
Authority Officers; Headteachers and Deputy and Assistant headteachers 
authorised by them and the Police to issue penalty notices in cases of 
unauthorised absence from school. The issuing of penalty notices must 
conform with all requirements of the Human Rights Act and all Equal 
Opportunities legislation. The Local Authority is responsibility for developing 
the Code of Conduct that all partners named in the Act must adhere to when 
using the powers. 
 
2. Statement of intent 
 
Regular and punctual attendance is a legal requirement for students 
registered at a school or academy and is essential if students are to maximise 
the educational opportunities available to them. 
 
A penalty notice can also be issued if a pupil fails to attend an alternative 
educational provision, such as an Education Support Centre, College or Youth 
programmes Unit provision Education Support Centre or other alternative 
educational provision arranged under s19 of The Education Act 1996. 
 
The Anti-Social Behaviour Act 2003 introduces penalty notices as an 
alternative to prosecution under section 444 of the Education Act 1996. 
Parents may discharge potential liability for conviction by paying a penalty. 
 
Penalty notices involve the recipient paying a fine of £60 if paid within 21 
days, or £120 if paid within 28 days of receipt of the notice. For offences 
alleged to have been wholly or partly committed before 1 September 2013 the 
penalty notice involves the recipient paying a fine of £60 if paid within 28 days 
or £120 if paid within 42 days. 
 
Failure to pay the fine within 28 days will result in either a prosecution for the 
offence to which the notice applies, or withdrawal of the notice (limited 
circumstances apply). Prosecution will be taken by the Local Authority under 
the Education Act 1996, section 444. 
 
To comply with Human Rights legislation it is essential that Penalty Notices be 
issued in a consistent manner. This code of conduct will govern the issuing of 
penalty notices within Hertfordshire County Council. 
 
The Local Authority will retain any revenue from penalty notices to cover the 
administration of the scheme and any legal action arising from it. 



3. Circumstances under which a Penalty Notice will be issued 
 
Penalty notices can only be issued in cases of unauthorised absence. 
 
a) The pupil’s absence must have been unauthorised for at least 21 sessions 

in the previous and/or current term. 
 
b) The parent or carer is not willing to take responsibility for securing their 

child’s attendance and has not co-operated with any proposed voluntary or 
supportive measures. 

 
c) In the early stages of casework when the Attendance Improvement Officer 

is of the opinion that the issuing of a penalty notice could avoid further 
absence. e.g. where a parent or carer continually fails to provide an 
explanation for a pupil’s absence in accordance with the school’s 
procedures. Attendance Improvement Officers will only issue penalty 
notices when the pupil concerned is an open case to them. 

 
d) The deliberate taking of a holiday during term time without the school’s 

permission (where it can be clearly demonstrated that the parent/carer 
understood that permission had not/would not be given) and where this 
has resulted in a period of unauthorised absence in the previous and/or 
current term exceeding 20 sessions. In such cases, a separate notice will 
be issued for each child in the family. In these circumstances it is not 
necessary to issue a warning letter or the breach letter (B2) but clear 
documentary evidence must be provided by the school/academy which 
demonstrates that the parent/carer understood that permission had 
not/would not be given. Should a parent fail or refuse to pay any penalty 
notice issued for this reason and a prosecution is undertaken the evidence 
provided by the school would be the only information laid before the court. 

 
e) Following a truancy patrol when the reason for absence is avoidable and 

the parent or carer fails to co-operate (and give an undertaking that it will 
not happen again). Penalty notices will not be issued during a Truancy 
Patrol as this could involve a health and safety risk to the Attendance 
Improvement Officer.  

 
f) The issuing of a penalty notice does not conflict with any other legal action 

already being processed. 
 
g) A penalty notice should not be issued when the pupil concerned is in the 

care of Hertfordshire County Council, without prior discussion with the 
Central Attendance and Employment Support Team Manager on behalf of 
the County Lead for Behaviour and Attendance.  

 
4. Procedure for issuing Penalty Notices 
 

To ensure consistency and equitable delivery Penalty Notices will be issued 
on behalf of the County Lead for Behaviour and Attendance by the 
Attendance Manager for the area where the child goes to school. 



 
Penalty notices will only be issued by post and never as an on the spot action. 
This is to comply with Health and Safety requirements and to satisfy evidential 
requirements. 
 
No parent or carer will receive more than two separate penalty notices 
resulting from unauthorised absence of an individual child in any twelve month 
period. There will be no restrictions on the number of times a parent or carer 
may receive a formal warning of the possible issue of a penalty notice.  
 
The Local Authority will receive applications to issue penalty notices from 
Academies, Schools, Police and neighbouring local authorities. Applications 
should be submitted on the form provided and sent to the Attendance 
Manager  for the Attendance Team where the child’s school is based.  
 
Penalty Notices will be issued provided that: 
 

• The circumstances of the pupil’s absence meet the requirements of the 
Local Authority Code of Conduct. 

 

• The relevant information is provided in the specified manner. 
 
5. Procedure for withdrawing Penalty Notices 
 
A penalty notice may be withdrawn by the Local Authority in any case in which 
the authority determines that: 
 

• It has not been issued in accordance with the Code of Conduct. 

• It ought not to have been issued, or 

• It ought not to have been issued to the person named as the recipient, 
or 

• The penalty notice has not been paid in full before the expiry date but  
           it is not appropriate to prosecute the recipient for the offence in  
           connection with which the notice was issued. 
 
If the penalty notice is not paid and does not meet the criteria for withdrawal, 
the Local Authority will take a prosecution under section 444 or 4441.A. of the 
Education Act 1996. The school may be required to provide a witness 
statement and staff may be required to give evidence in court. 
 
6. Payment of Penalty Notices 
 
Arrangements for payment are detailed on the Penalty Notice. 
 
The Local Authority will retain any revenue from penalty notices to cover the 
administration of the scheme and any legal action arising from it. 



 

 Appendix B.1 

 

 At risk warning letter   

 
 Address 
  
  
  
 Tel :  
 Fax :  
 My ref : 
 Your ref:
  
 Date: 
 
 
Dear  
 
The Education (Penalty Notices) (England) Regulations 2007 
(Name of pupil). Registered pupil at (School). 
 
This is a formal warning that you are at risk of being in breach of the above 
regulations. Your child (name of child) has been absent from school and the 
absence has not been authorised. If the number of unauthorised absence 
sessions reaches 21 or more in the current and/or previous term the Local 
Authority may issue you with a Penalty Notice. 
 
The Penalty Notice requires you to pay a fine of £60 within 21 days. If this fine 
is not paid within the time limit the penalty rises to £120 which must be paid 
within 28 days.  
 
If you are issued with a Penalty Notice this enables you to discharge your 
potential liability for an offence under Section 444 of the Education Act 1996 
of failure to secure your child’s regular attendance at school. If you do not pay 
the fine you will be liable for prosecution for this offence. 
 
If you wish to discuss the matter further please contact me within 5 working 
days. 
 
 
Yours sincerely 



 
Appendix B.2 
 
Breach letter  

 

 
 Address 
  

  

  
 Tel :  
 Fax :  
 My ref : 
 Your ref:
  
 Date: 
 
 
 
 
Dear  
 
The Education (Penalty Notices) (England) Regulations 2007 
(Name of pupil). Registered pupil at (School). 
 
This is a formal warning that you are in breach of the above regulations. Your 
child (name of child) has unauthorised absence of 21 sessions or more in the 
previous and/or current term and this empowers the Local Authority to issue a 
Penalty notice. 
 
The penalty notice requires you to pay a fine of £60 within 21 days. If this fine 
is not paid within the time limit the penalty rises to £120 which must be paid 
within 28 days.  
 
If you are issued with a penalty notice this enables you to discharge your 
potential liability for an offence under Section 444 of the Education Act 1996 
of failure to secure your child’s regular attendance at school. If you do not pay 
the fine you will be liable for prosecution for this offence. 
 
Unless your child attends regularly a penalty notice will be issued. You 
will not receive another warning before the fine is imposed. 
 
If you wish to discuss the matter further please contact me within 2 working 
days. 
 
Yours sincerely 
 
 
 



 
Appendix C 

                                                                                  
Hertfordshire County Council 

 
Children’s Services 

Integrated Services for Learning  
Attendance Team 

 
Application for a Penalty Notice to be issued 

 
Name of person 
requesting issue of 
Penalty Notice: 

 

Position: (Head, Deputy 
or Assistant Head 
Teacher only) 

 

Contact details:  
  
  

 
Pupil’s Name:  
Date of Birth:  
School/Academy:  
Parent(s) name:  
Address:  
  
  
Telephone:  
 

Date of warning letter/s ( B1)  
Date of breach letter (B2)  
Please attach copies  
 
Information on supportive measures offered to family. Please include dates of 
any meetings held with parents to address poor attendance. 
 
 
 
 

 
 
 
 
 
 

 



 
Information on the parent(s) failure to co-operate: 
 
 
 
 

 
 
 
 
Has the pupil been referred to or discussed with the Attendance Improvement 
Officer?  Yes/No 
 

  
 
 
 

 
Any further information: 
 
 
 
 
 

 
 
 
Please send this application, together with a certificate of attendance signed 
by the Head Teacher and an up to date registration certificate (from SIMS or 
equivalent) to the Attendance Manager for the area where the school is 
based. 
 
Watford, Three Rivers, Bushey and Radlett Attendance Team 
Kim Claridge -Taylor,Attendance Manager, Post Point AP 1102, Apsley 2, Brindley 
Way, Hemel Hempsted HP3 9BF 
 
St Albans and Dacorum Attendance Team  
Yasmin Sharif, Attendance Manager, Post Point AP 2115 Apsley 2, Brindley Way, 
Hemel Hempsted HP3 9BF 
 
Welwyn Hatfield and Hertsmere Attendance Team 
Sharon Newey , Attendance Manager, Post Point MU204, 2nd floor, Mundells, 
Welwyn Garden City AL7 1FT 
 
North Herts and Stevenage Attendance Team 
Chris Hall, Attendance Manager, SFAR114, 1st Floor, Farnham house, Six Hills Way, 
Stevenage SG1 2FQ 
 
East Herts and Broxbourne Attendance Team 
Lillian Willerton, Attendance Manager, East Area Office, County Hall, Pegs Lane, 
Hertford SG13 8DF 



Certificate of Attendance 
 

 
Name of Child: Date of Birth: 

  

School/Academy Attended: Form: 

 
 

Parent/Guardian: Address: 
 
  

 

         
Week 

Commenci
ng 

Mon Tues Wed Thurs Fri Possible 
attendanc

e 

Authorise
d 

absences 

Unauthoris
ed 

absences 
              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

Total    
 

Present Absent 
School closed 

AM PM Authorised Unauthorised 

     

Presented under the provisions of Section 566 of the Education Act 1996  
 
I hereby certify that the above named child is a registered pupil at (name of 
school/academy) and that the above is an accurate record of his/her 
attendance. 
Signed:                                                      Headteacher                     Date: 



Appendix D 
 

PENALTY NOTICE 
S.444A EDUCATION ACT 1996 

 

Please read these notes carefully 

 

PART 1 

 
If a child of compulsory school age who is a registered pupil at a school fails 
to attend regularly at the school, his/her parent is guilty of an offence under 
s.444 Education Act 1996. 
 
To: Parent name 
Of:      Parent address 
   
You are the parent of <<pupil name>> (called in this notice “the pupil”) who is 
a registered pupil at   << school name>> 
Between (date) and (date) the pupil failed to attend regularly at <<name of 
school>>.  
 
This notice gives you the opportunity to pay a penalty fine instead of being 
prosecuted for the offence given above.  The amount of the penalty is £60 / 
£120 in accordance with the table overleaf.  If you pay this penalty within the 
time limits set out below, no further action will be taken against you in 
connection with the offence set out in this notice. 
 
Payment should be made within 21 days.  If paid after 21 days but within 28 
days the penalty is doubled to £120.  For payment details please see over. 
 
No reminders will be sent.  If payment is not received by (      ) you will 
be liable for prosecution for the offence and could be subject to a fine of 
up to £1,000. 
 
This notice is issued by: 
 
Date of issue:  ………………………………………………. 
  
 
Signed………………………………………………………… 



PART 2 
 
Pupil’s Name:  
 
Please complete the following and return this notice with your payment to 
County Lead for Behaviour & Attendance, Hertfordshire County Council, c/o 
Room 132a, County Hall, Hertford. SG13 8DF 
 
Name: ……………………………………………………………………………… 
 
Address: …………………………………………………………………………… 
 
I attach payment in the sum of £ ……………………………………………….. 
 
Signed: …………………………………………………………………………….. 
 
Date: ……………………………………………………………………………….. 
 
Payment of £60 should be received by (     ) .  No reminders will be sent. 
After this date the penalty rises to £120. This should be received by (    ) after 
this date you will be liable for prosecution for the offence and could be subject 
to a fine of up to £1,000. 
 
A cheque or postal order (made out to Hertfordshire County Council) should 
be sent to Hertfordshire County Council, Room 132a, County Hall, Hertford, 
SG13 8DF.   
 
If you wish to pay by Debit/Credit Card please contact 01992 555407/8 
quoting 742300/26084, your child’s name, school and reference number 
<<IES reference number>> Without this information your payment may not be 
processed correctly and you risk prosecution in relation to the non payment of 
this fine. 
  
Note 

 
1. Local Code of Conduct 
This notice is issued in accordance with a local code of conduct drawn up by 
Hertfordshire County Council.  Any correspondence about the code should be 
addressed to: 
The County Lead for Behaviour and Attendance, Room 132a County Hall, 
Hertford, SG13 8DF telephone 0300 123 4043 
 
2. Withdrawal 
This notice may be withdrawn by Hertfordshire County Council if it is shown 
that it should not have been issued to you or has not been issued to you in 
accordance with the local code of conduct.  If you believe that the notice was 
wrongly issued you should contact the County Council to ask for it to be 
withdrawn as soon as possible, stating why you believe the notice to have 
been incorrectly issued.  The County Council will consider your request and 
contact you to let you know whether the notice is withdrawn.  If the notice is 



not withdrawn and you do not pay, you will be liable for prosecution for the 
offence that your child has failed to attend school regularly. 
 
3. Payment 
You should complete the notice above and send or deliver it to Hertfordshire 
County Council at the address given. If you wish to pay in person you must 
make an appointment or it will not be possible to receive your payment. If you 
wish to pay by Debit/Credit Card please contact 01992 555407/8 quoting 
742300/26084, your child’s name, school and reference number. Without this 
information your payment may not be processed correctly and you risk 
prosecution in relation to the non payment of this fine. 
 
4. Prosecution 
If you do not pay the penalty, and the notice is not withdrawn, you will be liable 
for prosecution for the offence of failing to ensure your child’s regular 
attendance at school.  You will receive a separate summons for this which will 
give you notice of the time and date of the court hearing.  You will be able to 
defend yourself and you will be advised to seek legal representation; in some 
cases you may be entitled to legal aid. Information on obtaining legal advice 
and legal aid can be obtained from Community Legal Advice 0845 345 4345 
Mon- Fri 9.00 am – 8pm Sat 9.00am – 12.00 pm or from www.direct.gov.uk 

 


