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AIMS 
We aim to work in partnership with parents and the Local Authority to ensure high levels of attendance so as to impact positively on pupil well-being and outcomes. We follow Birmingham City Council’s ‘Support First’ attendance framework and guidance.  This ensures that school and parents meet their legal requirements.

THE IMPORTANCE OF SCHOOL ATTENDANCE
School attendance is not just a legal requirement but an important to secure a good education. Good attendance promotes academic success and personal growth, which will enhance better prospects, making it an important aspect of any educational system. 

· Academic Achievement: Regular attendance directly impacts on academic success. Children who attend school consistently are more likely to keep up with the curriculum, perform better in exams, and improve their life outcomes.
· Knowledge Acquisition: School is where children acquire knowledge and skills that are crucial for their personal and professional growth. Missing days means missing out on valuable learning opportunities.
· Social Development: School provides a vital social environment for children to interact with peers, develop friendships, and learn essential social skills. Consistent attendance ensures children remain connected to their peer group.
· Building Routine: School attendance establishes a structured routine in children’s lives, teaching them time management and responsibility, which are valuable life skills.
· Teacher Interaction: Regular attendance allows for meaningful teacher-child interactions. Teachers can provide personalised support, address questions, and assess individual progress more effectively when children attend regularly.
· Preventing Knowledge Gaps: Frequent absences can lead to significant knowledge gaps, making it challenging for children to catch up with missed lessons, potentially resulting in long-term academic struggles.
· School Engagement: Children who attend school regularly are more likely to engage in extracurricular activities, sports, and other enriching experiences that contribute to their overall development.
· Legal and Parental Responsibility: Parents or guardians are legally responsible for ensuring their child's regular school attendance. Failing to do so can lead to legal consequences.
· Community Well-being: High levels of school attendance contribute to the overall well-being of communities. 
· 
1.WORKING IN PARTNERSHIP WITH PARENTS
Gilbertstone Primary School recognises that poor attendance is often an indication of difficulties in a child’s life and their lived experience. This may be related to problems at home or in school. Parents should inform the school of any difficulties or changes in circumstances that may affect their child’s attendance and or behaviour in school, for example, bereavement, divorce/separation, incidents of domestic abuse. This will help the school to identify any additional early help that may be required. 
Safeguarding is a priority, concerns for any child at any time will be reported to the Designated Senior Leads for Child Protection. We will always follow Keeping Children Safe in Education 2024 and our Child Protection Policy. 

Some pupils are more likely to require additional support to attain good attendance, for example, pupils who are vulnerable, have a medical need or EHCP and will be monitored and supported closely in school.  


2. ROLES AND RESPONSIBILITIES
In order to meet these requirements:

2.1.Parents will:

The term ‘parent’ includes those who are not a natural parent but have parental responsibility for the child as defined by the Pupils’ Act 1989 or have care of the child as defined by the Education Act 1996. 


· understand they have a legal responsibility to ensure their children receive appropriate education (failing to send their child to school regularly without good reason is a criminal offence).  
· provide at least 2 emergency contact numbers to support school in their safeguarding procedures. Any changes to these numbers should be communicated with school immediately 
· receive an attendance letter on procedures for attendance and lateness including the whole school letter from the Local Authority.
· ensure children are dropped off and picked up on time (gates for KS1/Early Years and KS2 will be opened at 8.35am for drop off and 3.15pm for collection)
· inform school of a reason for any late arrival and late pick up
· understand that if their child has not been collected, and it has not been possible to contact a parent or named carer, 1 hour after the agreed finish time for the school day/activity, a phone call will be made to the Multi-Agency Safeguarding Hub (MASH) and the Emergency Procedures for non-collection will be followed
· inform the school by 9am on the first day of any reason for their child’s absence, and each day after to update. 
· give clear reasons for absence including any symptoms of illness.
(Parents will receive a text message to the primary contact if no reason for absence is given by 9am)
· always try to arrange for medical appointments or treatments outside of the school day
· request permission in advance from the Head Teacher if a child needs to have appointments within the school day (via the school office) and if possible provide evidence of these appointments.
· request permission from the Head Teacher for leave for exceptional circumstances during term time by completing the Leave of Absence Request Form 
· encourage children to discuss with staff any difficulties they may be experiencing which is affecting their attendance
· not request holiday in term time 









2.2 School will: 
· communicate school start and finish times and any school closure dates through school publications and the school website. 
· keep attendance and admission registers.
· make daily contact with alternative provision in the case of children who are dual registered to ensure they are in attendance.
· contact parents where there is a concern about attendance or punctuality at the earliest opportunity.
· monitor levels of attendance on a weekly basis. 
· follow the Right Help Right Time Early Help offer to support families.
· encourage children to have high expectations in attendance.
· make a referral in line with Birmingham city Council’s CME guidelines (Child Missing from Education) if school cannot establish the safe whereabouts of a child.
· make a referral to CASS (Children’s Advice and Support Service) or the police if there is a serious concern for a child’s safety.
· seek advice and initiate a referral to the ELIT (Education and Legal Intervention Team), which can result in a penalty notice being issued or a court case. 
· identify children at risk of being persistently absent at the earliest opportunity and follow the ‘Support First’ framework.
· contact the LA before taking a child off roll. 
· invite parents to use the Scholar Pack app to monitor their own child’s attendance daily.



2.3.School’s Attendance Lead (Mrs Hoo) will:

· establish open lines of communication and a supportive ethos around attendance with parents
· be the attendance liaison person for the Support First framework, ensuring that relevant levels of intervention take place, referrals are made, and attendance meetings are set up, in line with the guidance.
· contact parents/carers, as a duty of care in line with our safeguarding policies
· be proactive in partnerships with parents and other agencies regarding the attendance and well- being of the children.
· liaise with Learning Mentors and SENDCo to monitor attendance concerns
· liaise with Senior Office Manager to ensure accurate coding is used in line with Local Authority guidelines. 
· use attendance data to make links with academic performance
· monitor and track attendance of vulnerable groups
· create a termly attendance report to share with the Governing Body analysing attendance data across school.
· make referrals to outside agencies, to address any unmet needs, that can impact positively on attendance. 
· identify children that need to be placed on the vulnerable list for attendance.
· report on progress and next steps for these vulnerable children during children’s team meetings
· provide training and support to staff
· communicate with class teachers and phase Leaders about children at risk of being persistently absent and involve them in the supportive process.
· refer and follow local authority guidelines around part-time and reduced timetables.
· ensure that contact is maintained with any pupil on a long-term absence and carefully plan any transition into school.

Mrs Hoo can be contacted through attendance @gilbertstone.bham.sch.uk.


2.4 The Head Teacher will:
· decide when an absence is authorised
· report to the FGB via the HT Report the up-to-date attendance outlook at every meeting
· share responsibility with the Governing Body to ensure that the relevant laws and guidelines concerning attendance are followed
· ensure that rigorous and robust safeguarding policies and procedures are in place.
· liaise closely with the attendance lead to ensure that all statutory and legal duties are followed
· monitor the implementation and impact of any strategic developments around attendance

Absence can only be authorised by the Head Teacher, within the boundaries set by the Education (Pupil Registrations) (England) Regulations 2006.  The Head Teacher
may not authorise leave during term time except where the circumstances are exceptional.


2.5.Teachers will:
· provide a good example by always being punctual to registration, meeting pupils at the door and providing a welcoming and inclusive environment
· build a welcoming atmosphere and provide support as necessary when pupils return after absence.
· provide well planned and engaging lessons. 
· accurately mark registers at 8.45am for the morning session and 1pm in the afternoon session, as required by the School Teacher’s Pay and Conditions Document and be aware of school policy and procedures around this legal process. 
· refer any absences and causes for concern to the attendance lead immediately
· refer any requests for leave in term time to the attendance lead or Senior Office Manager
· encourage and motivate school attendance to ensure that pupils are aware of the benefits of being in school e.g., academic success, making friends, curriculum enjoyment


2.6.The Senior Office Manager will:
· ensure accurate coding on school registers 
· liaise with the Learning Mentors regarding first day absence and any concerns
· send a text message to parents and record on Scholar Pack
· ensure that all letters, notes and messages from parents/carers regarding absences are recorded on Scholar Pack
· ensure that office staff log any children who leave or enter during the day, in case of a fire, and log their departure in the designated book.
· ensure reasons for absence and lateness are filled in as soon as they are known
· print attendance registers for the fire safety procedures after the close of register in the morning.  This is manually updated to reflect any ins/outs of pupils.
· alert the attendance lead if any vulnerable children are missing or there is any unexplained absence.
· create and communicate relevant framework letters to parents, as directed by attendance lead

 


2.7.The Learning Mentor will:
· monitor absence and late marks, identifying patterns and linking with parents and the attendance lead, to support improvement 
· make first day calls or home visits as necessary and where appropriate, and update Scholar Pack accordingly, recording reasons for lateness or absence
· support children when there is an issue which prevents children from attending school regularly.
· offer Early Help, sign posting and referrals to outside agencies.
· to illicit pupil voice with regards to specific individual pupil attendance

2.8 Governors will:
· agree a policy for attendance
· ensure the policy is implemented and monitored on a regular basis
· have a named Governor for attendance who will come in and meet with attendance lead and report back to the FGB regularly. 
· reflect on the data that is shared and make appropriate and relevant challenge. 



3. IDENTIFYING ATTENDANCE CONCERNS
Through regular monitoring, attendance concerns are identified, so that parents can engage with school and take up any support offered to prevent their child from becoming persistently absent (19 days absence or more /below 90%) or severely absent (below 50%). 
Each situation will be dealt with on an individual basis, fairly and equitably, always remembering the welfare and safety of the child is the paramount concern.





























3.1.Support First school famework and guidance (in liaison with the Education Legal Intervention Team)

School will follow the support First flow chart, referring to the full guidance for further detail.

	 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Concerning levels of pupil absence either authorised or unauthorised
 
Facilitate Support 
–
 
Early help 
-
 
capturing the voice of the child, completing Section 7 of the Early 
Help Assessment form with the parents/carers in an informal meeting (if there is consent and 
engagement).  
(
If a social worker/family support/early help worker is already involved there is 
no need to offer Early Help but capturing the voice of the child is still required)
.
 
At least one session of unauthorised absence
 
Formalise Support
 
–
 
Invite parents/carers to a Formal Attendance Meeting (FAM)
 
using the 
Invitation to a FAM letter
 
and hold the FAM.  Complete a
n
 
attendance contract if the parents 
attend.  
Do not move to this step unless 
the ‘Facilitate Support’ stage 
has been completed
, 
including capturing the voice of the child and offering early help
.
 
Outcome A
 
-
 
If parents do not attend
 
or 
respond
 
rearrange the FAM by sending a 
‘rearranged FAM’ letter.
 
 
If they still do not 
attend, send parents the DNA FAM letter.
 
 
Outcome B
 
-
 
If parents attend, send parents 
the post FAM letter with a copy of the 
agreed formal attendance contract.
  
Revisit 
the contract if required and extend the 
contract term as appropriate
 
The pupil has 
10
 
further 
sessions of 
unauthorised absence 
from at least one day after 
the 
date the 
attendance contract was signed
 
within a maximum 10 school week period
.  
 
Revisit the contract if 
required and extend the contract term if appropriate.
 
Enforce 
-
 
Refer
 
to ELIT via online form as soon as the child has 10 sessions of 
unauthorised 
absence
 
after the FAM
.
 
Do not move to this step if there has been no further unauthorised 
absence within 10 school weeks of the FAM being held.
 






 
 
 
 
 
 
 
 
 
 
 
 
Outcome 
A
 
If approved by ELIT, school to issue Notice 
to Improve to parents
 
 
Outcome 
B
 
Penalty Notices
/Legal proceedings
 
issued 
to parents
 
 
 week
6
 
attendance 
monitoring period.  
Provide attendance 
update to ELIT.
 
Outcome 
A
 
If 
there is no unauthorised absence in the 6 
weeks, no 
further action.
 
Outcome 
B
 
If 
there is further unauthorised absence, 
Penalty Notices
/Legal Proceedings
 
issued 
to parents
.
 

                


4. LEAVE IN TERM TIME:
· Parents must request permission from the Head Teacher for leave during term time by completing the Leave of Absence Request Form including a date for the child’s return to school. 
· If travelling abroad, parents should supply a copy of the return travel documentation and supply the name and phone number of a contact person.
· Parents may be issued with a penalty notice.   If they do not pay the fine, the case may be referred to Court which could result in a fine of up to £1000 per child and a criminal record. 
· In exceptional circumstances, or for repeat offences, penalty notices may not be issued, and cases may be referred straight to Court.
· If the absence is not authorised then the LD1 letter will be issued
· If no written request was made then the LD2 letter will be sent.
· If there are 10 continuous sessions/ 5 days (1 session is the equivalent to half a day) of unauthorised leave during term time, then a referral is made to the Educational Legal Intervention Team.
· If a child fails to return and contact with the parent has not been made or received, school may take the child off the school’s roll in compliance with the Education (Pupil registration, England) Regulations 2006. This means that the child may lose their school place. 








5. LEGAL SANCTIONS
Penalty Notices will be considered when: 
· a child is absent from school for the purpose of a Leave of Absence in term time and the absence has not been authorised by the school. 
· a child has accumulated at least ten sessions of unauthorised absence and further absence has occurred following written warning to improve 

5.1 Prosecution 
Where intervention through the school’s process fails to bring about an improvement in attendance, the local authority will be notified and legal proceedings in the Magistrates Court may be taken. The school will provide the Local Authority with evidence required for a prosecution under section 444/4441 (a) of the Education Act 1996 and will appear as a prosecution witness if required by the court. This is to ensure that parents realise their own responsibilities in ensuring their child’s attendance at school. 

Penalty notices are fines issued to parents for unauthorised school absences, with a national threshold of 10 sessions (5 days) within 10 school weeks, and escalating consequences for repeat offences.
When a Penalty Notice is Issued
A penalty notice, often referred to as a fine, can be issued to parents if their child has unauthorised absences from school. Under the national framework effective from 19 August 2024, schools must consider issuing a penalty notice when a child has missed 10 sessions (usually 5 school days) within a rolling 10-school week period. These absences do not need to be consecutive and can include any combination of unauthorised absences, such as term-time holidays or unexplained absences 
Fine Amounts and Payment
· First penalty notice: £80 per parent, per child if paid within 21 days; rises to £160 if paid between 22 and 28 days 
· Second penalty notice for the same child within 3 years: £160, payable within 28 days 
· Third offence within 3 years: No penalty notice is issued; the case is referred directly to the Magistrates’ Court, where fines can reach £2,500, and other legal consequences such as a community order or jail sentence up to three months may apply

School attendance and absence: Legal action to enforce school attendance - GOV.UK



Section 4441(a) of the Education Act 1996 states that if a parent fails to ensure the regular school attendance of their child if he/she is a registered pupil at a school and is of compulsory school age, then they are guilty of an offence. 

Schools, trusts and local authorities are expected to work together and make use of the full range of legal interventions rather than relying solely on fixed penalty notices or prosecution. It is for individual schools and local authorities to decide whether to use them in an individual case after considering the individual circumstances of a family. These are:  
• Parenting contracts 
• Education supervision orders  
• Attendance prosecution  
• Parenting orders  
• Fixed penalty notices



6. PROCEDURES WHEN SCHOOL HAS NOT BEEN NOTIFIED OF A REASON FOR ABSENCE

If no reason is provided by 9am, school will:
1. Text first contacts
2. Try additional contacts 
3. Send an email
4. Carry out a home visit 


6.1.Guidelines for Attendance Home Visits 

Home visits are an essential link with parents when investigating issues of non-school attendance and provide safeguarding information for all pupils.

6.2.Conducting a Home Visit
· Home visits are approved by the Head Teacher or the Deputy Head
· 2 staff will make a home visit
· Staff will let the office know the address they are attending and give an estimated time of return
· Staff should have access to a mobile phone in case of emergencies
· If no contact is made with the parents or carers a signed letter will be posted through the door giving advice for the next steps for the family
· Details of any home visits will be logged on CPOMS (Electronic Welfare Record)


7. Punctuality 
· School doors (Reception, Key Stage 1 and Key Stage 2) open at 8.35am.
· Doors are locked at 8.45am.  After this time, a child is classed as late and will need to come in through the front entrance. The office staff will record the lateness which will be marked in the register. 
· Morning registers open at:8.45am
· Morning registers close at: 9.15am. A late mark (L code) is given if a child arrives after the register closes.
· Any child arriving after 9.30am will receive a U code mark (unauthorised absence). The absence will only be authorised if a satisfactory explanation for a late arrival can be provided, for example at a medical appointment.
·  In exceptional circumstances, a delayed start time may be agreed by the Head Teacher to meet the specific needs of an individual child.
· Afternoon registers open at: 1pm
· Children need to be collected promptly at the end of the school day from their classrooms
· Children not collected on time will go down to the school office and parents will be asked for a reason as to why they are late picking their child up from school.  This will be logged and monitored for persistent patterns 
· Persistent late arrival or pick up will result in an informal meeting with the Attendance Lead who may follow the school-focused Early Help processes or seek advice from Children’s advice and Support Services.




8. INCENTIVISING GOOD ATTENDANCE

School celebrates good attendance each week in phase assemblies. Classes with the highest weekly attendance and improved attendance receive marbles, which contributes towards filling their class marble jar.  On completion of jars, there is a menu or rewards which the class chooses from such as non-uniform day, art session, extra playtime.

Text messages are also sent home to parents to celebrate individual successes.


9.LINKS TO OTHER POLICIES
· Safeguarding and Child Protection policy
· Fire safety policy
· Supporting children with medical conditions policy
· SEND policy and information report
· Behaviour Policy
· Anti-Bullying Policy
· Children with Health Needs Who Cannot Attend School

Policy agreed and adopted by the Governing Body: 21st October 2026 
Date of annual review: October 2027
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Leave of absence request form
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LD1
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LD2
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Medical evidence letter
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Head teacher letter of concern
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Punctuality letter
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Reduced Timetable consent 
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Glossary of Terms and Acronyms
	Term
	Meaning

	Attendance Contract
	A formal agreement between the school and parent/carer following a Formal Attendance Meeting.

	CASS
	Children's Advice and Support Service.

	CPOMS
	School’s welfare system

	DfE
	Department for Education.

	DNA
	Did not attend the meeting

	DSL
	Designated Safeguarding Lead.

	EHA
	Early Help Assessment. A structured assessment used to identify support needs.

	EHCP
	Education, Health and Care Plan.

	Early Help
	Support provided to children and families before difficulties escalate.

	ELIT
	Education Legal Intervention Team. Birmingham City Council's attendance enforcement team.

	FAM
	Formal Attendance Meeting.

	FGB
	Full Governing Body

	FPN
	Fixed Penalty Notice.

	LA
	Local Authority.

	LOA
	Leave of Absence.

	NTI
	Notice to Improve. A formal notice issued before a Penalty Notice may be considered.

	PA
	Persistent Absence. A pupil whose attendance falls below 90%.

	RHRT
	Right Help, Right Time. Birmingham's threshold document for support services.

	SA
	Severe Absence. Attendance of 50% or below.

	SEND
	Special Educational Needs and Disabilities.

	SENDCo
	Special needs coordinator (Mrs. Kane)
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School Attendance Update
September 2024

Important - please read!

Dear Parent/Carer,
“This is an important update about school attendance for the 202425 academic year.

Gilbertstone Primary School continues to work in partnership with parents and the
Local Authority to improve school attendance.

Abig thank you to the majority of parents who make sure their children attend
school regularly, particularly during the current cost of living crisis impacting
families.

Your effors, working i partnership with the school, will ensure that your child will
have the best chance to achieve their academic potential and have real opportunity
further education and the world of work. It will also enable your child to:

‘access the lessons needed o achieve their expected grades
maintain friendships and develop new ones.

have access to social and sporting events offered by the school

explore potential careers

develop work habits such as good punctuality which are essential to thrive in

the world of employment
How does your child compare?

Allendance during | equals this which & Which means his
one school year | |number of days | approimately tis || number of fessons

absent many weeks  ||missed
abeent
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You may be aware of the changes o the law related to school attendance, in partcular
the new national penaly noice framework which came into force on the 19° August
2024. Penalty notice amounts have increased and there is now an escalaton process.

repeated offences.

1

ofriaAL




image3.png
The Goverment has brought in the changes due to concerns about the deciine in
attendance linking to a deterioraling altainment and progress levels for children over
the last few years. There is more information for parents here:

National changes to education penalty notices - September 2024 | School attendance,

‘2dvice for parents | Birmingham City Councl

I you are worried about your chidichidren's atiendance the first port of call is to
discuss your concerns with the school directly. The school has specialst staff who
may be able to help, and all schools work closely with health and council teams who
may also be able to help if needed. If you have concers about mental health;
domestic abuse; parenting; bereavement; finance; problems with drugs and alcohol:
You can find help and support from the ‘From Birmingham with Love' webpage:

From Birmingham with Love

It may be tempting to book a family holiday in term time to save on costs during the
cost of lving crisis. However, family holidays in term time are not allowed in law
and are very unlikely to be authorised. Taking chiliren on leave without applying
for authoristion may mean the school has to report your child as missing' o the local
authority and holidays cannot be authorised retrospéctively in law. Adding even more
absence to the time children have already missed only means that the chidren miss
‘even more lessons that will ot be repeated.

Family emergencies also need careful consideration. It s not always appropriate of in
the best interests of the child to miss school for emergencies which are being dealt
with by adult family members. Noifying the school ofleave due to a family emergency
does not mean it will be authorised.

Please note that where parents fail to ensure their child attends school
regularly, legal action, including penalty notices, may be considered. New
regulations also mean that children on extended period of leave may lose their
school place where there is no evidence of a timely raturn to school or the date
Pprovided is too far away.

We hope this information is helpful to you and we wish you and your child/children all
the best for the new academic year.

Kind regards,

Education Legal Itervention Team
Birmingham City Council
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July 2024

Dear Parent/Carer

Re: National Framework for Penalty Notices for school absence

1.am taking this opportunity to write to inform you of some important
changes the Department for Education is introducing regarding school
attendance and the issuing of penalty notices when children are absent from
school.

A new National Framework for Penalty Notices has been being introduced.
‘The new regulations will come into effect from the 19th of August 2024, The
aim is to improve consistency in the use of penalty notices across England.

‘The national framework include:
« Asingle consistent national threshold for when a penalty notice
must be considered of ten sessions (usually equivalent to five
school days) for any unauthorised absence within a rolling ten
school week period. The 10-week period may span different terms
or school years. For example, two sessions of unauthorised absence
the summer term and a further eight during the autumn term.

« Anincrease to the rate of a penalty notice from £120 to £160 if pa
within 28 days and £60 to £80 if paid within 21 days. If a second
penalty notice is issued to the same parent for the same child withi
a rolling three-year period, the notice will be charged at the higher
rate of £160 with no option for this second offence to be discharged
at £80.

A national limit of two penalty notices that can be issued to a parent
for the same child within a rolling three-year period, so at the 3rd
(or subsequent) offence(s) another tool must be considered (such
as prosecution or another attendance legal interventions).

‘This means that if you have applied for a leave of absence to take place from
September 2024 and the school has not agreed to authorise it, you may
receive a penalty notice at the level prescribed by the new framework.

Please be aware that new legislation does not allow schools to authorise any
holidays in term time or authorise leave retrospectively.

‘The local authority is in the process of consulting with schools and partner

agencies to develop a revised local code of conduct. The document will be
published on Birmingham City Council’s website.
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‘The Council believes good attendance is essential to support your ct
getting the most out of their education and we thank you for your continued
support.

1f you have any concerns about your child’s attendance, please don't hesitate
to contact the school who may be able to offer support for your child and
family.

Yours sincerely
Qe Howlm

Sue Ha
Strategic Director of Childrens and Fami
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Gilbertstone Prlmary School

Headteacher: Mrs Karen O
Deputy Headtesehers. s Rebeees Reo /e Laura Carrington
Tel: 0121 464 4654 Emal: offce@ailberlstone bham. soh.uk Webs: glbertstoneprimary com

EXCEPTIONAL CIRCUMSTANCES — PUPIL LEAVE OF ABSENCE REQUEST
o be completed by parentsfcarers only)

Pupi's Neme oos Fom.
Pupi's Neme oos Fom
Pupi's Neme oos Fom

| raquest permission for th sbove named pupls) o be oranted eave ding th schasl tam.

Resson for request:

Dtes o sbsence:
From o No ofschool deys

‘Adoress where we wilbe staving,
Emsil adoress

Phone Number

I\We understang tht flesve s agreec

" i raveling sbroso, |/ we willsupply 8 copy of the etum travel documenstion

+ 1/we wil supply the name and phone numiber of & contact person whist sbrosd.

1) watake lasve without sutnorission |/ we am  sre swara that |/ we may be issued with &
pensly notica.If1do ot pay ine fne. he case may be referred o Gourt which could result n &
fine f Up [0 £1000 per chid snd & orminal recor

 In exceptionsl croumstances,or fo repast ofencas, penslty nofices may ot be ssued, and csses
may be referred stsight o Cour.

ParentCarer Name. ParentCarer Name.
oos. oos.

Address. Address.
Signature. Signature.

Date. Date.

Request agreed / denied

Signes Hesd Tescher
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Heasteacher: Hrs Karen 0'Rely
Deputy Headteachers:rs L Carrington/irs Rebecca Hoo
Tl 0121 454 4664 Enai offce Sgibertstne bham sh.k Web: g Ieetstarsrinery com Fax 0121 464 8642

Dear

Thank you fr your recent eave of absencs raquest.
On tis occasion | am not sblato suthorise your s’ leave of sbsence.
‘Saction 444 o the Educstion Act 1998 ststes tat:

3 child of compulsory school sge, who is & registered pupil at 3 school, ails fo attend regularly at the
‘ool hisher parent(s) are quity o an ofence’

1fyou dcid to take the eave the sbsenos wil be marked a3 unsuthorised and may resultin & Pensly
Notos being sued or lagal ction tken

I the request is due to a family emergency, careful consideration is required 25 to whether it is
‘3ppropriate or in the bast interest of the ohild to miss school for emergencies being deait with by
adiuitfamily members.

It is sssantil fo your chid to be i schoo!regulary to benet fuly from thir educstionsl opportuites.
(Goos tendance wil nsurs tha your i oen reach thei full ptentil To soheva this, your chid neads
o attend schocl every Gey. For exampl. o waeks abssnce 5 equivalent to sround 50 essons missed
‘which wil nver b repeated

we
e

= sure you would ot wih tofeopsrdise your o' scsdermic progress by aking them awsy st tis

Yours sinceraly,

Head Tescher
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Gilbertstone Primary School

Heasteacher s Karen 0'Rely
Deguty Heactecchers: Ars L Carrington/ies Rebeca Hoo.
Tl D121 454 4664 Enai offce gibertstne bham chk Web: glsetstarsgrinery com o 0121 464 8642

Dear

Thi leter i sant to parenisicarers whose child ishas been sbsnt from school due fo possie
Unsuthonsed eave i tarm ime.

Although you may have contacted schoal ster the save commenced to Sxplsn the Gireumstances, o,
‘askac s frendielative to notfy the sohool, plesse be aware that the Educaton (Pupil Regisiaton)
{Encland) Regulatons (Amendmsnt) 2010 d not slow fo relrospacive autharaaton of leave i term
e, I sdition, you ssked 8 isndiraative o contact he school on your behal. ther xplantion could
ot be acospted s parents must contact the sohool irecty themsaives.

it was not unsuthorsed leave but finess which caused your chid's sbsence you will need to provide
medios avcnos 1 the school i order for 12 ba uthonsed. This coud meuse.

Madicsl appaintment card with cns sppsintment entred
Leter from » profassionsl suh 25 8 hospital Gonsultant o Psychologist
Euidence of 8 consulation with NHS 111

Mdicaion preseribed by 5 GP.

oy of prescripton

Frint scraen of medical notes

Letiers concaring hospital sppoiniments

Slp with Gate, pupils name snd surgary stemp, signed by Receptonist
Evidence of s posite Covia-19 test

Dostors or GP ‘sick’ notes are it required unless the ohild has been treated abroad.
‘Saction 444 o the Educstion Act 1998 sttes tat:

3 child of compulsory school sge, who is  registered pupil at 3 school,ails fo ttend regulaly at the
school hisher pareni(s) are guity of an offenca’ Unsuthorsed sbssnos may result in s Fanaty Notos
being issued o egal soion being fsken sgainst you

1 would siso advise that if your chid is sl curanty sbsent. you must returm the chid fo schoo! with
immediate affect unless you have medical avidenoa that th chid i (0 > aftend.

1 you haven' sivscy done 20, plsse contact the school urgenty regarding the Srcumstances of your
Shids sbsence.

Yours sinceraly,

Head Tescher
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Dear cParentTille> cParentLastiiame»

Re: «ChildFirstNames «ChildLsstNames - D.0.B. «ChildDOB» Yr YearGroups

our childs poor attendance at school this year is causing serious concern as he/she has been
absent for number of sessions out of  possible number of sessions. This will make it much harder
for your chid to achieve good results i their schaol wark. Wiast/Allf the absence has been due fo
fingss or for medical feasons.

You have been advised o take your child to see your GP fo rule out any underlying medical
conditions that you child may have and have been offered a referra fo the school nurse.

Unfortunately, due 1o the high levels of lness absence from school, the Headteacher can no
longer authorise any absence for medical reasons unless supporied by medical evidence.

Should Pupil’s name have any furiher sessions of absence because ofness or medical reasons
you are strongly advised o provide one of the following which may enable the Headieacher fo
authorise your chid’s absence:

Medical appointment card with one appointment entered
Letter fom a professional such as a hospial Consultant or Psychologist

Evidence of a consultation with NHS 111

Medication prescribed by a GP

Copy of prescrption

Print screen of medical notes

Letters concerning hospital appointments

Silpvith date, pupils name and surgery stamp, signed by Receptionist

‘Screen shot ffom the NS app of the any contact with the GP regarding the chid's health

Doctors or GP ‘sick' notes are not required. Please do not request these from your GP as
sihe will not be able to provide one.

Please be aware thattelephone calls and handwiiten notes ffom a parentcarer are not
acceptable as medical evidence when attendance is of serious concern

1 have. 1o advise you as a parenticarer of a child of statutory school age, you have 3 legal
responsibilty to ensure full ime education sutable o the chid’s age, abily and aptiude and any
special educational needs the child may have, either by regular affendance at schaol or otherwise
(Education Act 1996 Secton 444)
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We wiork uith parens to improve school attendance. Good affendance wil mean that your chil is
able 1o achieve the best grades for their abilty and have real opportunity in futher education and
the world of work._Absence disrupts the education of the individual pupil and the whole class.
Children who do not aftend regulary

do not achieve viel in exams
find t cifficutto maintain rendships
miss out on socil events

are more likely o become involved n crime

1fyou have other cancerns about your child or ofher diffcultes you would ke support with, please
contact the school who may be able o assist in the form of an early help assessment. You can
also find help and support here: From Birmingham vith Love

1fyou wish o discuss the contents of thisleter or your chil's attendance please contact me. f you
call and I am not availabl, please leave a message and contact telephone number and | vl call
you back

Yours sincerely,

«School Representative
Job Tl
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Dear cParentTille> cParentLastiiame»

Re: «ChildFirstNames «ChildLsstNames - D.0.B. «ChildDOB» Yr YearGroups

I'm wrifing 1o you to express concern about «ChildFirstNames affendance in school. As you may
be aware, it s the legal esponsiaiity of parents o ensure children attend school regulary.

We work with parents/carers to help improve school attendance. Good attendance will mean that
your child s able to achieve the best grades for thei abilty and have real opportuniy in furher
education and the word of work. Absence disrupts the education of the ndividual pupil and the
whole class. Children who do nof affend regularly.
+ do not achieve their potential in exams
find t cifficutto maintain rendships

miss out on socil events

are more likely o become involved in crime

are less ikely to eam high wages as adults

1fyou feel your child has ongoing or unresolved medical issues, we can arrange for a referal o the
‘school nurse. You are also advised to approach your doctor urgently and {0 nfor the school of the
outcome. I there are other diffulties affecting your abilty {0 ensure your child attends school
requiary, we may be able o help and offer an early help assessment so please contact us urgenty
to arrange a meeting. You can also find help and support here:

From Birmingham with Love

Ifyou ish to discuss the contents of this letter or your child's atiendance, please contact he school
1f you call and there is no one available, please leave a message and conact telephone number
and we vl call you back.

1 hope this is helpful o you and we look forward to seeing «ChildFirstName in school more

requiarly from now on.

Yours sincerely,

aames
Head teacher
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Desr cParentTites eParentLastiames

Re: «ChidFirstNames «GhidLastNames

ourchld, «GHiFirstNames «ChidLastNames has been identifed ss having pocr punctuaiy st
«Sohool_names Schoal

A5 you may be sware, the law rests some persitent tenass n the same way a5 unauthorsed sbsencs.
‘and parents may be prosecuted or receive & penslty notice from the ocsl sutori f e arival s not
resoived. Tis has been urher strengihened In new regulations which same ino force in September 2024

Winutes ot Equel G wnh o
per day durng tasching lost i a year
e sehacl year

s ELEDD

70 mins CXEDD

75 mins 03 caye

2 mine FEEErT

W mins 207 asye

Poor punciusity can ssd fo your chid.
" Fesling embarrassed infront of thirfiends.
« Missing the beginning ofvial lassons
+ Wissing important nstrcons fo e res of the school day
* Learning bac habits which couid sfct ther employatity inthe fuure

1 your ohid i having any difulies that you wish to discuss. plesse contact me immeditely. Ifyou have.
oiher concams sbout your chid o otherciffculies you would ke support with. pleas contac the school
Who may be sble o assstn he form of an carly help assessment. You can siso ind help snd support
nere:

From Birmingham with Love

‘Yourchild’s punctuslity must now imataue or the schoalmay have i cption but o fske urher scton
against you

1you calland | am not avallable, please leave & message snd flephone number and | wil cal you bsck.

Yours sinceraly,

«School_Representatives
Jou T
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Reduced fime fable agreement
Parent Carer

1 understand my chid has been placed on a part fime / reduced fimetable for a imited parod of.
fime. | have discussed the matter full with the school and agree, during the period of the parttime.
timetable to

+ Take ful esponsibly for my child during the hours wihen not attending school
+ Work with the school on the reintegration of my child back into full time education

+ Ensure there is supervision of schonl work.

+ Ensure there is a low of work between school and home for marking and guidance.

+ Take full esponsibilty or the health and saety of my chid when they are notin school

Parent carer signature Date

Sehool
During the period of the part ime | reduced timetable the school vl

+ Monitor the effectiveness of the parttime / reduced imetable:

+ Listen to the voice of the chid

+ Arrange and hold regular reviewis on the agreed dates

+ Provide work for the chid 1o do whist at home and mark allvork completed

+ Acknowledge that on a parttime timetable, the chid is party absent from school which
must be recorded with a code C on the registers evenif the child completes work at hoe

+ Work with the parent fo ensure the swif reintegration of the child back nto fullime
education

+ Seek the advice of agencies as necessary vih the consent o the parents / carers.

School signature Date

Childs signature (i appropriate) Date





