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Penalty Notice Procedure for 
Schools and Academies


About this document

This document should be read in conjunction with the DfE ‘Working together to improve school attendance’ - May 2022. https://www.gov.uk/government/publications/working-together-to-improve-school-attendance and the East Sussex County Council Penalty Notice Code of Conduct – August 2024 https://czone.eastsussex.gov.uk/inclusion/attend/penalty-notices

This document is intended to be of assistance to all parties involved in considering whether the penalty notice process will assist in addressing school attendance barriers. 

The Team around the School and Setting (TASS) should be the first point of contact for any queries that head teachers, attendance officers etc may have regarding the issue of non-attendance:

TASS
tass@eastsussex.gov.uk
01273 481967

Contact details for queries relating to penalty notices:

Attendance Support Team (Legal Interventions) 
East Sussex County Council
County Hall
St Anne’s Crescent
Lewes
BN7 1UE
Telephone: 01273 481967
Email: legal.interventions@eastsussex.gov.uk

Updated July 2024
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1. PROCEDURES FOR REQUESTING A PENALTY NOTICE

The national threshold has been met when a pupil has been recorded as absent for 10 sessions (usually equivalent to 5 school days) within 10 school weeks, with one of, or a combination of the following codes:

(a) code G (the pupil is absent without leave for the purpose of a holiday), 
(b) code O (none of the other rows of Table 3 in regulation 10(3) of the School Attendance (Pupil Registration) (England) Regulations 2024 applies), and 
(c) code U (the pupil attended after the taking of the register ended but before the end of the session, where no other code applies)

All state funded schools must consider whether a penalty notice is appropriate in each individual case where one of their pupils reaches the national threshold for considering a penalty notice. 

The school must review whether a pupil has special educational needs, whether these have been properly assessed and that the provision made is appropriate and after considering any obligations under the Equality Act 2010, such as where a pupil has a disability.

Schools should not have a blanket position of issuing or not issuing penalty notices and should make judgements on each individual case to ensure fairness and consistency across the country.

1.1	Requested / Planned Absence (e.g. a holiday – G Code)

Head teachers may not grant any leave of absence during term time unless there are exceptional circumstances.  Head teachers determine the number of school days that will be authorised for a child who is absent from school if the withdrawal from learning is to be granted.

NOTE: A Penalty Notice for a planned absence, i.e. holiday, can only be requested for absences of 10 or more consecutive school sessions (5 days).

Procedure:

(a)	In all cases a parent wishing to request a withdrawal from learning during term-time should complete a Withdrawal from Learning Application (Appendix 1 is an example of such a form). 

(b)	Head teacher makes decision whether to authorise the absence or not, following the guidance of the Department for Education, which states this can be given in exceptional circumstances only. The Head teacher should then complete the form and sign and date it.

(c) School returns the completed, signed and dated form to parents without delay. This form must include the warning information which can be found on page 2 of the Withdrawal from Learning Form. The school should keep a full copy on their file.  We recommend that you also send back, with the signed form, a letter to the parent which outlines the decision made. (Appendix 2 is an example of such a letter).

(d)	A penalty notice should be requested for all parents who are liable; this includes a step-parent or other carer and can include an absent parent.  

The Education Act defines “parent” as; all natural parents, whether they are married or not; any person who has parental responsibility for a child; and any person who, although not a natural parent, has care of the child.  Having care of a child means that a person with whom a child lives and who looks after a child, irrespective of what their relationship is with that child, is considered to be a parent in education law. TASS will issue a penalty notice to all “parents” that the school provides information for. Therefore, schools should only provide information on parents that they wish a penalty notice to be issued to.

If the parents live at separate addresses, a letter stating the absence is unauthorised must be sent to both of them regardless of which parent made the request. 

It is at the head teacher’s discretion whether a penalty notice is required. If the pupil is absent from school during the period of the request, it should be recorded as unauthorised. If the head teacher then wishes to request a penalty notice, the following should be sent to the Legal Interventions team by email to legal.interventions@eastsussex.gov.uk :-

(i) An up-to-date registration certificate confirming absence and return;

(ii)	A full copy of the Withdrawal from Learning Form, as signed by the parent and head teacher;

(iii)	Any other correspondence that has taken place between the parent and school in relation to the absence.

(iv)	Completed form ‘Request to Issue a Penalty Notice’ (Appendix 3).

PLEASE SEND THESE WITHIN 14 DAYS OF THE CHILD’S RETURN TO SCHOOL

On receipt of the documentation, the Legal Intervention Team will issue a penalty notice to each parent for each child provided the requested absence is at least 5 days (10 school sessions).  If the absence is 9 sessions, or less, it may remain unauthorised but do not send the request to the Legal Interventions Team as we are unable to take any action.

Failure by a parent to pay the penalty notice may result in a prosecution. If a parent is found guilty by the Court of the offence, possible outcomes could be; a fine, costs and victim surcharge, conditional discharge, parenting order as set out by the Magistrates. The parent will also have a criminal conviction against their name.

In some cases, parents do not submit a signed form.  Provided there is additional evidence it may still be possible to take action.  For example, the parent may have sent an email or a letter to the school requesting the absence or simply refused to complete a form.  Provided the information in relation to the issuing of penalty notices is publicised on your website, and/or included in your attendance policy, and/or sent out in newsletters (so there is no doubt parents are aware of the potential issue of a penalty notice) this should not prevent it being issued. 

In an instance where a parent does not request or inform you of a holiday being taken, a letter must be sent to them informing that the absence has not been authorised and providing them with the opportunity to discuss the matter with you so a decision can be made as to whether the absence was due to an “exceptional circumstance”.  Appendix 4 provides an example of the wording that could be used in the letter.

There may be occasions where a head teacher has reason to believe that a holiday has been taken or extended but a different reason, or no reason, has been provided by the parent. In these circumstances the head teacher should unauthorise the absence and ask the parent to provide evidence of the reason for absence, e.g. a GP appointment card or prescription, holiday booking form, flight tickets. If the parent provides evidence, the head teacher should then consider if the absence should be authorised. 

If the head teacher receives no response and can provide supporting paperwork showing the evidence has been requested from the parent, a penalty notice can be requested. 

We would encourage you to speak to the Legal Interventions Team if there are any circumstances where you are not sure whether a Penalty Notice can be requested.


1.2	Persistent Unauthorised Lateness (U Code) and Unauthorised Absence (O Code) – Requesting a Notice to Improve/Penalty Notice

Unauthorised absence and/or lateness after the close of registration, causes disruption in class.  

A school’s Attendance Policy should state how long registers are kept open; best practice is that registers can be kept open for a maximum of 30 minutes from the start of registration. Each school sets its own registration length and this needs to be agreed by the Governing Board or equivalent.  A pupil arriving after the register has closed should be marked absent with code U, which counts as a whole session absence.

Where a pupil is absent from school without prior authorisation or notification from the parent (i.e. illness), the absence should be marked with code O. 

Schools should actively discourage absence and late arrival and work with the parent to identify any barriers that are impacting on the child/young person’s ability to attend school. 

Procedure:

Once attendance has been identified as a concern, the parent(s) should be invited to attend a meeting to discuss any barriers there may be which is impacting on their child’s attendance. Template/example letters have been provided in Appendix 5, 6 and 8 that can be used to correspond with the parent(s).

The attendance meeting is an opportunity to discuss and agree support and expectations regarding school attendance moving forward.  The agreements made should be recorded on an Attendance Support Plan and shared with the parent(s). Appendix 7 is an example of an Attendance Support Plan. 

Prioritise the support first approach in all cases. A range of support must be evidenced before escalating to requesting the issue of a Notice to Improve/Penalty Notice:-

· Evidence of written communication (attendance alert letters, meeting invites and minutes).
· Record/chronology of face to face/virtual meetings with a record of outcomes agreed and minimum of one review of support offered e.g. Attendance support plan or Assess, Plan, Do, Review (APDR) within the first 6 weeks of the monitoring period. 
· Evidence of student voice which has attempted to identify and address barriers to regular attendance. 
· If attendance is below 50%, has a referral to Level 2 Early Help Key Work (EHKW) been considered? If not, provide reasons.
· Has consideration been given to a referral to support services for additional help where appropriate, i.e. Early Help Level 3, Mental Health Support Team, School Health.
· Evidence of discussion with other professionals, including Social Workers, if open to Social Care and other services.

Following the attendance meeting, the school would then monitor the attendance for 10 school weeks.  During this period schools are expected to continue to engage and attempt to address barriers to regular attendance. 

If, during the monitoring period, the national threshold has been met and the pupil has been recorded as absent for 10 sessions within 10 school weeks, a request for a Notice to Improve/Penalty Notice can be submitted to the Local Authority.  The following should be sent to the Legal Interventions team via email to legal.interventions@eastsussex.gov.uk :-

(ii) An up-to-date registration certificate including the comments section;

(ii)	Evidence outlined above; 

(iii)		Completed form ‘Request to Issue a Notice to Improve/Penalty Notice for persistent unauthorised absence’ (Appendix 8).

The Local Authority will consider the request for a Notice to Improve/Penalty Notice on a case-by-case basis at a weekly triage meeting and determine the appropriate next step. Discussions will be held with the school if there are any queries.

During this period all supportive measures by the school should continue and approaches to be adapted where necessary.  Regular reviews should be documented through existing Support Plans. 

If it is decided that a Notice to Improve will be issued, an Attendance Support Team member will liaise with the school during the monitoring period and will be available to provide advice and guidance on any ongoing concerns and any support strategies on a case by case basis.

Should further unauthorised absences be accrued within the 3 to 6 school weeks monitoring period following the issue of the Notice to Improve, the Local Authority will issue a penalty notice if deemed appropriate and inform the school or consider other legal interventions.
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Did you know that across the year there are just 190 school days? That means there are already 175 days set aside for weekends, holidays, family visits and rewarding days out. We believe every school day counts to give your child the greatest opportunity of attaining a good education and to support a happy and healthy future.

With 175 days already marked out as ‘non-school-days’, you should have an exceptional reason to withdraw your child from school. The following are not considered to be exceptional circumstances and are likely to be rejected and unauthorised:
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· Trips to visit family/friends		
· Your child’s birthday

· Cheaper family holidays
· Tickets to sports/culture events
· 

100% is recognised as an expected level of school attendance. Five days of school equates to 25 hours of learning, catching up with extra work out of school is unrealistic.

The vast majority of headteachers do not authorise any absence in term time, in fact, many schools refused 100% of requests last year. We strongly recommend you discuss your absence request with the school in the first instance.

Think twice about whether you want to proceed. Your child has the right to a full-time education and the opportunities that this can bring. We hope that you will work in partnership with us to make sure that your child attends school every day, allowing them access to the education they deserve. 

To be completed by parent/carer:

Child’s Name: …………………………………………………………….. Tutor Group/Class ……………………………

Date of withdrawal from learning: ………………………………………………………………………………………….

Date of return to learning: ……………………………………………………………………………………………………..

Total number of learning days missed: ……………………………………………………………………………………

Reason for absence:………………………………………………………………………………………………………………...

…………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………




Declaration:-
By completing and submitting this form I understand that if the request is unauthorised the Legal Interventions Team at East Sussex County Council will be notified of the absence taken and a legal intervention may be instigated in the form of a Penalty Notice.  I also understand that if a Penalty Notice is issued it will be to each parent for each child taken out of school. I also acknowledge the following:-

· A limit of no more than 2 penalty notices will be issued to the same parent for the same pupil within a 3-year rolling period will apply from 19 August 2024.

· The first penalty notice issued to the parent for that pupil will be charged at £160 if paid within 28 days reducing to £80 if paid within 21 days.

· Where it is deemed appropriate to issue a second penalty notice to the same parent for the same pupil within 3 years of the first notice, the second notice is charged at a flat rate of £160 if paid within 28 days.

· A third penalty notice will not be issued within a 3-year period. Therefore, in cases where the threshold is met for a third (or subsequent) times within those 3 years, a penalty notice cannot be issued, and alternative action will be taken instead. This will often include considering prosecution but may include other tools such as one of the other attendance legal interventions.

· I understand that if I do not pay the penalty notice this will result in legal action.
Name of Parent/Carer:…………………………………………………………………………………………………………..  

Signed: ....................................................................................................... 
Date:  ………………………………………………………………………………………………………………………………………..
Home Address: ……………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………………………………………


Please ensure you are giving at least 14 day’s notice of the proposed absence.











Head teacher decision:
Name of child: …….…………………………………………………………. Class/Year Group………………………….
Date decision form sent home: …………………………………………………………………………………………………
Authorised:  Your request has been authorised for the following dates: ……/…../…… to ……/……./……..
Unauthorised: Your request has been unauthorised for the following dates:  ….…/……./…… to ……../………/……..
A Penalty Notice WILL / WILL NOT be requested (delete as appropriate)

Head teacher signature ………………………………………………………………………………………………….……….. 
Date: … ……………………………………………………………………………………………………………………………………….









APPENDIX 2

A suggested/example letter, already used by some schools, to return to parents with the counter-signed request form when an absence has been declined



Dear Parent/Carer

Thank you for your recent request for an absence in term time.  I will not be authorising your request as I do not consider the reason provided for the requested absence to be exceptional circumstances.

I realise that you will be disappointed by my decision, but Government guidance means that, as a head teacher, I am no longer able to authorise any requests for children to be taken out of school unless there are exceptional circumstances.  [ OPTIONAL IF A HOLIDAY “and family holidays do not fall into this category” ]

The consequence for your child taking an absence during this period is that it will be recorded as unauthorised and that we may request a Penalty Notice to be issued by the local authority to each parent / carer for each child should the child be absence during the requested period.

Should you wish to present further evidence of exceptional circumstances, please contact me before the absence is taken.

Please note that once a Penalty Notice has been issued there is no right of appeal.

Yours sincerely


Head Teacher


APPENDIX 3
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REQUEST TO ISSUE A PENALTY NOTICE FOLLOWING A PLANNED ABSENCE (i.e. holiday)

Parent Information (who the PN will be issued to)

Parent includes a step-parent or other carer and can include an absent parent

	Parent 1
	Parent 2

	Name:  	Click or tap here to enter text.
	Name: 	Click or tap here to enter text.

	Address:	Click or tap here to enter text.
		Click or tap here to enter text.
		Click or tap here to enter text.
	Address: 	Click or tap here to enter text.
		Click or tap here to enter text.
		Click or tap here to enter text.



Pupil Information

Name:		Click or tap here to enter text.
School:		Click or tap here to enter text.
Date of Birth:	Click or tap here to enter text.
Year Group:		Click or tap here to enter text.

Absence Details 

NOTE: The pupil must have been absent for a minimum of 10 consecutive sessions (5 days) for a penalty notice to be issued.

Date of Decision Letter:	Click or tap to enter a date.
Number of unauthorised sessions:	Click or tap here to enter text.
Period of absence:		From:  Click or tap to enter a date. to Click or tap to enter a date.

Evidence to be provided

	Document
	Attached

	Withdrawal from Learning Form (or letter to parent(s) if form not completed)
	☐

	Unauthorised decision letter sent to parent(s)
	☐

	Registration certificate
	☐

	Any additional evidence (please specify):
Click or tap here to enter text.
	☐



Details of the person completing the form

Date of submission: Click or tap to enter a date.
Name:		Click or tap here to enter text. 	Job title: Click or tap here to enter text.	
School name:	Click or tap here to enter text.
Email address:	Click or tap here to enter text.	Phone number: Click or tap here to enter text.

Please email this form and all relevant paperwork to legal.interventions@eastsussex.gov.uk





APPENDIX 4

A suggested/example letter, to send to parents where it is believed a holiday has been taken but was not requested in advance


Dear Parent/Carer

I am writing in regard to [pupil]’s absence between [dates]. 

It is our understanding that [pupil] was on holiday during these dates.  This letter is to advise you that I am unable to authorise this as time off in term time is for exceptional and unavoidable circumstances.

Government guidance means that, as a Head Teacher, I am no longer able to authorise any requests for children to be taken out of school unless there are exceptional circumstances and family holidays do not fall into this category.

Should you wish to present evidence of exceptional circumstances for the absence, please contact me by [date] so that the information can be considered. If I do not hear from you by this date we will request a Penalty Notice be issued by the local authority. 

Please note that if a Penalty Notice is issued it will be to each parent for each child taken out of school. The following also applies:-

· A limit of no more than 2 penalty notices will be issued to the same parent for the same pupil within a 3-year rolling period will apply from 19 August 2024.

· The first penalty notice issued to the parent for that pupil will be charged at £160 if paid within 28 days reducing to £80 if paid within 21 days.

· Where it is deemed appropriate to issue a second penalty notice to the same parent for the same pupil within 3 years of the first notice, the second notice is charged at a flat rate of £160 if paid within 28 days.

· A third penalty notice will not be issued within a 3-year period. Therefore, in cases where the threshold is met for a third (or subsequent) times within those 3 years, a penalty notice cannot be issued, and alternative action will be taken instead. This will often include considering prosecution but may include other tools such as one of the other attendance legal interventions.

· If the penalty notice remains unpaid, this will result in legal action.
 
Once a Penalty Notice has been issued there is no right of appeal.

Yours sincerely
Head Teacher

APPENDIX 5

ATTENDANCE MEETING INVITE LETTER TO PARENT

A suggested/example letter to send to parents to invite them to an attendance meeting

NB (Separate letters to be addressed to each parent if there is more than one)

Dear (Parent)

Attendance Meeting Invite – [Pupil Name & DOB]
On [Date] at [Time], [Venue/online]                      

There are currently concerns regarding your child’s level of attendance at school.  Despite this having previously been brought to your attention, there has been no improvement and, to date, we do not appear to have been provided with a valid reason for these absences.

You are therefore invited to attend the above meeting where we can discuss and agree supportive targets to ensure your child’s regular attendance at school.

If you are unable to attend this meeting, please contact me on the above number and arrangements can be made to agree a more suitable date and time. 

I look forward to seeing you at [Time] on [Date].

Yours sincerely






APPENDIX 6

LETTER OF CONFIRMATION OF MEETING – SUPPORT PLAN TO BE SENT WITH LETTER

A suggested/example letter to send to parents following the attendance meeting

NB (Separate letters to be addressed to each parent if there is more than one)


Dear (Parent)

Attendance Meeting – [Pupil Name & DOB]

Thank you for attending the meeting on [date].  Please find enclosed a copy of the Attendance Support Plan signed by you at the meeting reflecting the agreements made by all parties.

I confirm that I shall monitor [Student’s Name ] attendance and review this periodically.  

Should [student’s name] accrue 10 sessions of unauthorised absence during the next 10 school week period, you may be at risk to receive a penalty notice or a Notice to Improve and therefore urge you to work with us to help resolve any barriers to attendance. 

If you have any queries, please contact me on the number above.

Yours sincerely



Attendance Support Plan

The following plan details actions to be taken to ensure a positive improvement in Attendance.

Section 1: Child details

	
	
	

	
	Child’s Name (include any preferred names or aliases) 
	
	

	
	Date of Birth

	
	

	
	School

	
	

	
	Key School Contact

	
	 Contact number
	
	

	
	Name of Parents/Carers
	

	

	
	Relationship to child

	 
	

	
	Address
	

	

	
	Contact number(s)

	
	

	
	Date of Meeting

	
	Present at Meeting
	



	

	
	Start Date

	
	
	
	

	
	Proposed End Date

	
	
	
	

	
	Does the child have an identified SEN? 
	
	EHCP?
	
	

	
	
	
	
	
	


Section 2: Issues that this plan will address?

	
	
	

	
	Attendance % at date of meeting and Attendance % for the last two terms or more as deemed appropriate by school.

Number of days of lost learning = 

Authorised absences % / days = 
Unauthorised absences % / days =
Has bullying been raised by the pupil or parent as a reason for irregular attendance? Yes/No
Record details here and support provided.

Persistent lateness to school? Yes/No 
Investigate any barriers.
Consider reasonable adjustment for a short period if there are genuine difficulties.

Not in school due to: (anxiety- mental health- wellbeing)
Unpick any barriers.
Keep a record of support offered, what services can the school offer to support, or refer to, has an ANP been initiated?

Medical reasons / diagnosed or undiagnosed:
Medical evidence to be discussed and provided- is there a consultant involved? Do we need to initiate a meeting with School health / SENDCo to formulate a care plan and add reasonable adjustments in?  Does the school need to create an Individual Health Care Plan (IHCP)?

Parental health – is this a barrier and has support been considered/sign-posted to?

Parenting support – discuss referral EHKW? Discuss support such as CLASS +, Spectrum - please see local offer.

School issues, relationships: school areas to address in conjunction with young person, how can school build positive relationships? Support with creating a peer group?

S.E.N, met/unmet needs/ unidentified barriers to learning:
What assessments have been considered/ carried out? Boxall, Thrive, SDQ, DST, Language Link, Sensory Profiling, links with EP, CLASS adviser, Inclusion Adviser.

Access to curriculum: – any difficulties to be addressed? Consider reasonable adjustments.

Engagement from parents: is this a barrier? Gather parent voice and review the barriers to accessing education.

Transport issues: is this a barrier? School support may be considered in the interim whilst a longer-term plan is initiated.
 


	

	
	
	

	
	
	




Section 3: Outcomes  

	
	
	

	
	The following OUTCOMES should be expected with implementation of agreed strategies.
	

	
	
1. Increased attendance by reducing unauthorised absences.

2. Improved attendance to be maintained.

3. Effective communication with all parties.

These can be amended to suit the individual pupil and family plan, and additional outcomes may be added.
 
	

	
	
	

	
	
	




	
	
	

	
	What the Young Person will do	
	Review 1
	Review 2
	Review 3
	

	
	
1. Add personalised target/s and goals.


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	

	
	Young Person’s Signature: 

	Today’s Date: 
	
	
	
	
	

	
	
	

	
	
	



Section 4: School’s actions

	
	
	
	

	
	How will the School address needs:
	Review 1
	Review 2
	Review 3
	

	
	
1. To be personalised to support and address any barriers and emerging needs of the individual pupil and family.


	
	
	
	

	
	I agree to action the above points
	
	

	
	Key Contact Signature: 

	Name: 
	
	
	
	

	
	Contact Number: 

	Today’s Date: 
	
	
	
	

	
	
	

	
	
	
	





Section 5: Parenting agreement:

	
	
	

	
	If parents/carers did not attend the meeting, what strategies have been tried to engage them with this plan?  N.B. this section cannot be left blank if the parent/carer did not attend.
	

	
	Every attempt to be made to reach out and offer support. The support strategies offered and undertaken can be listed in this box. These can include phone/virtual/home meetings as an alternative.




	

	
	The parents/carers will:
	Review 1
	Review 2
	Review 3
	

	
	

1. Add in here a personalised targets for the parents/carers

	
	
	
	

	
	
	


	


	
	I agree to action the points above and understand that failure to engage in supporting strategies will be a factor taken into account to initiate a formal Attendance Parent Contract
	

	
	Parent / Carer Signatures:
1. 

2. 

	Name: 
	

	
	Contact Numbers: 


	Today’s Date: 
	

	
	
	




Section 6: Other Agency involvement / review


	
	Other Services /Agencies :
	Review 1
	Review 2
	Review 3
	

	
	
Record other services that are present for the meeting, and support that they are offering, or services that you may consider referring to.




	
	
	
	

	
	
	
	

	
	
	
	




	
	
	

	
	Review Arrangements:
	

	
	


	

	
	End Date of plan: TBC

	

	
	
	

	
	
	






	
	OPTIONAL – Referral and Recommendations 
	

	
	DELETE AS NECESSARY:

Support sign posting:
 
Information for Families (advice regarding SEN and school admissions): 0345 60 80 192 / https://www.eastsussex.gov.uk/childrenandfamilies/information-for-families/
 
Triple P: https://www.triplep-parenting.uk.net/uk/triple-p/
For more information call the parenting team on 01424 725800 or email: TriplePteam@eastsussex.gov.uk	

Open for Parents Young Peoples Top Tips for Parents – | Open for parents
 
Special Educational Needs and Disability (SEND) Information Hub. Helping parents and carers make informed decisions for their children.
https://isend.eastsussex.gov.uk/ 
 
East Sussex 1Space is East Sussex County Council's online directory. It brings together groups and organisations that offer care, support and wellbeing services to people in East Sussex.
https://1space.eastsussex.gov.uk/
 
Refer to local offer for parenting support:
https://www.eastsussex.gov.uk/childrenandfamilies/specialneeds/
 
For sleep support you can self-refer to the East Sussex School Health service: 
https://www.kentcht.nhs.uk/service/school-health-service-east-sussex/
 
Refer to SPOA: https://new.eastsussex.gov.uk/children-families/professional-resources/spoa 
 
Chat Health
https://chathealth.nhs.uk/
 
Spectrum (Parent self-referral)
https://czone.eastsussex.gov.uk/inclusion-and-send/isend-services/communication-learning-and-autism-support-service-class/spectrum-autism-support/ 
 
CLASS+ (Parent self-referral)
CLASS@eastsussex.gov.uk - 01273 336887
https://czone.eastsussex.gov.uk/inclusion-and-send/isend-services/communication-learning-and-autism-support-service-class/classplus/
 
irock: If you’re aged 14-25 and live in East Sussex then i-Rock is here to help you. https://www.sussexpartnership.nhs.uk/irock
 
Local support is available: https://czone.eastsussex.gov.uk/health-safety-wellbeing/mental-health-emotional/support-services/ 
 
Amaze: Amaze is a charity that gives information, advice and support to families of children and young people with special educational needs and disabilities (SEND) in Brighton & Hove and Sussex. They also support young people with SEND up to 25. https://amazesussex.org.uk 
 
Post 16 support: Youth Employability Service – YES - https://www.escis.org.uk/advice/youth-employability-service-yes-east-sussex/
 
Bereavement:
Dragonflies (bereavement) 01424 855222 https://www.escis.org.uk/advice/dragonflies-project/ 
 
Winston's wish (bereavement) 080 880 20021 / 01242 515157 https://www.winstonswish.org/ 
 
St Wilfred's hospice aged 5-17 (bereavement) 01323 434257 https://www.stwhospice.org/ 
 
Bereavement service The Seahorse Project 
Website: www.stwhospice.org/the-seahorse-project  (referral online)
Tel: 01323 434200
 
Butterflies child and adolescent counselling service (fees apply) 01424 775187 www.butterfliescacs.co.uk Email butterflies.cacs@gmail.com  
 
E-Motion : www.e-motion.org.uk  (online counselling for 12-18)

	

	
	
	

	
	
	






APPENDIX 8

FAILED TO ATTEND MEETING LETTER

A suggested/example letter to send to parents who did not attend the attendance meeting

NB (Separate letters to be addressed to each parent if there is more than one)



Dear (Parent)

Attendance Meeting – [Pupil Name & DOB]

You were invited by letter dated [date] to attend a meeting on [date]. This was to discuss and agree supportive targets to ensure your child’s regular attendance at school. You did not attend the meeting and no response was received to our invitation.

We urge you to contact me on the above number to rearrange the meeting to a mutually convenient date and time, in order to ensure support is put in place for [student’s name] to attend school regularly.

I confirm that I shall monitor [Student’s Name ] attendance and review this periodically.  

We are obliged to inform you that under the Education Act 1996, parents have a duty to ensure that their child attends school regularly and failure to do so is therefore an offence. 

Should [student’s name] accrue 10 sessions of unauthorised absence during the next 10 school week period, you may be at risk to receive a penalty notice or a Notice to Improve and therefore urge you to work with us to help resolve any barriers to attendance. 

I look forward to hearing from you.

Yours sincerely
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REQUEST TO ISSUE A NOTICE TO IMPROVE / PENALTY NOTICE FOR PERSISTENT UNAUTHORISED ABSENCE

Parent Information (who the PN will be issued to)

Parent includes a step-parent or other carer and can include an absent parent

	Parent 1
	Parent 2

	Name:  	Click or tap here to enter text.
	Name: 	Click or tap here to enter text.

	Address:	Click or tap here to enter text.
		Click or tap here to enter text.
		Click or tap here to enter text.
	Address: 	Click or tap here to enter text.
		Click or tap here to enter text.
		Click or tap here to enter text.



Pupil Information

Name:			Click or tap here to enter text.
School:			Click or tap here to enter text.
Date of Birth:		Click or tap here to enter text.	Year Group:	Choose an item.

Mandatory evidence to be provided:

	Document
	Attached

	Evidence of written communication (attendance alert letters, meeting invites and minutes).

	☐
	Record of face to face/virtual meetings with clear SMART targets that outline support strategies. A minimum of 1 review of the support to be undertaken during the monitoring period. To include any discussions with other professionals, i.e. Social Workers.

	☐
	Evidence of student voice which has attempted to identify and address barriers to regular attendance or reason provided as to why it has not been possible to obtain it. Click or tap here to enter text.

	☐
	If attendance is below 50%, has a referral to Level 2 Early Help Key Work (EHKW) been considered? If not, provide reasons. Click or tap here to enter text.

	☐
	Registration certificate with comments section included

	☐
	Any additional evidence (please specify):
Click or tap here to enter text.
	☐


Details of the person completing the form

Date of submission: Click or tap to enter a date.
Name:		Click or tap here to enter text. 	Job title: Click or tap here to enter text.	
School name:	Click or tap here to enter text.
Email address:	Click or tap here to enter text.	Phone number: Click or tap here to enter text.

Please email this form and all relevant paperwork to legal.interventions@eastsussex.gov.uk


Your submission will be discussed at the next weekly panel meeting and you will be informed of the outcome.
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