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Purpose and Legal Framework 

At Oldbrook First School and Nursery, we recognise the importance of regular school 

attendance and believe that children can only learn effectively if they attend school regularly. It 

is also vitally important that children arrive and leave school on time.  

Education provides a means of enhancement for all young people. Pupils need to attend 

regularly if they are to take full advantage of the educational opportunities available to them. 

Irregular attendance seriously disrupts continuity of learning, undermines the educational 

process and leads to underachievement and low attainment. 

We work with children and their families to understand and remove barriers to attendance, 

maintaining high expectations alongside appropriate support. A safe, welcoming school, strong 

relationships and early help underpin this policy. Attendance concerns may also be 

safeguarding concerns. 

Parents must secure suitable full-time education for children of compulsory school age, at 

school or otherwise. For a registered pupil of compulsory school age, parents must ensure 

regular attendance unless a lawful reason applies. Compulsory school age begins on the 

prescribed date (31 December, 31 March or 31 August) on or after the fifth birthday. School 

attendance penalties do not apply before compulsory school age. [2, 3] 

This policy applies to the school and nursery, with age-appropriate arrangements. We 

encourage regular nursery attendance and follow up unexplained absence for welfare reasons. 

Low attendance alone will not trigger automatic withdrawal of a nursery place; any change must 

follow the applicable admissions, registration and funded-place arrangements, with family 

support and safeguarding considered. 

The principal framework used is Working together to improve school attendance (July 2026), 

the School Attendance (Pupil Registration) (England) Regulations 2024, the Education Act 1996 

and the national penalty-notice framework. We also apply equality, SEND, medical-needs, 

children missing education and safeguarding requirements. Official links appear in section 11. 

[1–10] 

 

Responsibilities and Communication 

Parents and Carers 

There are legal obligations on parents to secure education for their children of compulsory 

school age, whether at school or otherwise, and to send them to school regularly once they are 

on the school roll. 

If the school is to achieve its attendance targets, parents must see themselves as partners with 

the school in their children's education, and support the school in the following ways: 
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• Ensure children attend every required session and arrive ready for registration. Tell the 

school promptly about difficulties, changes in contact details, addresses or education 

arrangements, and engage with reasonable support. Provide more than one emergency 

contact wherever possible. 

• Report absence and its reason to the school office by telephone, Parentmail or 

Stydybugs before the start of the session, where possible. Report on the first day and 

each subsequent day unless an alternative update arrangement has been agreed. Give 

the expected return date and update the school if circumstances change. Do not wait 

until the child returns to explain absence. 

• Seek permission in advance for planned absence. Arrange routine appointments outside 

school hours where possible. If this cannot be done, explain the appointment and the 

time needed; children should attend the rest of the day where practicable. 

School Staff and Leaders  

The Headteacher is the Senior Attendance Champion.  The Champion leads improvement, 

supports staff, reviews data and coordinates work with the local authority. Families can contact 

the Champion through the school office. 

Teachers take accurate registers at the published times and report concerns promptly. Office 

staff follow up absence, maintain accurate records and refer unexplained or worrying patterns 

to the Champion and designated safeguarding lead (DSL). The Headteacher or authorised 

delegate decides leave requests and ensures codes reflect the actual circumstances. 

The SENCO and  DSLs work with the Champion on barriers, adjustments, welfare and 

reintegration. Children’s views will be heard in ways appropriate to their age and needs.  

 

 

The Role of Ofsted 

The school’s Ofsted grade is dependent on pupil’s attendance and punctuality and it is important 
that parents support the school to achieve high attendance and punctuality.  

Ofsted– Attendance and Behaviour  

 
Inspectors will consider the following:  

• the impact of the school’s work on the attendance, behaviour and attitudes of 
all pupils, especially disadvantaged pupils, those with SEND, those who are 
known (or previously known) to children’s social care, and those who may face 
other barriers to their learning and/or well-being, such as young carers 

• prioritising pupils’ attendance and punctuality, as well as their positive 
behaviour and attitudes to learning, so that pupils benefit from the education 
and experiences the school offers 

• having clear policies for attendance and behaviour that are applied effectively 
and proportionately 

 

Governors and the Local Authority 
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The Governing Board oversees implementation, staff training and termly attendance reports, 

including persistent and severe absence, patterns affecting groups and the impact of support.  

The school works with Milton Keynes City Council’s attendance team, including targeting 
support meetings and the Senior Attendance Officer (SAO), to coordinate help and consider 

proportionate intervention. It works with social workers, the Virtual School and other services 

when appropriate. Referral is based on need and risk, not delayed until a fixed percentage is 

reached. 

We explain attendance at induction, through parent communications and consultations, and 

share individual attendance information with families. Recognition of improvement will be 

inclusive and will not disadvantage children because of disability or unavoidable illness. 

 

 

 

Registration, lateness and daily follow-up 

Registers are taken twice daily. They are taken at the same time for all registered pupils, with 

any lawful individual attendance arrangements coded appropriately. [1, 2] 

Session Register taken Register closes 

Morning 8.45am 9.15am 

Afternoon 1.00pm 1.30pm 

 

Arrival after registration begins but before it closes is recorded L. Arrival after closure is recorded 

U unless another absence code more accurately describes the reason, for example an 

authorised medical appointment. A late arrival must sign in at the office so the school knows the 

child is on site and the time and reason must be given. 

The office checks unexplained absence each session and contacts parents on the first day. 

Where contact fails, other recorded contacts are contacted and the DSL is informed promptly. 

All attempts at contact are logged and responses recorded. Further action may be taken 

following this, including a welfare visit or referral to children’s social care or police, is 
proportionate to the child’s circumstances and risk. 

A temporary N code is used while a reason is being established. Once the reason has been 

established the code will be amended as soon as possible and within five school days; if no 

reason is established by then, the code O will be used. The code N will not be left unresolved. 

A parents/carer explaining an absence does not automatically authorise the absence and staff 

will apply the correct statutory code. [2] 

Children leaving during the school day must be signed out and collected under the school’s 
usual safeguarding arrangements. Signing out is separate from the statutory session mark and 

does not justify changing an accurate mark. 

Records and returns 

The school will maintain electronic attendance and admission registers, preserving each entry 

for six years. Corrections must retain the original entry, correction, reason, date and person 

making it. Access is restricted to authorised staff only. Daily attendance data is shared through 

the school’s approved Studybugs/data arrangements to meet applicable DfE requirements. [2] 
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The school will make statutory local-authority attendance returns for compulsory-school-age 

pupils who fail to attend regularly or have ten continuous school days of unauthorised absence, 

at the agreed frequency.  The school will make an illness return when there are reasonable 

grounds to believe a pupil recorded I will miss 15 school days, consecutively or cumulatively, 

through illness to make arrangements. [1, 2, 6] 

Authorised and Unauthorised Absence 

Illness, including mental ill health 

The code I will be used where illness prevents attendance, whether physical or mental. There 

is no specific requirement for a GP note or for evidence after every illness absence, a particular 

attendance percentage however where there is genuine, reasonable doubt, a discussion will 

take place with the family and to seek proportionate evidence. Evidence may also help 

understand prolonged or repeated health needs and appropriate support. [1, 5, 6] 

Medical and dental appointments 

The code M will be used for an authorised absence to attend a medical or dental appointment, 

including reasonable travel time. School encourage appointments to be made outside school 

hours, but do not automatically refuse authorisation for a routine appointment during school 

time. Parent/Carers must ask for advance notice and available appointment confirmation. A 

whole day is not automatically necessary. 

Exceptional leave and holidays 

The Headteacher may grant leave in exceptional circumstances, considering the individual facts 

and deciding the length justified. Parents should apply in writing in advance, explaining the 

reason, dates and supporting circumstances. There is no automatic entitlement, including for 

bereavement or family events, and no blanket rule automatically granting leave. Ordinary 

holidays, recreation and leisure are not exceptional circumstances. Requests received will be 

recorded and the decision will be communicated to parents/carers and an applicable code 

applied. [1, 2] 

The code G will be used for an unauthorised holiday.  

Religious observance and other lawful reasons 

The code R will be used where absence falls on a day exclusively set apart for religious 

observance by the religious body to which the parent/pupil belongs. School will establish the 

relevant day or days when uncertain; travel and additional holiday are not automatically covered. 

Consider any additional leave separately [2] 

Staff will apply the appropriate statutory code for other lawful circumstances, including 

unavoidable causes.  

Suspension and exclusion 

A suspended pupil remains on roll. The code E will be used where a suspended or permanently 

excluded pupil remains registered and no alternative education has been arranged. Where 

provision is arranged, the appropriate attendance or absence code for that provision will be 

used. The school will arrange the required education, including from the sixth school day where 

applicable. Permanent exclusion does not permit immediate deletion. [2, 9] 

 

Understanding Barriers and Providing Support  

Staff will discuss emerging concerns with the child and family early, including lateness and 

patterns of authorised absence. This will include agreeing practical actions and review dates. 

Support may include a trusted adult, help with routines, establishing any concerns, transport 

advice, pastoral help, early help/family support, health services or any additional SEND supoprt.  
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Persistent absence means missing 10% or more of possible sessions; severe absence means 

missing 50% or more. Both authorised and unauthorised absence count. These measures will 

trigger closer understanding and support.  Severe absence will require intensive, coordinated 

action and consideration of safeguarding concerns.  

The Champion will review attendance at least weekly to identify individual patterns and 

emerging concerns, with termly analysis for governors. This will be compared with relevant 

national and local data with consideration to pupils with SEND, disadvantaged, health needs, 

social-care involvement and young carers.. [1] 

SEND, disability, health and emotionally based absence 

The SENCO and relevant staff will work with families to identify needs and reasonable 

adjustments under the Equality Act 2010, review SEN Support and implement relevant EHCP 

provision. This may involve considering a healthcare plan and appropriate professional advice. 

Support will not be postponed solely because a child is waiting for a diagnosis or specialist 

appointment. Attendance action will take account of disability and the school’s own provision. 
[4–6] 

Where health needs prevent attendance, the Headteacher will liaise promptly with the local 

authority about suitable education under section 19 of the Education Act 1996. The authority 

should arrange provision as soon as it is clear that absence will reach 15 school days, 

consecutively or cumulatively. The school will work with the family and professionals on 

appropriate education and reintegration. [6] 

Temporary part-time timetables and remote education 

Full-time education remains the entitlement. A temporary part-time timetable is exceptional, and 

must be in the pupil’s best interests and is never used to manage behaviour. Any arrangement 

will be in agreement with parents/carers, support specified, any safeguarding arrangements, 

reviewed frequently and a clear return-to-full-time date stated. The school will involve the local 

authority and any relevant professionals, including for an EHCP or social worker, and follow 

local notification arrangements. The code C2 will be sued for agreed non-attendance sessions 

where its statutory conditions are met. [1, 2] 

Remote learning does not make an absent pupil present in the register. It may be used only as 

a last resort where appropriate, as part of a time-limited plan supporting reintegration. It must 

not replace the school’s adjustments or the local authority’s education duties. [1, 6, 10] 

 

Persistent Absence  

Where a child has 10 unauthorised sessions in 10 school weeks, the school will send a Notice 

to Improve, this will warn you that school will refer the matter to the Local Authority for the issue 

of a Penalty Notice. The Penalty Notice will be issued after 6 school weeks if there is no 

improvement although a Penalty Notice can be issued after 3 weeks if there has been in 

sufficient improvement. During the 10 and/or 6-week period the schools will have a “Support 
First” approach. This means the Headteacher will meet with you and drawn up an Attendance 
Contract and allow you the chance to explain what you perceive are the barriers to attendance. 

The Attendance Meeting, where such a contract is drawn up, should be a discussion by all 

parties about the best ways to resolve your child’s attendance and should be supportive. The 
school will make a referral to Early Help and investigate the reasons for the poor attendance 

prior to issue of a Notice to Improve. If no support has been provided it may not be appropriate 

to issue a Notice to Improve, however, if support has been offered and not taken up or there 

has been poor engagement then a Notice will be issued. Each case will be viewed on a case-

by-case bases, but the Penalty Notice will only be issued where it is likely to be an “improvement 
tool”. In addition, the Department for Education has introduced an “escalation process” which is 
explained below. 
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Severely Absent or Historic Poor Attenders 
There is now a new category of Severely Absent (50% attendance or below). In these cases, 

the DfE expect multi-agency meetings to take place to resolve the barriers to school attendance. 

Where there is no improvement or a lack of engagement then the school can decide not to issue 

the Notice to Improve (because a Notice will not be seen as an “improvement tool”) and will, 
instead, send a warning letter and then, if there is still no improvement refer for the Local 

Authority for a PACE interview as a precursor to prosecution.  The school may also choose this 

pathway if there is historic poor attendance, siblings with poor attendance or there have been 

previous prosecutions. 

Safeguarding, missing education and sharing information 

Repeated or prolonged absence can indicate abuse, neglect, exploitation or other harm. Staff 

must refer concerns promptly to the DSL under the Child Protection and Safeguarding Policy. 

Attendance staff and the DSL will share relevant information, review patterns and coordinate 

with other agencies; a child need not be formally classed as missing education before protection 

is needed. [7, 8] 

For pupils with a social worker, the school will coordinate contact and attendance support with 

that worker and the Virtual School as appropriate. Where a looked-after child is absent, follow 

the school will follow the agreed care and education arrangements. This will include 

consideration to young carers’ needs and whether additional family help or assessment is 

required. [1, 8] 

When a pupil fails to start, disappears from contact or may have moved without a confirmed 

destination, the school will undertake prompt reasonable enquiries with the local authority and 

follow the children missing education procedure. The school will keep records of checks, 

contacts and outcomes. Parents should provide the new address, destination school and 

intended start date when moving. [7] 

A place will not be “rescinded” because a pupil has taken more than five days’ leave or has poor 
attendance. The school will only delete where a specific ground in the 2024 Regulations is met, 

including all relevant conditions and joint reasonable enquiries where required. The school will 

make required admission/deletion returns to the local authority. The school will never remove a 

pupil informally or encourage elective home education to solve attendance or SEND difficulties. 

[2, 7] 

Attendance and support information is handled under the school privacy notice, UK GDPR and 

Data Protection Act 2018 as amended. The school has identified the lawful basis, shares only 

relevant information securely, and records decisions. Signing an attendance contract is not 

blanket consent to all processing; necessary statutory and safeguarding sharing may take place 

without consent. [8, 11] 

From 30 September 2026, the school will apply the section 16LA Children Act 2004 information-

sharing duty and September 2026 statutory guidance where the criteria are met. [11] 

7. Formal support and legal intervention 

Where barriers persist, review will take place and intensified support will be provided working 

alongside the family and local authority. An attendance contract records agreed actions by the 

school and parent, available support and reviews.  

Where support is unsuccessful, non-engagement or not appropriate, the local authority will 

consider the most suitable intervention, including an education supervision order, penalty notice 

or prosecution. Decisions will be individual, proportionate and consistent with equality duties 

and legal defences. The local authority will manage any PACE interview and will explain the 

applicable rights, including legal advice. 
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Penalty notices and notices to improve 

The national threshold for penalty notices and notices to improve is ten unauthorised sessions 

(five school days) in a rolling ten-school-week period. Sessions need not be consecutive and 

can combine different unauthorised reasons, including holidays and lateness after registration 

closes. The period may span terms or school years. Reaching the threshold requires 

consideration of a penalty notice; it does not mean one is automatic. [1, 3] 

The school will consider whether support is appropriate, whether it has been provided and 

worked, whether a penalty is likely to improve attendance and equality obligations.  Where 

support is appropriate but unsuccessful or non-engagement, a Notice to Improve will be issued 

giving a final opportunity. The school will record the reasons for any different route. 

A Notice to Improve sets out the attendance evidence, support on offer, the required 

improvement, future review dates, and possible consequences. An improvement window will be 

set for six weeks inline with Milton Keynes policy however a referral can be made after three 

based on individual circumstances.  

Notice for the same parent and child Amount and deadline 

First within the relevant three-year period £80 if paid within 21 days; £160 if paid within 
28 days. 

Second within three years of the first notice £160 within 28 days; no reduced amount. 

Third or subsequent offence within that 
period 

No third penalty notice may be issued. The 
authority considers other action, which may 
include prosecution. 

Penalties apply per parent, per child. Non-payment can lead to prosecution for the underlying 

attendance offence, not merely for failing to pay. The local authority checks previous notices, 

including those issued elsewhere, and decides the lawful route. Prosecution and conviction are 

not automatic. [3] 

Official sources and related guidance 

1. Working together to improve school attendance — July 2026 (statutory) 
2. School Attendance (Pupil Registration) (England) Regulations 2024 
3. Education Act 1996; penalty notice regulations and 2024 amendment 
Penalty notices: Education (Penalty Notices) (England) Regulations 2007 
Penalty notices: 2024 amendment regulations 
4. Equality Act 2010 and SEND Code of Practice (statutory) 
Equality Act 2010 
5. Mental health issues affecting a pupil’s attendance — DfE guidance 
6. Education for children with health needs who cannot attend school (statutory) 
Supporting pupils at school with medical conditions (statutory) 
7. Children missing education — September 2025 (statutory) 
8. Keeping children safe in education 2026 (statutory) 
Working together to safeguard children 2026 (statutory) 
9. School suspensions and permanent exclusions (statutory) 
10. Providing remote education — DfE guidance 
11. Information sharing to safeguard children and young people 
12. Milton Keynes City Council — attendance and local support 
 

Milton Keynes attendance team: attendance@milton-keynes.gov.uk; 01908 254596 / 01908 

253785. Confirm the current secure referral route before transmitting personal information. 

 

 

 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.legislation.gov.uk/uksi/2024/208/contents
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/uksi/2007/1867/contents
https://www.legislation.gov.uk/uksi/2024/210/contents
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.gov.uk/government/publications/mental-health-issues-affecting-a-pupils-attendance-guidance-for-schools
https://www.gov.uk/government/publications/education-for-children-with-health-needs-who-cannot-attend-school
https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3
https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/school-exclusion
https://www.gov.uk/government/publications/providing-remote-education-guidance-for-schools
https://www.gov.uk/government/publications/information-sharing-to-safeguard-children-and-young-people
https://www.milton-keynes.gov.uk/schools-and-lifelong-learning/information-parents/school-attendance
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Appendix A 

Attendance coding prompts 

Use the complete current statutory definitions. A reason for absence must be accurately 

recorded; support and enforcement decisions are separate from coding. 

Code Use / key check 

/ or \ Present for the morning or afternoon session 
respectively. 

L / U Late before closure / absent after closure, 
unless another reason code applies. 

N / O Reason not yet established / absent without 
an authorised reason. Resolve N within five 
school days. 

I / M Illness including mental ill health / authorised 
medical or dental appointment. 

C / G Exceptional leave granted / holiday not 
authorised. Do not use C as a general 
miscellaneous code. 

R Day exclusively set apart for religious 
observance by the relevant religious body. 

C2 Leave for a compulsory-school-age pupil on 
an agreed temporary part-time timetable, 
meeting the statutory conditions. 

X Non-compulsory-school-age pupil not 
required to attend that session. For required 
sessions use the applicable 
attendance/absence code. 

B / K Attending qualifying school-arranged 
approved educational activity / local-authority-
arranged provision. Verify attendance; record 
actual absence where absent. 

D Dual registered: session when due at the other 
registered school. Confirm arrangements and 
exchange attendance information. 

E Suspended/permanently excluded, still 
registered, with no alternative provision for the 
session. 

Q / Y codes Use only where the specific statutory 
access/unavoidable-cause conditions apply. 
Record the required reason; do not use to 
mask unmet provision or ordinary absence. 

For educational visits, sporting activities, mobile children, other leave categories and school 

closures, consult the full national code table and Regulations. Remote learning at home is not 

itself an approved educational activity permitting a present mark. [1, 2, 10] 
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2026/2027 ACADEMIC YEAR 

REFERRAL FOR THE ISSUE OF FIXED PENALTY NOTICE(S) 

FOR UNAUTHORISED LEAVE IN TERM TIME (V3) 
Does the school have the FPN process in their attendance policy for term 

time holiday? 

YES/NO 

Name of Student/YP:   

Date of Birth:   

Year:  

Attendance:  

Current Attendance:  

Parent 1: Full Name (including first name) of parent or carer:  #  

Parent 2: Full Name (including first name) of parent or carer:  #  

Address of Parent(s) or carers:  

Email address of parent (s) or carers:  

What reason did the parent give for requesting a term-time holiday? (Copy of 

request form to be enclosed) # 

 

Was a letter sent informing the parent that the holiday was unauthorised and 

that a FPN might be issued? (If so, the letter sent to the parent MUST be 

attached).  

 

Were there any verbal communications with the parent?  

Dates of Absence (Attendance Certificate to be attached with absence 

marked as a “G” code) # 

The certificate must be signed (see below).* 

 

Has the parent requested a holiday previously?   

If so, was the holiday authorised?   

Are there other attendance concerns?   

 

Name of school referrer …………………………. …      Date……………………………….. 

 

➢ # NB If this information is not provided by schools to support the FPN application then 
the FPN will NOT be processed. 

➢ * we must have certificates signed by the Head or Deputy to ensure we can process 
speedy prosecutions for non-payment. 

➢ Due to changes in working practices we are only able to accept electronic copies of this 
referral form. “Hard Copies” will not be processed. 

➢ Return completed form, and supporting documentation, as an email attachment to 
attendance@milton-keynes.gov.uk. This form can also be completed through the school 
attendance website. 

mailto:attendance@milton-keynes.gov.uk
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Appendix 2 

 

ATTENDANCED CONCERN AND SUPPORT LETTER 

  
 
 

Private and confidential 

Date:  

Dear [parent/carer], 

Re: [child’s name, date of birth and year group] 

We would like to work with you to improve [child]’s attendance and understand any difficulties. 
Regular attendance supports learning, friendships and wellbeing. Between [dates], [child] 

attended [number] of [number] possible sessions ([percentage]%). The enclosed record shows 

[number] authorised absences, [number] unauthorised absences and [number] late arrivals. 

Please tell us if any entry is inaccurate. 

We understand that [known circumstances / child’s and parent’s views]. Support offered so far 
has included [accurate details, dates and outcomes]. We would like to meet on [date/time] to 

discuss what is helping, remaining barriers and any additional support or reasonable 

adjustments. Please contact [name/contact] if this is difficult or you need an interpreter, 

accessible information or another arrangement. 

At the meeting we will agree practical actions for the school and family, a review date and how 

we will stay in touch. Where appropriate, we can involve [named service], with the relevant 

information-sharing arrangements explained. 

For children of compulsory school age, parents must secure suitable full-time education and 

regular attendance at their registered school unless a lawful reason applies. If unauthorised 

absence continues after appropriate support, or support is not appropriate, we may consult the 

local authority about further action. This may include a penalty notice or other legal intervention, 

depending on the individual circumstances. It is not an automatic consequence of an attendance 

percentage or authorised illness. 

Please contact [named member of staff, telephone and email] so that we can agree the next 

steps together. 

 

Yours sincerely, 

Mr K Hopkins 

Headteacher 
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Appendix 4 

Attendance Contract 

Meeting details 

Date  Time  Location   

School Oldbrook First School and Nursery  

Those present   

 

 

  

 

Child Details 

Child Name  DOB  Year Group   

Child Address  Attendance 

% 

 Previous Year 23/24  

 

 

Parent/Carer 2 Details 

Parent Name  DOB  Relationship to Child  

Contact Number  Email  Parental Responsibility Yes ☐  No ☒                   

Address  

 
 
 
 

Parent/Carer 1 Details 

Parent Name  DOB  Relationship to Child  

Contact Number  Email  Parental Responsibility Yes ☐  No ☐                   

Address  
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Support/Interventions to date  

Give details of any 

support/interventions that have 

already been offered to 

encourage better attendance. 

•  

•  

•  

•  

 

What has worked well/not so 

well? 

 

•  

•  

•  

•  

 
Parent/Carer’s Views  

What are the reasons for your 

child’s absences from school?  
•  

•  

•  

•  

 

Is there any support that you 

require in order to secure your 

child’s regular and punctual 
attendance?  

•  

•  

•  

•  

 

School’s Views 
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Social Worker’s views (if applicable) 
 

 

 

 

 

 

 

Meeting notes 

 

 

 

 

 

 

 

 

Actions 

What (action) Who When 

I will ensure CHILD NAME attends school every day and on time.    

I will contact the school on the first day of my child’s absence if they are unable to 
attend by unavoidable cause.  

  

I will provide medical evidence to support future absences due to illness.    

I will contact STAFF NAME if I am aware of anything my child is experiencing that 

may impact on their regular attendance.  

  

I will attend any meetings arranged to discuss my child’s attendance at school.    
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This Attendance Contract is a formal written agreement between the Parent/Carer, School and Pupil (where applicable), intended to address irregular attendance at school.  

 

An Attendance Contract is not legally binding, but is a formal plan intended to provide support, and is considered as an alternative to prosecution.  

 

The actions set out in this Attendance Contract will be reviewed. If the parent/carer fails to comply with the agreed actions and the child continues to incur unauthorised abs

the school may have no alternative but to refer the matter to the Local Authority for consideration of Prosecution through the Magistrates Court or for a Fixed Penalty Notice

There is no criminal sanction for a parent/carer’s failure to comply with the Attendance Contract, but this may be presented as evidence should statutory action become 

necessary.  

 

Parent/Carer’s consent  
 

In accordance with Data Protection Legislation, we must inform you that by signing this form you are giving your consent to process the information we collect from you for t

purposes of this contract and providing support.   

 

I agree to the information about my family being shared for the purpose of this contract to ensure that we receive the support we need. 

 

You have a right under Data Protection legislation to withdraw your consent at any time. Please note that withdrawal of consent may affect the support we are able to provid

you and your family. Should you wish to withdraw your consent, or if there are any other changes to your family circumstances, please contact the school immediately.  

 

Parent/carer 1 

Name 

 Signed   Date  

Parent/Carer 2 

Name 

 Signed  Date  
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Child Name (if 

applicable) 

 Signed  Date  

School  Signed  Date  

School   Signed  Date  

 

Review date set for: ……………………………………………….. 
 

Review Meeting 

Date  Time  Location   Attendance %  

Those present   

 

 

 

 

 

 

 

 

 

 

  

 

Actions 

What (action) Comments 

I will ensure CHILD NAME attends school every day and on time.   
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I will contact the school on the first day of my child’s absence if they are unable to 
attend by unavoidable cause.  

 

I will provide medical evidence to support future absences due to illness.   

I will contact STAFF NAME if I am aware of anything my child is experiencing that 

may impact on their regular attendance.  

 

I will attend any meetings arranged to discuss my child’s attendance at school.   
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Appendix 4 

 

 

[Address Starts Here] 

 

 

 

 

 

 

  

School attendance is hugely important. For your child to gain the full benefit from their education, for 

their learning, wellbeing, and wider development, they need to attend on time, every day possible. 

If a child of compulsory school age who is a registered pupil at a school fails to attend regularly at the 

school, the child’s parent may be guilty of an offence under s.444 Education Act 1996.  If your child is a 

registered pupil at an alternative provision in the circumstances set out in section 444ZA of the 

Education Act 1996, the child’s parent may be guilty of an offence. 

You, «FORENAME» «SURNAME» are a parent/carer of «Students_Name», (called in this notice “the 
pupil”) who is a registered pupil at «School_Name». 

We have offered support to you and your family to try and help improve «Students_Name»’s 
attendance, including:  

• Telephone calls.  The school contacted you every day your child was absent to understand 

why your child was absent and to offer their support with any issues your child may be having. 

• Home Visits. The school undertook a home visit on DATE. 

• Letter/s dated XXXXX.  The school wrote to you, letting you know about «Students_Name»’s 

attendance, the impact of their continued absence, and inviting you to contact the school to 

discuss the situation further. 

• Attendance Support Meeting(s).  The school invited you to (a) meeting(s) to discuss your 

child’s unauthorised absences and to offer support to ensure that their attendance improved.  

Our school attendance policy makes clear the consequences, should your child continue to 

have unauthorised absence and/or you did not effectively engage with the support offered.  

• Devised an Attendance Contract designed to support you to ensure that «Students_Name»’s 
attendance improved and to prevent further unauthorised absences from being recorded. 

• Undertook an Early Help Assessment. 

• Made referrals to the following support services: 

▪ INSERT NAMES OF SUPPORT SERVICES TO WHICH REFERRALS HAVE BEEN MADE 

School Attendance Notice to Improve 

 (Please read this letter carefully) 
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Unfortunately, despite the support that was offered to your family, attendance remains a cause for 

concern. Between «WARNING_START_DATE» and «WARNING_END_DATE» (NB. Start date and end 

date period should not exceed ten school weeks) the pupil failed to attend regularly at 

«School/Alternative Provision_Name», which resulted in 10 sessions (half days) or more of 

unauthorised absence being recorded.  Please see the attached registration certificate for details. 

You now have 6 school weeks in which to improve your child’s attendance.  During this time your 
child must show significant improvements in attendance and avoid having any further unauthorised 

absences recorded.  Should we not see sufficient improvement and further unauthorised absences 

take place during this period, a Penalty Notice may be issued or your case may be put forward to the 

local authority for them to consider prosecution under section 444 1/1A Education Act 1996. If you 

provide further support, you need to contact the Senior Attendance Champion (NAME) so this can 

be put in place. 

Please note that, that under the New National Code of Conduct for the Issue of Penalty Notices if 

you receive a second Notice in 3 years for the same child it will start at £160 and a third within third 

offence within three years will result in a prosecution under either section 444(1) or  Education Act 

1996 (1a). Please visit the Milton Keynes City website https://www.milton-keynes.gov.uk/schools-

and-lifelong-learning/information-parents/school-attendance for more information about the 

penalty notice fine levels and maximum penalty notice limits.  

N.B. Your case may be put forward for a penalty notice/prosecution after just 3 weeks if further 

unauthorised absence is recorded for «STUDENT_NAME».  

If you wish to discuss this notice, or discuss what further support is available, please do not hesitate to 

contact the Senior Attendance Champion as soon as possible using the contact details below: 

Contact Name: 

Email address: 

Telephone number: 

 

Yours sincerely 

 

 

 

 

(Name) 

(Job Title) 

(School Name) 

 

 

 

https://www.milton-keynes.gov.uk/schools-and-lifelong-learning/information-parents/school-attendance
https://www.milton-keynes.gov.uk/schools-and-lifelong-learning/information-parents/school-attendance
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Appendix 5 

 

NOTICE TO IMPROVE – THESE ELEMENTS MUST BE INCLUDED 

1. Details of the pupil’s attendance record and details of the offences. A 

certificate of attendance must be enclosed. 

 

2. The benefits of regular attendance and parents’ duty under Section 7 of 

the Education Act 1996. 

 

3. Details of the support provided so far. 

 

4. Opportunities for further support and the option to access previously 

provided support that was not engaged with. 

 

5. A clear warning that a penalty notice may be issued or prosecution 

considered if attendance improvement is not secured within the 

improvement period. 

 

6. A clear timeframe for the improvement period of between 3 and 6 weeks. 

After 3 weeks if there is no improvement, we reserve the right to refer to 

the LA for the issue of a PN. 

 

7. Details of what sufficient improvement within that timeframe will look 

like. 

 

8. The grounds on which a penalty notice may be issued before the end of 

the improvement period which is between 3 to 6 weeks. 
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Appendix 6 

 

2026/2027 ACADEMIC YEAR 

      FORM (V2) PACE REFFERAL 

School: 

(1) Pupil’s name:    Gender: M/F   DOB:                  Year: 

(2) Pupil’s name:    Gender: M/F   DOB:                  Year: 

(3) Pupil’s name:    Gender: M/F   DOB:                  Year: 

Ethnicity:     First Language: 

Names of any other school age siblings and schools attended (if known) and not listed above: 

 

 

(1) Parent/Carer’s Full Name: 

(Must include first name) 

(2) Parent/Carer’s Full Name: 

(Must include first name) 

Address: 

 

Telephone Number:       Mobile No: 

Does the parent/carer understand written/spoken English?    Y/N 

Will a translator be required?      Y/N 

ACTIONS ALREADY TAKEN BY SCHOOL: 

Has the school implemented a ‘Support First’ approach?   Y/N 

Has the school sent letters about attendance?    Y/N Date:  

Has the school undertaken home visits?     Y/N Date: 

When did the Attendance Support Meeting(s) take place?   Y/N Date: 

Was an Attendance Contract been put in place?    Y/N  Date: 

What was the outcome? 
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Undertook an Early Help Assessment.     Y/N 

Referred/Known to Targeted Early Help    Y/N     Caseworker: 

Referred/Known to Children’s Services?   Y/N    Caseworker: 

CAMHS:           Y/N  Caseworker: 

EHCP:               Y/N  Stage: 

LAC:                 Y/N 

SEN Support       Y/N 

FACT/FACT +       Y/N 

 

Did the attendance improve after the above interventions? 

Why has it now deteriorated? 

Is mental health/anxiety a factor? 

 

 

Has the ESBA pathway been activated? If so, what was the outcome? 

 

 

 

 

Date Notice to Improve sent? 

If one has not been sent, why not? 

Has a Penalty Notice been issued previously? 

Date Warning letter sent: 

 

REASON FOR REFERRAL 

Overall Level of Attendance: 

Unauthorised Absence percentage: (number of sessions or percentage): 

Authorised Absence: (number of sessions or percentage): 

Reasons for authorising the absence:  
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Has a letter been sent requesting GP or Other Medical notes? 

Punctuality/Lates: (number of sessions or percentage): 

Late after the register: (number of sessions or percentage): 

Has attendance been an issue in previous years? 

If so, what action has been taken? 

ADDITIONAL INFORMATION                      

ANY OTHER RELEVANT INFORMATION WHICH YOU THINK WOULD BE HELPFUL: 

  

 

 

 

        

 

Date of Referral: 

Name of Referrer:       

Job Title: 

Has the referral been agreed by the Senior Attendance Champion?   Y/N 

Please send this form as an email attachment to: attendance@milton-keynes.gov.uk  

NB: A copy of the attendance certificate must be enclosed. 

There is no longer any need for an Attendance Interview to take place and a warning given about 

PACE 

 

 

 

 

mailto:school.attendance@milton-keynes.gov.uk

