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Dear Parent / Carer,

For a child to reach their full educational achievement, a high level of school attendance is essential. Not only does high attendance improve academic success, but also helps develop strong, confident relationships with peers/staff, a positive well-being and an enjoyment of school. 
At Sherwell Valley we are committed to providing an education of the highest quality for all our pupils and endeavour to provide an environment where all pupils feel valued and welcome. Parents and pupils play a part in making our school so successful. Every child has a right to access the education to which he/she is entitled. Parents and teachers share the responsibility for supporting
and promoting excellent school attendance and punctuality for all.
It is our duty to consistently strive to achieve a goal of 100% attendance for all children. Every opportunity will be used to convey to pupils and their parents or carers the importance of regular
and punctual attendance.
For our children to take full advantage of the educational opportunities offered it is vital your child is at school, on time, every day the school is open unless the reason for the absence is unavoidable. The routines children develop around attendance and punctuality at school are the same as the expectations of any future employer in the world of work. 

School Procedures for Attendance:

· All absences must be explained by Parents/Carers. The Head teacher will then decide whether or not to authorise the absence. 
· Medical evidence may be requested where a child has been absent for 3 days or more due to illness OR where a child’s attendance is below 90% and/or the child is regularly away from school due to illness. Failure to provide evidence when requested may result in the absences being recorded as unauthorised.

· All routine (non emergency) appointments should be made outside of school hours where possible.
· From the 1st September 2013 amendments remove references to family holiday and extended leave as well as the statutory threshold of ten school days. Head teachers may not grant any leave of absence during term time unless there are exceptional circumstances. 
· All requests for a child to be absent from School during term time must be made in writing at least a half term in advance of the proposed absence by completing the absence request form obtainable from the school office. Where a decision is made not to authorise a request for leave of absence, the school will write to the parent(s)/carer(s), notifying them of that decision. 
· If the absence is unauthorised and still taken, the Local Authority will consider issuing a penalty notice to the Parents/Carers for the unauthorised absence. If a child is absent from school during term time and no prior absence request has been made, the school will write to the Parents/Carers to inform them that the absence has not been authorised and that a Penalty Notice may be issued.
· If the Parents/Carers can demonstrate that the child’s absence during this time was due to an exceptional circumstance and that an absence request could not have been made in advance of the said absence, then a Penalty Notice will not be issued. This now means parents will no longer be able to take their child out of school for one week’s holiday without a penalty notice being issued.
Due to the new national threshold of 10 unauthorised sessions for any reason (equivalent to 5 school days) within a rolling 10 school week period, the following charges for a penalty notice will be considered.

 
There will be an increase in the penalty fine from £60 to £80 if paid in 21 days. If the fine is not paid by the first 21 days, it will rise to £160 if paid within 28 days of being issued.

If a second penalty fine is issued to the same parent for the same child within a 3-year rolling period, the fine will automatically rise to £160 with no option to pay the lower rate of £80.

If a parent then commits a third offence in a 3-year rolling period, the local authority will need to consider other enforcement options available to them.

Non-payment of the penalty within those timescales may result in a prosecution in the Magistrates Court under s444 (1) of the Education Act 1996.
Penalty Notices are issued per parent, per child. A ‘parent’ can be any person, whether a natural parent or not, who has care of the child or young person.
Where a child’s attendance falls below 90%, the following actions should be taken: 
· Attendance letter 1 will be sent advising the parent that their child’s attendance has dropped below 90%.
· Attendance letter 2 will be sent 2 weeks after letter 1 or later in the same academic year if attendance has not improved, inviting Parents/Carers into a meeting with the Attendance Officer (Mr Briant) and/or the Head teacher, Mrs Nelson.
· Attendance letter 3 will be sent if Parents/Carers do not attend the meeting and/or there is still no improvement following letters 1 and 2, inviting Parents/Carers into a meeting with the Attendance Officer (Mr Briant) and the Head teacher, Mrs Nelson. 
If, at any time, a child has 10 or more unauthorised absences equating to 10% within a 6 months period, the school will attend a legal consultation with the Local Authority to consider legal options available.  Legal options include: Penalty Notices, Education Supervision Orders, School Attendance Orders and Prosecution. Please see the Local Authority website for further details.
If you have any question regarding this, please visit our website and read our attendance policy or alternatively speak to one of the admin team or Mr Briant (Attendance Officer). 

FAQs
 

If I have already booked a holiday for this year, could I receive a penalty fine at the new higher rate?

Yes, if the absence has not been authorised by the Head Teacher. Remember, only a Head Teacher can agree whether an absence can be authorised in exceptional circumstances.
Who can be issued with a penalty notice?

Each parent can receive a fine for each child who has had unauthorised absence from school.
In education law, anyone who lives with a child and who has day-to-day care of the child is also considered to be a parent whether they are the biological parent or not. For example, this will include step-parents and partners.
Do the new rules only apply to holidays during term time?

No, it applies to all unauthorised absence from school including holidays. Unauthorised absence includes other absence that has not been agreed such as truancy, arriving late after the register has closed at 9.00am and failing to provide reasons for absence.
 

How do I request for my child to have leave granted during term time?

The Head Teacher will decide as to whether there are exceptional circumstances that will allow a pupil to be granted the time off. Do not assume that the absence will be granted until you have received confirmation from the school.  Any request must be put in writing at least 20 days before the proposed absence.
 

Do the 10 sessions of unauthorised absence have to be taken all at the same time before a penalty fine is issued to the parent/carer?

No, a penalty fine can be issued for any combination of absences over a 10-week rolling period. They can be consecutive or non-consecutive and can span over two terms.
 

What happens if I am issued with a penalty fine and I don’t pay it?

Unauthorised absence from school is an offence under s444 of the Education Act 1996. A penalty fine is an opportunity for you to settle out of court. If you don’t take this opportunity, you can be prosecuted for the offence of failing to ensure your child’s regular attendance.
 

What should I do if I am worried about my child’s attendance?

In the first instance you should contact the admin team or myself at Sherwell Valley and ask for advice on how we can support you to improve the situation. 
Yours sincerely 

Mr M Briant

Deputy Head Teacher / Attendance Officer

Sherwell Valley Primary School,
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e-mail: admin@svps1.com





Head Teacher


Mrs C Nelson








