
When the school agrees for your child to miss school 

in advance, or accepts your explanation, absence is 

‘authorised’. All other absence is ‘unauthorised’. Some 

examples of ‘unauthorised’ absence are:

• A student late for school after the register has closed

• A student playing truant from school

• Not providing a reason for a student’s absence from

school

• Not providing medical evidence for a student’s absence

after receiving a letter from school requesting that you do

so.

What procedure will the school follow before requesting 

a Penalty Notice?

Before a Penalty Notice is issued, you will receive a written 

warning that will explain the extent of your child’s non-

attendance and the possibility of you receiving a Penalty 

Notice.
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WHAT IS UNAUTHORISED 
ABSENCE?

The Warning Penalty Notice states:

“You have fifteen school days in which to improve your 
child’s school attendance. Should any unauthorised absences 
take place during this period, a Penalty Notice will be issued 
as per Somerset County Council’s Code of Conduct. 

Following the fifteen day period your child has no 
‘unauthorised’ absences, their attendance will be monitored 
for a further three months. If your child receives any 
‘unauthorised’ absence during this three month period, a 
Penalty Notice will be issued.”

WHY AM I BEING SENT THIS 
LEAFLET?

INFORMATION 
FOR PARENTS & 

STUDENTS

It is important that parents/carers understand their 

responsibilities and the consequences of their child 

having unauthorised absence from school.

Are parents responsible for their child’s attendance at 

school?

Yes. By law, parents whose children are of compulsory 

school age (between 5 and 18 from 2015) and registered 

at school are responsible for ensuring that their children 

attend school regularly. If they fail to do this they may 

be guilty of an offence and can be given a penalty notice 

or prosecuted under Section 444 of the Education Act 

1996.

When will a Penalty Notice be considered?

A Penalty Notice Code of Conduct is considered by the 

school in the following circumstances:

• There have been at least 10 sessions of unauthorised

absence in the previous 12 weeks and the school

believes that this early intervention will resolve the

poor attendance and stop the matter moving toward a

prosecution.

• If the parent/carer takes leave without prior

authorisation from the Head Master. In this case, a

Penalty Notice will be issued after 10 sessions are

missed. There will be no Warning Penalty Notice

issued for unauthorised Term Time Leave.



What is a Penalty Notice?
A Penalty Notice is a fine issued to parents 
or carers. A Penalty Notice, if issued, gives 
you the opportunity to pay a £60 fine (per 
parent or carer per child) within 21 days 
of the notice being issued or £120 if paid 
between the 21st and 28th day. If the Penalty 
Notice is not paid by the 28th day, you may 
be prosecuted for the offence and could be 
fined of up to £1000 if found guilty.

What can I do to avoid paying 
a Penalty Notice?

• Make sure that your child attends school
each day and arrives on time.
• If your child is ill, contact the school on
the first day of absence and provide medical
evidence for the absence.
• If your child is away for other reasons, let
the school know, especially if you know in
advance.
• Do not take term time leave.
• Talk to the school about any problems
with your child’s attendance.
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Guidelines on two common 
issues affecting attendance:
1) Term Time Leave
There are 190 school days in a year and 

175 non-school days. Students who are 

taken out of school during term time may 
find it hard to catch up and this can have 

a detrimental effect on their learning. The 

law states that parents do not have the 

right to take their children out of school for 
holidays during term time, This can affect 
exam results and is particularly harmful if 
the absence occurs in an examination year.

Any request for holiday (now called Term 
Time Leave) must be made in writing for the 
attention of the Headteacher in advance. Any 
unauthorised absence including taking Term 
Time Leave not agreed with the school, 
can result in a Penalty Notice being issued to 
each parent for each child. 

The Headteacher will only authorise 
Term Time Leave in EXCEPTIONAL 
circumstances in accordance with 
Department of Education (DfE) guidelines. 
It is not the school’s responsibility to issue 
work during Term Time Leave as your child 
should be attending school.

2) Medical absence
We would not expect any parent to send 
their child to school if they are genuinely 
unwell. However, if your child is going 
to be absent for three consecutive days 
or more, we would request medical 
evidence to support authorisation of the 
absence. If your child is feeling ‘under the 
weather’, it is always best to bring them to 
school - we will always telephone if a child 
becomes too unwell to remain in school.

Sexey’s School is part of the 
Tower Learning Community

If you wish to read Somerset County 
Council’s Penalty Notice Code of Conduct 
it can be found at:

www.somerset.gov.uk




