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Legal Questions Drop Ins

Every Wednesday on Teams

12.45-13.45

Come with your questions, 

share ideas 

and best practice

PDFs of past sessions on Schoolsnet

Meeting ID: 344 453 259 123
Passcode: JXuh2i

‘Steps to Take…’
Penalty Notices – What We Look For
The Legal Process



Penalty 

Notice 

Requests

What We Look For

Check Notes

Child’s name

School

One email for each child, i.e., no cross-referencing

Compulsory school age?

DOB

Dates of holiday

10 G-codes

Attendance certificate shows child returned to school after the holiday (exception is a 

child in Year 6 when the holiday is taken in the final Summer half term) 

Attendance policy says what the school regards as ‘regular’ attendance e.g. ‘We 

expect the child to be in school, on time, every day that the school is open to them.’ 

THE PN REQUEST CANNOT BE ACCEPTED WITHOUT THIS

Original request from parent(s) included

Headteacher declined the holiday request

Unauthorised to mother/carer/stepmother

Unauthorised to father/carer/stepfather

If further information required: information added to email’s heading with what is 

needed with a week’s deadline for the information to be returned by the school
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FAQs

Following July’s ANMs, we 

have compiled the 

Frequently Asked 

Questions for 

Attendance

This is available on 

Schoolsnet
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Thank you to all schools who have 

helped update our records.

Please let your Inclusion Officer know 

that you have reviewed your 

Attendance Policy by 18/12/2023.

N.B. Schools who do not have a 

clear definition of ‘regular’ 

attendance after this point, will not 

have their Penalty Requests 

approved.

Without a clear definition of 
‘regular’ attendance, we will not 
be able to proceed the unpaid 
penalty notice to court.

Attendance Policies
Published 24.10.2023

This is a call for an annual review of your school's attendance 
policy. By 18/12/2023, please contact your school’s Inclusion 
Officer to confirm review has been made of the policy.  

A copy of GCC's skeleton attendance policy, which is available for 
all Gloucestershire schools to use, can be found below. 

It is Vital that all attendance policies set out to what the school 
deems to be regular attendance. 

The skeleton policy gives you the following example: We expect 
pupils to be in school for every session of the school day and for 
every day the school is open.

We are happy to accept confirmation of reviews that have taken 
place within the last 12 months. Please get in touch if we can 
provide support or answer your questions.
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Coding
‘Working Together to Improve School Attendance’

Section 8 Attendance and Absence Codes

Code T: Traveller absence 230. A number of different groups are covered by the generic term traveller – Roma, English and Welsh Gypsies, 

Irish and Scottish Travellers, Showmen (fairground people) and Circus people, Bargees (occupational boat dwellers) and New Travellers. 

231. This code should not be used for general absences by those groups. It must only be used when the pupil’s parent(s) is travelling for 

occupational purposes and the school has granted a leave of absence following a request from the parent. This code should not be used to 

record any other types of absence by these groups. 

232. Pupils from these groups whose parent(s) do not travel for occupational purposes are expected to attend school as normal. They are 

subject to the same rules as other pupils in terms of the requirements to attend school regularly once registered at a school. 

233. Where a pupil has no fixed abode because their parent(s) is engaged in a business or trade that requires them to travel, there is an 

expectation that the pupil attends at least 200 sessions per year. The pupil must attend school as regularly as the business permits and 

therefore, if the business or trade permits the pupil to attend for more than 200 sessions per year, they should do so. 

234. To help ensure continuity of education for pupils, when their parent(s) is travelling for occupational purposes, it is expected that the pupil 

should attend school elsewhere when their parent(s) is travelling and be dual registered at that school and their main school.

Please be mindful that some students may feel that they are entitled to 100 

days from school.  

Investigations into the pupil(s)’s education while not in their registered school 

should be made by the school and regular check ins be organised and 

recorded.
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Penalty Requests

Only 2 penalty notices can be issued 

per child per 12-month period.

When you request a penalty notice, 

please ensure that this has not been 

exceeded.  

If more than two holidays have been 

taken within 12 months, contact your 

Inclusion Officer and we will arrange a 

meeting to begin 444(1) case for legal.



Break What does your 
school do to 
encourage 
‘regular’ 
attendance? 

How do you 
challenge 
unauthorised 
absences?
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Ideas will be shared on 
Schoolsnet

What we do to 
encourage regular 

attendance?

How do we 
challenge 

unauthorised 
absences?

Share your 
ideas on your 

sheets 

Can you 
identify best 
practice on 

other tables?

Add a 





The Legal Process, Witness Statements and Exhibits

• ‘Steps to Take…’

• What Next?

• Decision to Prosecute

• Evidence

• Witnesses

• Record-Keeping and Gathering the Evidence

• Witness Statement Templates

• What Happens Next?

• Court Process and After the Court Process

(Adapted from ‘Witness Statement Training’ – March 2023)



Thank you

Fliss Falconer

Lead Officer for Legal Intervention in Education (Attendance)

Education Inclusion Service

Mail: flissfalconer@gloucestershire.gov.uk
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