The Investigating Officer Role and 
deciding who should be issued PN for a G-coded absence

Overview
This guidance helps schools decide who is responsible for G-coded unauthorised absences and who should receive a penalty notice, following the updated ‘Working Together to Improve School Attendance’ legislation effective from 19 August 2024.

1. Investigating Officer Role:
· Shared by the school’s Attendance Officer and the Inclusion Officer from the Education Inclusion Service.
· Responsible for investigating reasons for unauthorised absences.
· Must follow the school’s attendance policy, contact parents/carers, and maintain detailed records of all communications and actions.

2. Responsibility for Absences:
· Generally, parents include: - all natural parents, whether they are married or not; - all those who have parental responsibility for a child or young person; - those who have day-to-day responsibility for the child (i.e., lives with and looks after the child).
· Schools must follow statutory guidance to determine who is responsible for a pupil’s absence.
· When considering who is responsible for a pupil missing school, there are elements that should be taken into account.

3. G-coded Absences:
· Requests for holidays should follow the school’s attendance policy.
· Penalty notices can be issued to both parents if they are both responsible for the child and the holiday.
· If step-parents or partners who do not have parental responsibility but who do have day-to-day responsibility for the child, and are on the holiday with the child, they may receive a penalty notice
· For split parents, the primary parent (with whom the child lives) should request the holiday. If the secondary parent requests it, the primary parent must be informed.
· For split parents, schools must investigate whether the primary parent is on the holiday.  If they are not, we would not issue a penalty notice to the parent not on the holiday with the child, even if they have completed the paperwork for the other parent.
· Schools must consider safeguarding issues when alerting secondary parents about holidays.

4. Investigating Absence:
· The Investigating Officer must scrutinise each case and consider all circumstances before issuing a Penalty Notice.
· The headteacher is responsible for the final decision, which must be reflected in the school’s attendance policy if delegated.

