
Government legislation means that schools are unable to grant  
any term time holidays. 

 
Head Teachers/Principals may not permit any leave of absence 
during term time unless there are exceptional circumstances. 

 
Parents requesting time off due to exceptional circumstances 

should apply in writing, at least four weeks prior to the absence. 
 

We would like to take this opportunity to remind you that 
any absences from school will almost certainly affect the 

education of your child. 

Attendance 



Fixed Penalty 
Notices 

The Fixed Penalty Notice Scheme for poor school attendance is in use in West Sussex.  
This letter will offer you brief information on the Fixed Penalty Notice Scheme and what it could 
mean for you.  
 
What is a Fixed Penalty Notice? 
 
It is a fine given for unauthorised absence from school.  It is issued per parent, per child. 
 
Who issues them? 
 
The Local Authority issues them through the Education Welfare Service (EWS), by first class post 
direct to your home. 
 
When are they used? 
 

 When a pupil has a minimum of 10 school sessions (am or pm), recorded as unauthorised 

absences in a 10 week period. Please note that only a Head Teacher can authorise an 
absence from school. 

 

 For an unauthorised holiday. 

 

 For a pupil being in a public place during the first 5 days of an exclusion from school. 

 

 Persistent late arrival at school (after registration has been completed). 

 
Is a warning given? 
 
NO.  On May 15th 2015 Local Authority changed the Code of Conduct and the way in which Fixed 
Penalty Noticed fines (FPN) for non-attendance are processed. 
 
We are no longer obliged to warn parents of a referral to Local Authority.  Furthermore there is 
no longer the allocation of 15 days to improve the attendance and eradicate the fine. 
 
What is the fine? 
 
If paid within the first 21 days, the fine is £60. 
 
After that, the fine increases to £120, which must be paid within 28 days of the notice being 
issued. 
 
How do I pay? 
 
The information on how to pay is included on the Fixed Penalty Notice.  
Payment cannot be made in part or by instalments. 

 
 



Fixed Penalty 
Notices 

What happens if I don’t pay? 
 
If you don’t pay within the 28 days, the Authority will consider instigating a prosecution in the 
Magistrates Court for the offence of poor school attendance.  If proven this could result in a fine 
of up to £1000 per parent per child and/or a parenting order or a community service order and 
also costs. 
 
Please note under the Prosecution of Offences Act 1985 (Criminal Courts Charge) Regulations 
2015 the court will automatically include Costs to the court of a minimum of £150 if you are found 
guilty of the offence. This is in addition to any other costs requested by the prosecution. 
 
Can I appeal? 
 
NO. There is no statutory right of appeal once a notice has been issued. You can make a 
representation once a warning has been issued should you wish. 
 
Can I be prosecuted if I pay the Fixed Penalty Notice but my child is still missing 
school? 
 
You won’t be prosecuted for the period included in the Fixed Penalty Notice, however, a 
prosecution might be considered for further periods of poor attendance, each case is considered 
individually by the Education Welfare Service. 
 
Can I get help if my child is not attending school regularly? 
 
Yes - both the school and the Education Welfare Service can offer support and advice to help 
secure improvement in your child’s attendance. It is important you seek help at the earliest 
opportunity. 

 

REMEMBER 

 
The Education Welfare Service would rather work with parents/carers to resolve poor attendance 
than resort to enforcement actions like Fixed Penalty Notices or Court. 
 
They will only be used if this is the ONLY way of securing a child’s attendance at school. 
 
 

Pupil Entitlement Investigation 
Fixed Penalty Notice Team 

West Sussex County Council 
Centenary House 

Worthing 
West Sussex 

Email: FPN.EWSO@westsussex.gov.uk 
Advice Line:  03302 228200 



ATTENDANCE 
Do you know what your attendance is? 

Are you RED, AMBER or GREEN? 

How can you improve your attendance? 

Why should you want to? 

              Students who have 100% attendance 
             will be able to make the best of all the  
           opportunities available to them. 
          Children who have very good attendance 
       are more likely to gain 5 or more GCSEs or 
      equivalent qualifications. 

‘There is a clear link between poor attendance at school and lower academic 

achievement; students having low levels of attendance will almost certainly find 

their education and life chances will suffer!’ 

            Students with less than 90% attendance  
          are less likely to gain good GCSEs. Poor 
        attendance will have a serious impact on 
       education, work ethic and life chances. 

                If your child’s attendance is below  
             expectations for their entire school  
           career, they will have missed over one 
          year’s education. On average, 91.1% 
        attendance is the equivalent to missing 
      17 days of school in one year. This, on 
     average, also means dropping one whole 
    GCSE grade. 


