
 

 

 

 

 

Dear parents/carers, 

I am writing to remind you of our intention to adopt the use of Fixed Penalty Notices (FPNs) in our attendance policy. 

In some circumstances following the Education (Penalty Notices) (Wales) Regulations 2013 and Welsh Assembly 

Government guidelines, it may be appropriate that Educational Welfare Service in consultation with the school to issue 

parents/carers with a Fixed Penalty Notice (FPN). Circumstances when they could be used as follows:  

➢ When a child has a minimum of ten unauthorised sessions recorded during the academic year (these do not need to 
be consecutive and please note that a school day is divided into two sessions, am and pm);  

➢ In response to persistent late arrival at school i.e. after the registration period. Again this will be when there are at 
least ten recorded late marks during the academic year;  

➢ For unauthorised holiday absence. Parents are advised that taking a family holiday during term time may result in an 
FPN payment;  

➢ If a parent /carer does not attempt to engage with the school or Local Authority regarding their child’s absence;  

➢ If a student regularly comes to the attention of the police during school hours without an acceptable reason, the 
police authority may request the Local Authority issue an FPN. Before a Fixed Penalty Notice is issued, parents will 
receive a written warning outlining the extent of their child’s absence and the possibility of them receiving a Penalty 
Notice if attendance isn’t improved. FPNs for unauthorised holidays will not require a written warning. 
 
In addition, Leave of absence during term time will be discouraged. Parents and carers do not have the automatic right 

to withdraw their children from school for an annual holiday and will be reminded of the effect that absence can have 

on a student’s potential achievement.  

Approval of absence for family holidays is entirely at the discretion of the school. If a parent or carer needs to take a 

child out of school for a holiday then they must complete the Holiday Notification Form and submit this to the school no 

less than 4 weeks (not including school holidays) before the start date of the holiday. The school will consider each 

notification on its own merits and will consider several factors including but not limited to:  

• the time of year of the proposed trip;  
• length and purpose of the holiday;  
• impact on continuity of learning;  
• circumstances of the family;  
• the overall attendance pattern of the child.  

Term time holidays are not generally authorised as students’ absence in term time can seriously disrupt their continuity 

of learning. Not only do they miss the teaching provided on the days they are away, they are also less prepared for the 

lessons building on that after their return. There is a consequent risk of their underachievement. Unauthorised holiday 

absences may be subject to a Fixed Penalty Notice issued by the local authority. 

 

 
 
 
 



 

 
 
 
 
 
 
The importance of good attendance 
Research has proven irrefutably that students who attend school regularly are far more likely to maximise their 
educational potential. Additionally, the more time a child spends around other children, whether in a classroom or taking 
part in extracurricular activities, the more chance they have of making friends and feeling included, boosting social skills, 
confidence and self-esteem. 
 

Schools and parents have a legal obligation for ensuring registered students attend school regularly and at Croesyceiliog 
we aim to offer the appropriate support where there may be difficulties.  We recognise that some children will be unable 
to attend school every day due to illness or because of exceptional circumstances (which would need to be discussed with 
the headteacher). Other than in these special cases, your child should be attending school every day. 
 

 

We would also like to stress the importance of good punctuality and being on time for school which begins at 8.40am. 
Every school day begins with form period which includes whole school assemblies including important messages, Thought 
for the Week, numeracy activities and our Personal Development Curriculum sessions. It is also very important that 
children establish good routines and habits in preparation for the rest of their lives. Punctuality is a life skill that they need 
to develop whilst they are young. It is essential that you ensure that your child arrives at school on time to prevent 
disruption to your child’s own learning and that of others. 

Reporting your child’s absence 
To report your child’s daily absence from school, please contact us via the School Gateway App as this is the most efficient 
way for the absence to be recorded. We appreciate that parents are perhaps used to making phone calls to school for 
absences however the School Gateway is the most efficient way to communicate with school. 
 
We appreciate your continuing support in helping your child achieve excellent attendance.  If you are experiencing any 
difficulties with your child’s attendance or punctuality or would like to discuss any issue regarding attendance, please do 
not hesitate to contact me or the Attendance Officer, Mrs C Davies or your child’s Director of Wellbeing or Progress Leader 
and Wellbeing Achievement Officer. 
 
To strengthen the wellbeing support available with regards to attendance, we have appointed Mrs C Davies (formerly 

Leader of Wellbeing for Year 11) as our Attendance and Community Engagement Officer and if you have any concerns 

regarding your child’s attendance or you need any support with attendance, please contact Mrs Davies via 

cro.ace@croesy.schoolsedu.org.uk 



 

 

 

 

 

 

Thank you for your continued support 

Yours sincerely 

D. Mutlow 

Mr D. Mutlow 

Deputy Headteacher 

 

 

 


