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Tuesday 30th June 2026
Dear Families, 
[bookmark: _GoBack]Attendance Expectations and Next Steps
At Birchwood Avenue Primary School, we are committed to ensuring that every child has the best possible opportunity to succeed. Regular school attendance is essential for children’s learning, wellbeing, and long-term outcomes.
Over time, we have identified that attendance across the school is an area of significant concern. While we have worked closely with families to offer support, guidance and flexibility where appropriate, overall attendance rates have not improve and we are currently on the 11th percentile, meaning 89% of schools have better attendance than us. 
Until now, we have issued very few Fixed Penalty Notices (FPNs), as our priority has been to work collaboratively with families and to avoid escalation wherever possible. However, despite this supportive approach, attendance has not improved sufficiently.
As a result, we will now follow national guidance and local authority expectations more robustly.
Attached to this letter is a clear flow chart which explains the attendance process that will now be followed consistently, as well as an absence request form which families will be expected to complete prior to a planned leave of absence. 
Key points for parents and carers:
· Parents must inform the school on each day of absence.
· The school will determine whether an absence is authorised or unauthorised.
· Absence will only be authorised in line with government guidance. This includes illness or other valid reasons. Requests for leave of absence during term time will only be authorised in very exceptional circumstances, and this is at the discretion of the attendance team.
· Unauthorised absences will be closely monitored.
· Where absence reaches the national threshold (10 sessions – equivalent to 5 school days – within a rolling 10 school week period), a Fixed Penalty Notice will be considered in most circumstances.
· The school also has a legal duty to inform the Local Authority where absence becomes persistent or concerning.
This approach is in line with government regulations and Hertfordshire Local Authority guidance, and is not discretionary.
We want to be clear that our intention is not to penalise families, but to ensure that all children attend school regularly and receive the education they are entitled to. We will continue to work with families to offer support, especially where there are genuine barriers to attendance, including health needs or emotionally based school avoidance.
However, expectations around attendance are non-negotiable, and the process outlined will be applied consistently to all families.
If you are experiencing difficulties with your child’s attendance, we strongly encourage you to contact the school as soon as possible so that we can work together to support you.
Thank you for your continued support.
Yours sincerely,

Amy James
SENDCo / Deputy Headteacher
Birchwood Avenue Primary School
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