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Appendix B: Outstanding unexplained absence letter 

  
Dear parent/carer 

 

 

Archdiocese of Birmingham 

ST. MARY'S CATHOLIC PRIMARY 
SCHOOL 

Vivian Road, Harborne, Birmingham, B17 0DN 

Telephone: 0121 464 2141   

Email: enquiry@stmaryrc.bham.sch.uk 

www.stmaryrc.bham.sch.uk 

Headteacher: Mrs L. J. Yorke  M.Ed. 
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Student name and class 
  
It appears from our records that ………….. has been absent from school since                        

. We have not heard from you regarding this absence and have not been successful in 

contacting you to discover the reason why.  

  
It is very important that parents inform the school by telephone, letter or personal visit, of 

any absence on the first and each subsequent day that your child is absent.  

  
There is a twenty-four hour answer line available for all pupil absences to be recorded 

on.  Please call the school number and leave a message so that the office staff can 

pick it up, inform the class teacher and record officially.  

  
I would also be obliged if you would complete the form below and return it to the school 

office as soon as possible.  

Yours sincerely,  

 

 

  
L. Yorke    
 
Mrs Louise Yorke 

Headteacher  

 
………………………………………………………………………………………………… 

Please Return to the School Office  

  
Child’s name ________________ Class ___________________ 

 

Reason for absence:  

 

  
 
 
 
 
Parent name ________________________  Signature _________________________ 
 
 

Appendix C: Leave in Term Time Request Form  

EXCEPTIONAL CIRCUMSTANCES – PUPIL TERM TIME LEAVE REQUEST  

(to be completed by parents/carers only) 

 
 
Pupil’s Name   …………………………………  D.O.B …………..   Class ………                                       

 
Pupil’s Name  …………………………………   D.O.B …………..   Class ………   
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Pupil’s Name  …………………………………   D.O.B …………..   Class ………  
  
Pupil’s Name   …………………………………   D.O.B …………..   Class ……… 

                                                                 
 
I request permission for the above named pupil(s) to be granted leave during the school term.   
 
Reason for request 
 
  
…………………………………………………………................................................................................... 
 
................................................................................................................................................................. 
 
…………………………………………………………................................................................................... 
 
................................................................................................................................................................. 
 
…………………………………………………………................................................................................... 
 
................................................................................................................................................................. 
 
…………………………………………………………................................................................................... 
 
................................................................................................................................................................. 
 
 
Dates of absence 
 
 
From ………………………………… To ………………………. No of school days ………….. 
 
 
Address where we will be staying……………………………………………………………………………. 
 
…………………………………………………………................................................................................... 
 
................................................................................................................................................................. 
 
 
Email address………………………………………………………………………………………………….. 
 
 
Phone Number………………………………………………………………………………………………… 

 
 
 
 
I/We understand that if leave is agreed: 

• if travelling abroad, I / we will supply a copy of the return travel documentation. 

• I / we will supply the name and phone number of a contact person whilst abroad. 
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• if I / we do not return at the agreed time; I / we am / are aware that I / we may be issued with a 
penalty notice.   If I do not pay the fine, the case may be referred to Court which could result in 
a fine of up to £1000 per child and a criminal record.   

• In exceptional circumstances penalty notices may not be issued and cases may be taken 
straight to Court. 
 

Parent/Carer Name 

…………………………………………………………….. 

DOB………………………………………………………. 

Address…………………………………………………. 

……………………………………………………………. 

Signature………………………………………………. 

Date…………………………………………………….. 

Parent/Carer Name  

……………………………………………………… 

DOB……………………………………………….. 

Address………………………………………….. 

…………………………………………………….. 

Signature………………………………………… 

Date………………………………………………. 

 
 
Request agreed / denied  
 
 
Signed ……………………………… ….  Date ………………………….. 
 
 
Head Teacher        

 

 

 

 

 

 

 

 

Appendix D – Leave in Term Time – Approved 

 
EXCEPTIONAL CIRCUMSTANCES - AUTHORISED 

 

This contract is an agreement between 
 
The Parents/Carer of …………………………………………………….and the school. 
 
 
We have agreed that …………………………………..…. will be absent from school  
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from (date)………………………………to (date)………………………………………. 
 
 
The absence is due to exceptional circumstances and needs to take place at this  

 

time because ………………………………………………………………………………… 

 

…………………………………………………………………………………………………. 

 
 
He/she will return to school on or before …………………………………………………. 
 
The address he/she will be staying at whilst on leave is ………………........................ 
 
…………………………………………………………………………………………………. 
 
The email address we can be contacted at is enquiry@stmaryrc.bham.sch.uk 

The phone number we can be contacted on is 01214642141 

 
It is understood that if he/she does not return by the agreed date: 

• the Local Authority may take legal action/issue a Penalty Notice to each parent for 
each absent child;  

• he/she may be reported to the Local Authority as a missing child and/or removed 
from the school register in accordance with the Education (Pupil Registration) 
(England) Regulations 2006. 

 
 
Parent’s/Carer’s signature:  ………………………………………………… 
 
Head teacher’s signature:  …………………………………………………. 
 
Date:  …………………………………………………………………………. 

 
 

Appendix E – Leave in Term Time – Denied  
 

EXCEPTIONAL CIRCUMSTANCES - UNAUTHORISED 

 
 
Dear «ParentTitle» «ParentLastName» 

 
Thank you for your recent leave of absence request. 
 
On this occasion I am not able to authorise your child’s leave of absence. 
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If the request is due to a family emergency, careful consideration is required as to whether it is 
appropriate or in the best interest of the child to miss school for emergencies being dealt with 
by adult family members.   
 
It is essential for your child to be in school regularly to benefit fully from their educational opportunities.  
Good attendance will ensure that your child can reach their full potential. To achieve this, your child 
needs to attend school every day.  For example, two weeks absence is equivalent to around 50 
lessons missed which will never be repeated.   

 
Please be aware that where schools are concerned about a child/young person’s absence levels, 
whether absence is authorised or unauthorised, it is important that the school act to improve 
attendance levels at the earliest opportunity. School will be required to follow the ‘FAST-track to 
Attendance’ procedure where there are concerns about unacceptable levels of individual pupil 
absence. 

 
 
Yours sincerely, 
 
 
 
 
Mrs L. Yorke 
Head Teacher 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix F – Leave in Term Time – Denied (LD1 letter – more than 10 sessions 
of absence) 
 
LD1     
 

Ref:  

Insert date 
 
«ParentTitle» «ParentFirstName» «ParentLastName» 
«AddressLine1» 
«AddressLine2» 
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«City» 
«PostCode» 
 
Dear «ParentTitle» «ParentLastName» 

 
Re: «ChildFirstName» «ChildLastName» - D.O.B. «ChildDOB» 
       Yr «YearGroup» at «SchoolName»  
 
Thank you for your recent leave of absence request. 
 
On this occasion I am not able to authorise your child’s leave of absence. 
 
Section 444 of the Education Act 1996 states that:  
 
‘If a child of compulsory school age, who is a registered pupil at a school, fails to attend regularly at 
the school his/her parent(s) are guilty of an offence’. 
 
If you decide to take the leave the absence will be marked as unauthorised and may result in a 
Penalty Notice being issued or legal action taken.   
 
If the request is due to a family emergency, careful consideration is required as to whether it is 
appropriate or in the best interest of the child to miss school for emergencies being dealt with 
by adult family members.   
 
It is essential for your child to be in school regularly to benefit fully from their educational opportunities.  
Good attendance will ensure that your child can reach their full potential. To achieve this, your child 
needs to attend school every day.  For example, two weeks absence is equivalent to around 50 
lessons missed which will never be repeated.   

 
We are sure you would not wish to jeopardise your child’s academic progress by taking them 
away at this time. 
 
Yours sincerely, 

 
 
Mrs L. Yorke 
Head Teacher 
Enclosure:  copy of ‘Leave of Absence Request Form’ 

 

Apprendix G – Leave in Term Time - Denied (LD2 letter – no absence request 
made by parents) 

 
LD2   
 

Ref:  
 

mailto:enquiry@stmaryrc.bham.sch.uk


 

 

 

January 2024   
To be reviewed January 2026 

 

 

Archdiocese of Birmingham 

ST. MARY'S CATHOLIC PRIMARY 

SCHOOL 
Vivian Road, Harborne, Birmingham, B17 0DN 

Telephone: 0121 464 2141   

Email: enquiry@stmaryrc.bham.sch.uk 

www.stmaryrc.bham.sch.uk 

Headteacher: Mrs L. J. Yorke  M.Ed. 
 

 

 

 

 

 

 

 

 

 

 

  

 

23 

Insert date 
 
«ParentTitle» «ParentFirstName» «ParentLastName» 
«AddressLine1» 
«AddressLine2» 
«City» 
«PostCode» 
 
Dear «ParentTitle» «ParentLastName» 

 
Re: «ChildFirstName» «ChildLastName» - D.O.B. «ChildDOB» 
       Yr «YearGroup» at «SchoolName»  
 
This letter is sent to parents/carers whose child is/has been absent from school due to 
possible unauthorised leave in term time. 
 
Although you may have contacted school after the leave commenced to explain the 
circumstances, or, asked a friend/relative to notify the school, please be aware that the 
Education (Pupil Registration) (England) Regulations (Amendment) 2016 do not allow for 
retrospective authorisation of leave in term time.  In addition, if you asked a friend/relative to 
contact the school on your behalf, their explanation could not be accepted as parents must 
contact the school directly themselves.    
 
If it was not unauthorised leave but illness which caused your child’s absence you will need 
to provide medical evidence to the school in order for it to be authorised.  This could include: 
 

• Medical appointment card with one appointment entered 

• Letter from a professional such as a hospital Consultant or Psychologist 

• Evidence of a consultation with NHS 111 

• Medication prescribed by a GP 

• Copy of prescription 

• Print screen of medical notes 

• Letters concerning hospital appointments 

• Slip with date, pupils name and surgery stamp, signed by Receptionist 

• Evidence of a positive Covid-19 test 
 
Doctors or GP ‘sick’ notes are not required unless the child has been treated abroad.   
 
Section 444 of the Education Act 1996 states that:  
‘If a child of compulsory school age, who is a registered pupil at a school, fails to attend 
regularly at the school his/her parent(s) are guilty of an offence’.  Unauthorised absence may 
result in a Penalty Notice being issued or legal action being taken against you.   
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I would also advise that if your child is still currently absent, you must return the child to 
school with immediate effect unless you have medical evidence that the child is too ill to 
attend. 
 
If you haven’t already done so, please contact the school urgently regarding the 
circumstances of your child’s absence. 
 
Yours sincerely, 
 
 
Mrs L. Yorke 
Head Teacher 
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Appendix H – School Attendance Letter BCC 

School Attendance – a very important message for all 
parents/carers 

September 2023 

 
Important - please read! 

Date 

 

Dear Parent/Carer, 
 
This is an important update about school attendance for the 2023/24 academic year. 
St Mary’s Catholic Primary School is working in partnership with parents and the 
Local Authority to improve school attendance.    
 
A big thank you to the majority of parents who make sure their children attend 
school regularly, particularly during the current cost of living crisis impacting 
families.   
 
Your efforts, working in partnership with the school, will ensure that your child will 
have the best chance to achieve their academic potential and have real opportunity 
in further education and the world of work. It will also enable your child to: 
 

• access the lessons needed to achieve their expected grades 

• maintain friendships and develop new ones 

• have access to social and sporting events offered by the school 

• explore potential careers  

• develop work habits such as good punctuality which are essential to thrive in 
the world of employment 

 
How does your child compare? 

Attendance during 
one school year 

equals this 
number of days 
absent 

which is 
approximately this 
many weeks 
absent 

which means this 
number of lessons 
missed 

95% 9 days 2 weeks 50 lessons 

90% 19 days 4 weeks 100 lessons 

85% 29 days 6 weeks 150 lessons 
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If you are worried about your child/children’s attendance the first port of call is to 
discuss your concerns with the school directly. The school has specialist staff who 
may be able to help, and all schools work closely with health and council teams who 
may also be able to help if needed.  If you have concerns about mental health; 
domestic abuse; parenting; bereavement; finance; problems with drugs and alcohol; 
you can find help and support from the ‘From Birmingham with Love’ webpage: 
From Birmingham with Love 
 
Additionally, Birmingham City Council provides online information and guidance to 
parents on school attendance which you can access here: 
School Attendance Information for Parents 
 
It may be tempting to book a family holiday in term time to save on costs during the 
cost of living crisis.  Parents have also told us that the impact of industrial action in 
schools and the recent pandemic has made them even more likely to book holidays 
during the school term.    
 
However, now is not the time for children to miss even more school.  Family holidays 
in term time are not allowed in law and are very unlikely to be authorised.  Taking 
children on leave without applying for authorisation may mean the school has to 
report your child as ‘missing’ to the local authority and holidays cannot be authorised 
retrospectively in law.  Adding even more absence to the time children have missed 
because of school closures only means that the children miss even more lessons 
that will not be repeated.   
 
Family emergencies also need careful consideration. It is not always appropriate or in 
the best interests of the child to miss school for emergencies which are being dealt 
with by adult family members. Notifying the school of leave due to a family 
emergency does not mean it will be authorised.  
    
Please note that where parents fail to ensure their child attends school 
regularly, legal action, including penalty notices, may be considered.   
 
We wish you and your child/children all the best for the new academic year.   
 
Kind regards 
 
Education Legal Intervention Team 
Birmingham City Council                                    
 

Mrs L. Yorke 
 
Head teacher  
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Appendix I – Punctuality Letter 
«ParentTitle» «ParentFirstName» «ParentLastName» 
«AddressLine1» 
«AddressLine2» 
«City» 
«PostCode» 
 
Dear «ParentTitle» «ParentLastName» 
 
Re: «ChildFirstName» «ChildLastName» 
 
Your child, «ChildFirstName» «ChildLastName» has been identified as having poor 
punctuality at «School_name» School.   
 

As you may be aware, the law treats some persistent lateness in the same way as 
irregular attendance and parents may be prosecuted by the Local Authority if late arrival 
is not resolved. 
 
I have to advise you as a parent/carer of a child of statutory school age, you have a 
legal responsibility to ensure full time education suitable to the child’s age, ability and 
aptitude and any special educational needs the child may have, either by regular 
attendance at school or otherwise.  (Education Act 1996) 

 

Minutes late 
per day during 
the school year 

 

Equals days worth of 

teaching lost in a year 

 

5 mins 3.4 days 

10 mins 6.9 days 

15 mins 10.3 days 

20 mins 13.8 days 

30 mins 20.7 days 

 

Poor punctuality can lead to your child… 

• Feeling embarrassed in front of their friends 

• Missing the beginning of vital lessons 

• Missing important instructions for the rest of the school day 

• Learning bad habits which could affect their employability in the future 
 

If your child is having any difficulties that you wish to discuss, contact me immediately.   If 
you have other concerns about your child or other difficulties you would like support with, 
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please contact the school who may be able to assist in the form of an early help assessment.  
You can also find help and support here: 
From Birmingham with Love 
 
Your child’s punctuality must now improve or the school may have no option but to take 
further action against you.   
 
If you call and I am not available, please leave a message and telephone number and I will 
call you back. 

 

Yours sincerely, 

 

L. Yorke  
 
Mrs Louise Yorke 

Headteacher  
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Appendix J – Medical Absence and no Authorisation Letter 

 
Ref:  
 

Insert date 

 
«ParentTitle» «ParentFirstName» «ParentLastName» 
«AddressLine1» 
«AddressLine2» 
«City» 
«PostCode» 
 
 
Dear «ParentTitle» «ParentLastName» 
 
Re: «ChildFirstName» «ChildLastName» - D.O.B. «ChildDOB» Yr «YearGroup»  
 
Your child’s poor attendance at school this year is causing serious concern as 
he/she has been absent for number of sessions out of a possible number of 
sessions.  This will make it much harder for your child to achieve good results in their 
school work. Most/All of the absence has been due to illness or for medical reasons.  
 
Unfortunately, due to the high levels of absence from school, the Head Teacher can 
no longer authorise any absence for medical reasons unless supported by 
medical evidence.  If you have concerns about your child’s health and wellbeing, we 
are able to make a referral to the School Nurse with your consent if we haven’t done 
so already.  High levels of illness absence may also warrant a discussion with your 
GP to rule out any underlying medical conditions and we would urge you to make an 
appointment at the earliest opportunity. 
 
Should Pupil’s name have any further sessions of absence because of illness or 
medical reasons you are strongly advised to provide one of the following which may 
enable the Head Teacher to authorise your child’s absence: 
 

• Medical appointment card with one appointment entered 

• Letter from a professional such as a hospital Consultant or Psychologist 

• Evidence of a consultation with NHS 111 

• Medication prescribed by a GP 

• Copy of prescription 

• Print screen of medical notes 

• Letters concerning hospital appointments 
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• Slip with date, pupils name and surgery stamp, signed by Receptionist 
 
Doctors or GP ‘sick’ notes are not required.  Please do not request these from 
your GP as s/he will not be able to provide one. 
 
Please be aware that telephone calls and handwritten notes from a parent/carer are 
not acceptable as medical evidence when attendance is of serious concern.  
 
I have to advise you as a parent/carer of a child of statutory school age, you have a 
legal responsibility to ensure full time education suitable to the child’s age, ability and 
aptitude and any special educational needs the child may have, either by regular 
attendance at school or otherwise (Education Act 1996 Section 444).   

 

We work with parents to improve school attendance. Good attendance will mean that 
your child is able to achieve the best grades for their ability and have real opportunity 
in further education and the world of work. Absence disrupts the education of the 
individual pupil and the whole class.  Children who do not attend regularly: 

 

• do not achieve well in exams 

• find it difficult to maintain friendships 

• miss out on social events  

• are more likely to become involved in crime 
 
If you have other concerns about your child or other difficulties you would like support 
with, please contact the school who may be able to assist in the form of an early help 
assessment.   You can also find help and support here: From Birmingham with Love 
 
If you wish to discuss the contents of this letter or your child’s attendance please 
contact me. If you call and I am not available, please leave a message and contact 
telephone number and I will call you back. 
 
Yours sincerely, 

 
L. Yorke 
 
Mrs Louise Yorke  

Headteacher  
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Appendix K – Head Teacher Concern Letter 

«ParentTitle» «ParentFirstName» «ParentLastName» 
«AddressLine1» 
«AddressLine2» 
«City» 
«PostCode» 
 
Dear «ParentTitle» «ParentLastName» 
 
Re: «ChildFirstName» «ChildLastName» - D.O.B. «ChildDOB» Yr «YearGroup»  
 
I’m writing to you to express concern about «ChildFirstName» attendance in school.  As you 
may be aware, it is the legal responsibility of parents to ensure children attend school 
regularly. 
 
We work with parents/carers to help improve school attendance. Good attendance will mean 
that your child is able to achieve the best grades for their ability and have real opportunity in 
further education and the world of work. Absence disrupts the education of the individual 
pupil and the whole class.  Children who do not attend regularly: 

• do not achieve their potential in exams 

• find it difficult to maintain friendships 

• miss out on social events  

• are more likely to become involved in crime 

• are less likely to earn high wages as adults 
 
If you feel your child has ongoing or unresolved medical issues, we can arrange for a referral 
to the school nurse. You are also advised to approach your doctor urgently and to inform the 
school of the outcome.  If there are other difficulties affecting your ability to ensure your child 
attends school regularly, we may be able to help and offer an early help assessment so 
please contact us urgently to arrange a meeting.  You can also find help and support here: 
From Birmingham with Love 
 
If you wish to discuss the contents of this letter or your child’s attendance, please contact the 
school. If you call and there is no one available, please leave a message and contact 
telephone number and we will call you back. 
 
I hope this is helpful to you and we look forward to seeing «ChildFirstName» in school more 
regularly from now on. 
 
Yours sincerely, 

 
 

L. Yorke   
Mrs Louise Yorke  

Headteacher  

mailto:enquiry@stmaryrc.bham.sch.uk
https://www.birmingham.gov.uk/love
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Appendix L – Attendance Support Letter 
 
Insert date 
 
«ParentTitle» «ParentFirstName» «ParentLastName» 
«AddressLine1» 
«AddressLine2» 
«City» 
«PostCode» 
 
 
Dear «ParentTitle» «ParentLastName» 
 
Re: «ChildFirstName» «ChildLastName» - D.O.B. «ChildDOB» Yr «YearGroup»  
 
I’m writing to you to express concern about «ChildFirstName» attendance in school.   
 
Unfortunately, despite our best efforts to support you, including inviting you to a 
school attendance review meeting, it appears that «s/he» still has unauthorised 
absence from school. 
 
We have been advised to notify the local authority of our concerns.  Therefore, 
someone from the Education Legal Intervention Team will be in contact with you 
shortly.  I would urge you to use the opportunity to discuss your concerns with the 
officer in order to resolve matters without the need for legal action to be instigated, 
and to ensure your child has no further unauthorised absence. 
 
 Section 444 of the Education Act 1996 states that: ‘If a child of compulsory school 
age, who is a registered pupil at a school, fails to attend regularly at the school 
his/her parent(s) are guilty of an offence’. 
 
In the meantime, I look forward to seeing «ChildFirstName» in school more regularly 
from now on.  
 
I hope this is helpful to you. 
 
 
Yours sincerely, 

 

L. Yorke 
Mrs Louise Yorke  

Headteacher  
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Appendix M – Invitation to School Attendance Review Meeting 

Ref:  

Insert date 
 

«ParentTitle» «ParentFirstName» «ParentLastName» 

«AddressLine1» 

«AddressLine2» 

«City» 

«PostCode» 

FAST-track to Attendance 
Invitation to a School Attendance Review Meeting 

 

Dear «ParentTitle» «ParentLastName» 

 

Re: «ChildFirstName» «ChildLastName» - D.O.B. «ChildDOB» 

       Yr «YearGroup» at «SchoolName» 

 

There have been continuing difficulties concerning the attendance of your child «ChildFirstName» 

«ChildLastName» at «SchoolName». 

 

To assist you, the school have tried to engage with you to offer additional support such as Early Help 

to improve «ChildFirstName»’s attendance and prevent the need for legal action.  

 
In an attempt to resolve issues regarding attendance, a formal School Attendance Review Meeting has 

been arranged at «SchoolName» on «AppointDate» at «AppointTime».    

 

It is very important that you attend. Your co-operation is essential.   

 

This meeting is an opportunity for you to discuss any matters of concern.  If you now require Early 

Help, you must attend the meeting after which an assessment can be arranged. 

 
Failure to attend this meeting and further unauthorised absence could result in you being prosecuted in 

court or a penalty notice being issued.   

 

I have to advise you as a parent/carer of a child of statutory school age, you have a 
legal responsibility to ensure full time education suitable to the child’s age, ability and 
aptitude and any special educational needs the child may have, either by regular 
attendance at school or otherwise (Section 444, Education Act 1996).   

Please contact me urgently on the telephone number provided if you are unable to attend.  If 
I am not available, please leave a message and contact telephone number. 

Yours sincerely 

L. Yorke 

Mrs Louise Yorke (Headteacher)  

mailto:enquiry@stmaryrc.bham.sch.uk
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Appendix N – School Attendance Review Meeting – Record Sheet 
 

School Attendance Review Meeting Record Sheet 

(If the parents/carers do not attend, please go straight to page 7 and complete the sheet) 

 

Meeting held on: …………………………………………………………………………….. 

 

At: …………………………………………………………………………………………… 

 

Attended by: 

……………….……………………………………………………………………….... 

………………………………………………………………………………………… 

………………………………………………………………………………………… 

 

IMPORTANT: Before we start the meeting, do you, your child or any member of your 

household currently have symptoms of Covid-19? 

Y  N  
 

If yes, and the meeting is being held in person, you must end the meeting and check that 

the family is following the most current advice from Public Health England and the 

Department for Health and Social Care. The family must be advised to seek an urgent 

Covid 19 test and provide the school with a copy of the test outcome as soon as it is 

available. 

 

Introduction 

Thank you for attending this School Attendance Review Meeting. The meeting will provide 

you with the opportunity to explain why your child/ren has/have had unauthorised absence. (if 
there is more than one child in the family, record information on separate sheets from page 2 onwards).  

 

Child Name………………………………………. 

DOB………………………………………………. 

Address…………………………………………... 

…………………………………………………….. 

…………………………………………………….. 

Child Name………………………………… 

DOB………………………………………… 

Address……………………………………. 

……………………………………………… 

……………………………………………… 

mailto:enquiry@stmaryrc.bham.sch.uk
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Parent/Carer Name 

………………………………………………………… 

DOB………………………………………………. 

Address………………………………………….. 

……………………………………………………. 

……………………………………………………. 

Relationship to child/ren 

…………………………………………………….. 

Parent/Carer Name  

……………………………………………… 

DOB……………………………………………. 

Address……………………………………. 

……………………………………………… 

……………………………………………… 

Relationship to child/ren 

……………………………………………… 

  

If only one person attends the SARM:  

Do you have a partner who lives at this address? If so what is their name? 

Parent/Carer Name ……………………………………………………… 

DOB…………………. 
 

Relationship to child/ren: 

…………………………………………………………………………. 
 
 
For a parent who lives at a different address from child/ren describe all contact they have with 

child (how often/do they stay overnight/are they involved regarding their child/ren’s 

education etc) 

 

……………………………………………………………………………………………… 

 

……………………………………………………………………………………………… 

 

……………………………………………………………………………………………… 

 
 

“You now have an opportunity to explain why your child has poor attendance.  I am going 

to ask you some questions. Please answer them as fully as possible.” 
 

(Note that it is acceptable for staff to assist parents in answering the questions if necessary) 
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1. Have you or any of your family had Covid 19?  If yes what happened? 

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

………………………………………………………………………………………………… 

 

2. Are there any members of your household who were previously shielding?  If so, now that 

shielding has ended, is that related to your children’s non attendance in school?       

…………………………………………………………………………………..……………… 

………………………………………………………………………………………………… 

…………………………………………………………………………………..……………… 

………………………………………………………………………………………………… 

 

3.Has your child been too ill to attend school for reasons other than Covid-19 on some or all 

of these periods of absence? (Show copy of attendance printout)             

                                                  Y  N  

If yes: 

What illness has the child had?….……………………………………………………………… 

…………………………………………………………….………………………………...… 

…………………………………………………………………………………….……….…… 
 

Have you taken your child to a GP or Consultant?                                  Y  N  
 

What advice did they give you?………………………………………………….…………… 

………………………………………………………………………………………………....... 

……………………………………………………………………………………………..…… 
 

Do you have medical evidence i.e. a medical appointment card with one appointment entered, 

letter from a professional, doctor’s note (not required), medication prescribed by a doctor, 

copy of a prescription, print screen of medical notes, letters concerning hospital appointments 

or any other relevant evidence? Handwritten notes or telephone calls from parents are not 

acceptable when attendance is of serious concern. 
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                                                                          Y  N  
 

 

If a doctor has not been consulted, why not? ………………………………………………… 

…………………………………………………………………………………..………………

……..…………………………………………………………………………………………… 

 

Do you consent to a school nurse referral if needed?   

                                                                          Y  N  

 
If yes, what is the name of your child’s GP and which surgery are they registered with please? 

If no, what is the reason for this? 

.......................................................................................................................................................

.......................................................................................................................................................

..................................................................................................................................... 
 

 

4. Are any other agencies or professionals (involved with) working with your family? 

                   Y  N  
If yes, who are they and what work are they doing with your family? 

…………........................................................……………………..…………………...……… 

…………………………………………………………………………………..……………… 

………………………………………………………………………………………………… 
 

5. Has your child been bullied?           Y  N  

If yes, who have you reported this to in School and what action was taken?  

………………………………………………………………………………………………… 

………………………………………………………………………………………………… 

………………………………………………………………………………………………… 
 

If this has not been reported, why not?  

…………………………………………….…………………………………………………… 

………………………………………………………………………………………………… 

………………………………………………………………………………………………… 
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Is this matter now resolved?                                                                        Y  N  

 

 

6. What actions have you taken to get your child to attend School?         

…....……………………………………………………………………………………………

….…...………………………………………………………………………………….………

….…………..…………………………………………………………………………………… 

………………………………………………………………………………………………… 

 

        7. Are there any other reasons at all, such as difficulties at home, housing problems, illness  

        or disability issues, relationship or behaviour difficulties etc., which you think may be affecting 

        your child’s ability to attend School regularly? 
                                                                        Y  N  

 

        If yes, could you please outline the difficulties the family is experiencing?  

..……………………………………………………………………………………………..…..

……..…………………………………………………………………………………………… 

…………………………………………………………………………………………………

……….………………………………………………………………………………………… 
 

Would you like some assistance from relevant services in order to help to resolve these 

difficulties via an Early Help Assessment? 

                                                                        Y  N  
 

 

       8. Are there any travel issues affecting your child attending School regularly?  
        (Discuss transport arrangements at this point if pupil is in receipt of home / school transport) 

..……………………………………………………………………………………………..…..……. 

……..…………………………………………………………………………………………………. 

………………………………………………………………………………………………………… 

………………………………………………………………………………………………………… 
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Action Plan 
 

“We are now going to agree on an Action Plan.” 

 
(All paperwork must be legible and signed, photocopied 

and a copy given to each parent at the end of the 

meeting - all 5 pages of this document. Send a typed 

copy of the Action Plan if writing is not easy to read). 
 

Actions by parent/carer 

 

o Ensure your child attends school every day it is open, on time, escorting them into school and 

handing them over to a named person if necessary. (If the parent is required to hand the child over 

to a member of staff / School Reception, please record arrangements here:) 

…………………………………………………………………………………………………

……….………………………………………………………………………………………… 

o Contact school on the first day of every absence before 9.30am stating the reason for absence 

and the likely return date.  

o Take your child to the doctor if unwell and provide the school with medical evidence i.e. an 

appointment card with one appointment entered, letter from a relevant professional, hospital 

letter concerning appointments, medication prescribed by a doctor, copy of prescription, print 

screen of medical notes or any other medical evidence which enables the Head Teacher to 

authorise the absence as illness or medical appointment. School will not authorise medical 

absence without this evidence. Handwritten notes or telephone calls from parents are not 

acceptable when attendance is of serious concern.  

o Contact the school if your child is experiencing any difficulties preventing regular attendance.  
 

 Any other actions agreed; 
 

………………………………………………………………………………………………….

…………………………………………………………………………………......….………… 

 

Actions by School 

 

o To respond to parental contact promptly. 
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o To continue to monitor attendance. 

o To complete Early Help assessment (delete as appropriate) 

o To complete a school nurse referral (delete as appropriate) 

o To only authorise absence due to illness when provided with medical evidence. (Handwritten 

notes or telephone calls from parents are not acceptable when attendance is of serious concern). 

 

 Any other actions agreed:  
 

…..……………………………………………………………………………………………… 

…..……………………………………………………………………………………………… 

 

“Is there any further support we can offer you?”                            Y  N  
 

….……………………………………………………………………………………………… 

….……………………………………………………………………………………………… 

….……………………………………………………………………………………………… 

Statement 

I must advise you that any further unauthorised absence is likely to lead to legal action.  

The law states that your child must attend school on every occasion that it is open unless there 

is a reason that enables the Head Teacher to authorise the absence under the Regulations.  The 

law also states that it is parents’ responsibility to ensure their child attends school regularly.   

Statement read to the parent(s)                                                                         Y  N  
 

School representative …………………………..... 

Signed…….………………Dated……..…….     
 
 
Parent Statement  

 

I confirm that I have read these notes and understand the contents of this meeting. 
 
 
Parent/Carer……………………………Signed……………………………. Dated…………... 
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Parent/Carer……………………………Signed……………………………. Dated…………... 

 

‘Parent’ includes any person who is not a parent of the child but who has parental responsibility for the 

child or who has care of him/her.  

 

Have copies of the School Attendance Review Meeting Record Sheet been given to the parent 

at the end of the meeting?         

              Y    N  
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School Attendance Review Meeting - Record sheet to be used when parents don’t attend 

the SARM 

 

Meeting held on: ……………………………………………………………………………….. 

 

At: ……………………………………………………………………………………………… 

 

Child Name………………………………………. 

DOB………………………………………………. 

Address…………………………………………... 

…………………………………………………….. 

…………………………………………………….. 

Child Name………………………………… 

DOB………………………………………… 

Address……………………………………. 

……………………………………………… 

……………………………………………… 

Parent/Carer Name 

………………………………………………………… 

DOB………………………………………………. 

Address………………………………………….. 

……………………………………………………. 

……………………………………………………. 

Relationship to child/ren 

…………………………………………………….. 

Parent/Carer Name  

……………………………………………… 

DOB……………………………………………. 

Address……………………………………. 

……………………………………………… 

……………………………………………… 

Relationship to child/ren 

……………………………………………… 

 

Did the parents notify you that they couldn’t attend the SARM?  If yes, what was the reason 

given?............................................................................................................................................

.......................................................................................................................................................

.......................................................................................................................................................

...................................................................................................................................................... 

 

Did the parents request the meeting be re-arranged?  Y  N  
 

Rearranged date and if the parents attended: 

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

………………………………………………………………………………………………… 

 

mailto:enquiry@stmaryrc.bham.sch.uk


 

 

 

January 2024   
To be reviewed January 2026 

 

 

Archdiocese of Birmingham 

ST. MARY'S CATHOLIC PRIMARY 

SCHOOL 
Vivian Road, Harborne, Birmingham, B17 0DN 

Telephone: 0121 464 2141   

Email: enquiry@stmaryrc.bham.sch.uk 

www.stmaryrc.bham.sch.uk 

Headteacher: Mrs L. J. Yorke  M.Ed. 
 

 

 

 

 

 

 

 

 

 

 

  

 

43 

 

Appendix O – Formal Warning Notice  

 

Insert date 

 
«ParentTitle» «ParentFirstName» «ParentLastName» 

«AddressLine1» 

«AddressLine2» 

«City» 

«PostCode» 

Fast-track to Attendance 
Formal Warning Notice 

 
Dear «ParentTitle» «ParentLastName» 

 

Re: «ChildFirstName» «ChildLastName» - D.O.B. «ChildDOB» 

       Yr «YearGroup» at «SchoolName»  

 

DO NOT IGNORE THIS LETTER.  TAKE IMMEDIATE ACTION 
 
Your child/ren, «ChildFirstName» has/have been identified as having poor attendance at 

«SchoolName». 

 

To assist you, the school have tried to engage with you to offer additional support such as 

Early Help etc.; have invited you to attend a formal School Attendance Review Meeting; and 

have provided you with advice to improve your child’s attendance. 

 

Despite this, there is now a significant amount of unauthorised absence.  Section 444 of the 

Education Act 1996 states that: ‘If a child of compulsory school age, who is a registered pupil 

at a school, fails to attend regularly at the school his/her parent(s) are guilty of an offence’. 

 

This is a formal warning notice advising you that the Local Authority may 

consider issuing a penalty notice/taking legal action against you should 

there be any further unauthorised absence. 
 

To avoid this you must prevent any further unauthorised absence.   You are reminded that 

you need to provide medical evidence in order for the school to authorise any illness 

absences.  Details of the medical evidence required is included on the attached leaflet. 
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I would strongly advise that you read the attached leaflet which will provide further guidance 

on getting your child to school and advice as to your legal responsibilities.    

Most attendance problems can be sorted out by parents.  If your child/ren is/are having any 

difficulties please contact the school immediately and ask for an Early Help assessment.  

 

Yours sincerely, 

 

 

L. Yorke 
Mrs Louise Yorke  

Headteacher  
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