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Dear Parents, 

 

I have to inform you that Maidenbower Junior School will be following the Crawley Schools 

Attendance and Punctuality Policy from now on. It is the policy that is complied with by The 

Brook and Maidenbower Infant School (as well as many Crawley schools) and I am sure you 

will agree that it makes sense for both Infant schools and ourselves to adopt the same 

procedures regarding holidays and absence.  

 

For your information, this policy is available on the Maidenbower Junior School website; 

About our School / School Policies / Attendance Policy.  

 

To summarise attendance; 

It will only be on very rare occasions such as a funeral or a wedding, that non-attendance 

will be authorised. 

Genuine illness will be authorised, although the school reserves the right to ask for medical 

clarification if a child’s medical absences are above the amount expected for a usually 

healthy child.   If it has been necessary for a child to have extended absence due to illness, 

the school will work with the child, parents/carers and any other involved agencies to 

instigate a re-integration programme for that child. 

 

Reasons for non-authorisation will be as follows: 

 All holidays will automatically be classed as unauthorised absence.   

 Previous/current attendance is less than 95%;  The government considers attendance 

unacceptable below 95% 

 If a ‘once in a lifetime’ event could be reasonably scheduled at another time. 

 The period of absence requested exceeds that required for the ‘unavoidable and 

exceptional event’. 

 The reasons provided do not constitute ‘exceptional circumstances’.   

 

Please note that a weeks’ absence for holiday and a weeks’ absence for illness would give 

an attendance figure below 95%.  

 

Lateness; 

It is the parents’ legal responsibility to ensure their child has a good school attendance and 

punctuality.  If attendance or punctuality is persistently unsatisfactory, initially the school will 

liaise with the parent verbally and/or by letter.  If the situation does not improve i.e. the 

child’s unauthorised absences build up to 10 days, the school will consider a referral to Pupil 

Entitlement: Investigation (PEI) of West Sussex County Council (WSCC).  Should a child’s 

attendance/punctuality still not improve, PEI will consider whether legal action should be 

instigated against the parent/carer under the Education Act 1996.  Alternatively, PEI may 

seek an Education Supervision Order in the family proceedings court.   

 

Parents/carers should be aware that Crawley Schools will follow the WSCC guidelines on 

issuing Fixed Penalty Notices (FPN) if a child accrues 10 or more unauthorised absences in a 

10-week period (each half day counts as one absence), 

 

• By non-attendance at school  

• By arriving persistently late at school (after registration has closed) 

• By parents/carers taking their child on an unauthorised holiday during the school term. 
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The Fixed Penalty Notice (FPN) is an alternative to prosecution and gives parents/carers an 

opportunity to discharge their criminal liability by paying a fine of £120, which must be paid 

within 28 days.  If paid within 21 days, the fine is reduced to £60.  After 28 days, the Pupil 

Entitlement Investigation (PEI) will consider prosecuting for the original non-attendance, not 

for the non-payment of the FPN.  Further information on legal action can be found on 

GOV.UK. 

 

Good school attendance is recognised but from February half term, we will use a reward 

system for class attendance and punctuality.  Each month three classes from both Upper 

and Lower School will be awarded a gold, silver and bronze award and certificate for good 

attendance.  The class will retain the certificate but the award will need to be returned in 

readiness for the next monthly assembly.  I hope that this will encourage good attendance 

and reduce lateness in the School. 

 

Please do not hesitate to contact either myself or Mrs Bracher, School Administrator, if you 

should have any concerns in respect of your child’s attendance. 

 

Kind regards 

 
 

Mrs E Jenkins 

Headteacher 

 


