Tettenhall
Wood School

Towewds World-class Suvccess

18+ September 2026

Dear Parent / Carer
Important Update: Working Together to Support Attendance

At Tettenhall Wood School, we believe that every pupil deserves the opportunity to access learning,
develop independence, build relationships and achieve their full potential. Regular attendance plays
an important role in this, helping pupils benefit from the specialist teaching, therapeutic support,
communication opportunities and social experiences that form a key part of their education.

As a special school, we recognise that some pupils experience barriers to attendance linked to their
special educational needs, disabilities, medical conditions, emotional wellbeing or family
circumstances. We understand that attendance difficulties are often complex and require
understanding, partnership and tailored support.

Our aim is always to work closely with families to identify any challenges early, provide appropriate
support and help pupils attend school as regularly as possible. While we have a responsibility to
monitor attendance and follow statutory guidance, our focus is on working alongside families to
achieve the best outcomes for each child.

Individual Circumstances

Whilst attendance percentages help us identify pupils who may benefit from additional support,
every child and family situation is unique.

When reviewing attendance, we will always consider:

A pupil's SEND and individual needs.

Medical or therapeutic requirements.

Emotional wellbeing and mental health.

Transport arrangements, including local authority and commissioned transport services
Family circumstances.

Advice from health or other professionals.

Any support already in place through school.

At each stage, the pupil’s individual circumstances, support needs, attendance record and the
school’s statutory duties will be reviewed. Any escalation will be authorised by the Headteacher or
an appropriately authorised senior leader and undertaken in accordance with statutory guidance
and the Local Authority’s code of conduct.

Where attendance concerns emerge, we may work with families to develop an individual attendance

support plan, identifying barriers, agreed actions and strategies to improve attendance.
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Working in Partnership

We ask parents and carers to work with us by:

Encouraging regular attendance and punctuality.

Parents/carers should notify the school as soon as possible on the first day of absence,
preferably before 9.15am and no later than 10.00am.

Contacting school again on Day 3 and Day 5 if the absence continues.

Sharing information about any circumstances that may affect attendance.

Providing evidence of appointments where appropriate.

Attending meetings or reviews arranged to discuss attendance and support.

Ensuring emergency contact information remains up to date.

Taking holidays outside of term time. Headteachers are no longer able to grant leave of
absence during term time unless there are exceptional circumstances. LOA Forms will be
reviewed by the SLT, where a decision will be made, and you will be notified in writing of their
decision.

Attendance Monitoring Process

To ensure that concerns are identified early and support can be offered at the earliest opportunity,
the school follows a staged attendance monitoring process. Where attendance falls below expected
levels, parents may receive letters, questionnaires or invitations to meet with school staff so that we
can better understand and address any concerns. Our attendance stages are intended to identify
needs early and provide support before attendance becomes a significant concern.

Stage

Attendance Threshold

Action

Stage 1

Below 95%

Parents/carers will receive a text message reminding
them of the importance of good attendance.

Stage 2

Below 92%

Parents/carers will receive an initial attendance concern
letter when attendance falls below 95%. Further written
communication and an attendance questionnaire may be
issued where attendance falls below 92%.

Stage 3

Below 90%

Where attendance continues to decline and there has
been little or no improvement, a serious concern letter
will be issued and the pupil will enter a four-week
monitoring period. During this period, the school will
work closely with families to support improved
attendance. Where absence is related to medical, SEND
or other evidenced circumstances, these will be
considered on an individual basis.

Stage 4

Final Attendance Notice

\Where unauthorised absences continue during the
monitoring period, the school may consider referral to
the Local Authority Attendance Team. Parents/carers will
be informed of any such decision.
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Attendance Support Plans

For some pupils, attendance difficulties may arise as a result of SEND, medical needs, emotional
wellbeing, anxiety, family circumstances or transport arrangements. Where attendance concerns
emerge, the school may work with families to develop an individual Attendance Support Plan. This
will identify any barriers to attendance, agree supportive actions and outline the strategies that will
help the pupil attend successfully.

Final Attendance Notice

In some circumstances, where attendance concerns persist and support has not resulted in sufficient
improvement, parents may receive a Notice to Improve. This provides a further opportunity for
families to work with the school and Local Authority to improve attendance before a Penalty Notice
is considered.

Medical Evidence

Medical evidence will not be requested unnecessarily, and the school will consider the pupil’s
individual SEND, health needs and circumstances when deciding whether supporting information is
required.

Where a pupil is absent for more than five school days, or where ongoing attendance concerns exist,
the school may request supporting medical evidence such as appointment cards, prescriptions,
hospital letters or other relevant documentation.

Safeguarding and Welfare
The safety and wellbeing of our pupils is always our priority.

If we are unable to establish the reason for a pupil's absence, we have a duty to follow safeguarding
procedures. This may include telephone calls; welfare checks or home visits to ensure that the child
is safe and well.

Leave of Absence During Term Time

Please remember that taking holidays in term time will affect your child’s schooling as much as any
other absence. There is no automatic entitlement in law to time off in school time to go on holiday.
Leave of absence shall not be granted unless the parents can prove ‘exceptional circumstances. All
applications must be made in writing at least 4weeks prior to the requested leave date.

Changes to Penalty Notices
We would also like to remind parents and carers of changes introduced nationally from September
2024,

oo
ol



Penalty Notices are only considered in cases of unauthorised absence and in accordance with
national legislation and Local Authority guidance. Before any enforcement action is considered, the
school will seek to understand barriers, provide support and work collaboratively with families
wherever possible.

Fines and Improvement Notices:

National Threshold

There will be a single consistent national threshold for when a penalty notice must be considered by
all schools in England of 10 sessions (usually equivalent to 5 school days) of unauthorised absence
within a rolling 10 school week period. For example: a 5-day holiday would meet the national
threshold. The 10-school week period can span different terms or school years.

First Offence
The first time a Penalty Notice is issued for an unauthorised term time holiday the fine amount will
be: £80 per parent, per child if paid within 21 days. Increasing to £160 if paid between days 22-28.

Second Offence (within 3 years)
The Second time a Penalty Notice is issued for unauthorised absence the amount will be: £160 per
parent (who allowed the holiday), per child, payable within 28 days.

Third Offence and Any Further Offences (within 3 years)

The third time an offence is committed a Penalty Notice will not be issued and local authorities will
need to consider other available measures to address the absence concerns. This may mean that
cases are presented before a Magistrate’s Court. Prosecution can result in criminal records and fines
of up to £2,500. Cases found guilty in the Magistrates’ Court can show on the parent’s future DBS
certificate due to ‘failure to safeguard a child’s education’.

We ask parents and carers to communicate openly with the school regarding the reasons for any
absence. Accurate information allows us to provide appropriate support, maintain accurate
attendance records and fulfil our safeguarding responsibilities.

Can we draw your attention to the fact that school will make referrals to the Local authority with
regards to unauthorised absence and unauthorised holidays in term-time.

We want to support your child to reach their potential and we would like to remind you that you can
arrange to speak to school about any concerns or support that you may need, at any time.

We believe that these attendance processes will help us identify barriers early, strengthen
partnerships with families and ensure that every pupil has the greatest opportunity to access
learning, specialist support, communication opportunities and positive outcomes as they prepare for
adulthood.
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PERFECTION GOOD NEEDS TO IMPROVE EXTREME IMPACT

100% attendance 96% attendance 94% attendance 80% attendance
equates to 7 school equates to 11 school equates to 2 months
days off each year days off each year off each year

IMPRESSIVE NEARLY THERE PERSISTENT ABSENCE
98% attendance 95% attendance 90% attendance
equates to 4 school equates to 9 school equates to 1 month
days off each year days off each year off each year

How does your child compare?

/Attendance during one [Equals to this number [Which is approximately Which means number

school year of days absent these many weeks of lessons missed
absent

95% 9 2 50

90% 19 4 100

85% 29 6 150

80% 38 8 200

Regular attendance gives pupils the greatest opportunity to learn, develop friendships, access
specialist support and make progress towards their individual outcomes. By working together, we
can ensure that every child has the best possible opportunity to thrive and succeed.

Attendance Support and Advice

The school's Senior Attendance Champion is Laura Watson, Deputy Headteacher. Parents and carers
are encouraged to contact the school at any stage if they have concerns regarding attendance,
barriers to attendance or support that may be required.

Yours sincerely,
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Ross Ashcroft
Executive Headteacher
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