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Crawley

% Action Detail Documented Evidence

96 - 92
Letters to 
Parents

School - 'Attendance Letter 96'Appendix 1 is sent to all 
parents of pupils falling below 96%. The letter is an early 
alert and details the importance of good attendance

Letters placed on pupil file.

Note of letter sent made 
against pupil on school 
attendance spreadsheet.

< 92

Letter to 
Parents

Possible 
Attendanceco
ncern 
meeting

School - Pupils below 92% in the first attendance 
window should be identified (see identification process 
below)

School - 'Attendance Letter 92' Appendix 2 will be sent 
according to the generated list as an alert that 
attendance is close to PA

EWO - 'Attendance concern' meetings may be scheduled 
with parents dependent on the attendance profile 

Copy of letter placed on file.

Meeting notes recorded, sent 
to parent and placed on file.

Notes of all correspondence 
and meetings recorded on 
shared attendance 
spreadsheet.

< 90

Urgent 
Watch-List

Attendance 
concern 
meeting

School - Pupils below 90% (and with more than one 
period of absence in the first attendance window) 
should be placed on the Urgent Watch-List

EWO - 'Attendance Letter 90' Appendix 3

EWO - 'Attendance concern' meetings with parents 

Improvement plan created and attendance monitored.

EWO - Manage cases and pursue further action if 
required e.g no further absence authorised / FPN

Copies of emails should be 
kept on hardcopy file.

Notes should be made against 
students' names on the shared 
attendance spreadsheet.



 

 

 

 

 

 

 

 

 

 



 

 



 

 



 

 



 

 



 

 



 

 

  

 

A BRIEF GUIDE TO FIXED PENALTY NOTICES 
FPN.EWS@westsussex.gov.uk 

 

Pupil Entitlement: Investigation  
Advice Line:  
03302 228200 

 
Sections 444 Education Act 1996 
Anti-Social Behaviour Act 2003 

Crime and Disorder Act 1998 
 

What is a FPN?  
It is a fine given for unauthorised absence from school, rather than the matter being 

brought before the courts. It is issued per parent, per child. Please note only a Head 
Teacher can authorise absence from school.  

Who issues them?  
In West Sussex the Local Authority issues them through the Pupil Entitlement: 

Investigation  

When are they used?  
When a pupil has a minimum of 10 school sessions recorded as unauthorised in a 10 
school week period; a school day is two sessions AM and PM.  

This includes; any absence marked in the register as unauthorised. 
 

Persistent late arrival at school after the register has been taken and is recorded as an 

unauthorised absence.  
 

A holiday in term time which has not been authorised by the Head Teacher. The 
Government has directed Head Teachers may only grant leave for a holiday in 
exceptional circumstances.  

 
FPNs can also be used during the first 5 days of exclusion. Parents are made aware of 

the consequences by letter when a child is excluded from school. 
 

How much is the FPN?  
The FPN is issued with an invoice for £120 and 28 days are given for you to settle the 

Penalty.  

If the FPN is paid within the first 21 days the amount payable is reduced to £60. 

 

How do I pay?  
The information on how to pay is included on the FPN. Payment cannot be made in part 
or by instalments.  

mailto:FPN.EWS@westsussex.gov.uk


 

What happens if I don’t pay?  
If you don’t pay within the 28 days the Authority will consider instigating a prosecution 
in the Magistrates Court for the offence of poor school attendance. If proven this could 

result in a fine of up to £1000 per parent per child and/or a parenting order or a 
community service order and also costs.  

Please note under the Prosecution of Offences Act 1985 (Criminal Courts Charge) 
Regulations 2015 the court will automatically include Costs to the court of a 
minimum of £150 if you are found guilty of the offence. This is in addition to any 

other costs requested by the prosecution. 

 

 Can I appeal?  
There is no statutory right of appeal once a Notice has been issued.  
 

Can I be prosecuted if I pay the Fixed Penalty Notice?  
You cannot be prosecuted for the period of absence identified in the Fixed Penalty 

Notice. You may subsequently be prosecuted for further periods of unauthorised 
absence from school. Each case is considered on an individual basis.  
 

** REMEMBER **  
School staff would much rather work with parents/carers to resolve poor attendance 
than resort to enforcement actions like Fixed Penalty Notices or Court 

 

 
 Pupil Entitlement: Investigation  

Fixed Penalty Notice Team  
Pupil Entitlement: Investigation  
West Sussex County Council  

Centenary House  
Worthing  

West Sussex  
BN13 2QB  

Email: FPN.EWS@westsussex.gov.uk 
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