
• If your child’s attendance drops below 90%, they will be 
classed as a Persistent Absentee. This is a national threshold, 
and you will be asked to provide evidence for all absences. These 
figures are reported to the Local Authority and Department for 
Education. 

• Holidays and family events will not be authorised during 
term time unless there are exceptional circumstances. If not 
authorised  the school is required to refer these absences for a 
Penalty Notice. 

• We understand that some absences are due to genuine 
medical reasons, including long-term illness or recovery. In these 
cases, we’ll work with you to help your child catch up on missed 
work on an individual basis and ask that you provide the medical 
evidence  to help us support you most effectively.  

• Trafalgar School has a duty to share attendance data with the Portsmouth 
School Attendance Team (SAT), who monitor all levels of absence – especially      
Persistent and Severe Absenteeism. 

• Our aim is always to support families and remove barriers to attendance.           
However, if concerns are not addressed, the SAT may issue a Notice to Improve. 
This may then be followed by a fixed penalty notice being issued by Portsmouth SAT 
to each parent. 

• Fixed Penalty Notices can also be issued for unauthorised holidays or when 
your child has 5 or more days of unauthorised absence without a valid reason. 

• You may receive a formal warning before this action is taken.  

Please Note: 

Who To Contact If I Have Concerns 
About Attendance? 

Portsmouth School Attendance Team 

Parents are legally responsible for making sure 
their child attends school regularly. We are here 
to support you every step of the way — from advice 

and understanding, to putting in place practical 
strategies. 

For more information, please see our website 



How Can Parents Help? 
 

• Let us know by 9:00am if your child is absent. Please report this 
via: 

ClassCharts: Click ‘report absence’ to notify the school of the reason 
your child is unable to attend and upload any medical evidence to   

support this. 

Phone: 023 9269  3521 (Main Office) 

• Try to avoid booking medical appointments during school 
hours. If this isn’t possible, please provide evidence such as an          

appointment card or screenshot so we can authorise the absence. 

• Use ClassCharts to keep track of your child’s attendance and 
punctuality. This is a great way to stay updated. 

• Only keep your child off school for valid reasons. Absences for 
birthdays, shopping, or caring for siblings will not be authorised. 

• Always provide medical evidence for absences where possible. 
Appointment cards, prescriptions or doctor’s notes all help us support 

you – especially if your child’s attendance falls below 90%. 

Additional School  Contacts 
For any attendance concerns or support, please use the following contacts:  

Amanda Collis – Head of Student Engagement and Well-being  
Email: acollis.trafalgar@salterns.org 

Tracy Crouch - Pastoral Support-Safeguarding                                                   
Email: tcrouch.trafalgar@salterns.org 

Heads of House: 

Grant Morris – Britannia House Email: gmorris.trafalgar@salterns.org 

Matt Gronow – Sovereign House Email: mgronow.trafalgar@salterns.org 

Chris Furnell – Temeraire House Email: cfurnell.trafalgar@salterns.org 

Chloe Henshaw – Victory House  Email: chenshaw.trafalgar@salterns.org 

If you're unsure who to contact, please reach out to the main office, and we’ll 
direct your query to the right person. 

What Trafalgar School Will Do 
 

• Monitor attendance daily and contact you if 
we haven’t heard from you. 

 
• Offer support if your child is struggling to 
attend regularly. 

 
• Keep accurate records including                
unauthorised absences and patterns of  concern. 

 
• Inform you early if your child’s attendance 
drops below 95% or becomes a concern. 

 
• Work with families to put support plans in 
place if needed. 

 
• Refer to external agencies when further 
help is required. 

 
• Request appointment evidence for          
absences during school hours. 

 
• Share information with the School          
Attendance Team when attendance doesn’t  
improve. 

 


