
 
 
 

'Pick n Mix' Template Letter  
 
 

Please select the paragraphs you need and copy & paste them into a Word document and then adapt and 
personalise them with your own details 
 
Sections: 

1. INTRODUCTORY DETAILS 
 

Then choose from one of these first paragraphs depending upon the situation you are writing about: 
 

2. ASKING FOR HELP WHEN ANXIETY or EBSA BECOMES AN ISSUE 
3. RESPONSE IF YOU ARE ASKED TO DO SOMETHING YOU DO NOT AGREE WITH 
4. REPLYING TO A LETTER THREATENING PENALTIES OR PROSECUTION FOR NON-ATTENDANCE 

 
Then choose additional paragraphs as applicable: 
 
5. IF ANY SEND IS ALREADY DIAGNOSED  
6. ACTIONS SCHOOL SHOULD BE TAKING 
7. IF YOU WANT TO APPLY FOR AN EHCP 
8. IF PHYSICAL ILLNESS IS A REASON FOR ABSENCE 
9. IF THE SCHOOL REFUSE TO ACCEPT A DIAGNOSIS or EVIDENCE 
10. ACCURATE MARKING OF ATTENDANCE REGISTERS (If section 4 has not been used already) 

 
11. LETTER ENDING - choose from the standard ending or the ending if the letter is a response to a threat of 

prosecution 
 

ü [If emailing, ‘cc’ any other relevant people - EWO / Head Teacher / Your MP / GP / CAMHS]  
ü You may need to adapt the wording in places to fit your circumstances 
ü Blue text indicates places to fill in your own details 
ü Red text indicates choices to be made 
ü Read through and make sure the combination of paragraphs makes sense and they are edited with your details 
ü DELETE any instructions left within the text and make sure any remaining red or blue text is changed to black 

 
 

 
 

1. INTRODUCTORY DETAILS 
 

 
Your name 

Your address  

Date  

RE: [Your child’s name and school/class details]  

Dear.......... 



 

2. ASKING FOR HELP WHEN ANXIETY / EBSA FIRST BECOMES AN ISSUE 
 

 
I am/We are writing to request your support in relation to my/our current difficulties with [child’s name] who 
is experiencing increasing levels of anxiety about specific aspects of the school environment. Anxiety is a 
common emotion however, I am/we are noticing that [child’s name] experiences of anxiety are becoming 
more intense and long-lasting. Therefore, I/we understand it is important to take steps to address the causes 
of this anxiety before it becomes an even greater problem, with the potential to have an adverse effect on 
[child’s name] health and wellbeing. I am/We are aware that, if not addressed effectively, these problems 
could also affect [child's name] academic progress, overall engagement with school, and could lead to a 
gradual or sudden decline in attendance.  

[alternative first paragraph if you want to refer to 'school refusal' rather than anxiety…and want to mention mental health] 

I am/We are writing to request your support in relation to the current difficulties I am/we are experiencing. 
Since….(date) [child’s name] has been suffering from severe anxiety. While anxiety is a normal, common 
emotion that subsides once the “stressor" is removed severe anxiety means that anxiety levels are intense and 
unrelenting. Severe anxiety is a mental health concern and can have an adverse effect in all areas of a child's/ 
teenager's life. Severe anxiety relating to the prospect of attending school and poor school attendance is 
currently referred to using the term EBSA (emotionally based school avoidance) (West Sussex Educational 
Psychology Service (2019)). 
 
EBSA has also been commonly referred to as School Refusal, School Phobia, or School Anxiety, and is different 
to truancy. EBSA is a complex, multi-faceted and persistent problem which is often characterised by severe 
distress before school, nausea, headaches, fatigue, symptoms of depression, unexplained illnesses etc. 
 
I/We have been informed that it is important to recognise the need for early and informed assessment and 
intervention. If the issues surrounding EBSA are not addressed promptly and carefully it can affect a child’s 
academic progress and overall engagement with school. If mental health declines it can also have a detrimental 
long-term effect on all aspects of a child or teenager’s life and wellbeing.  
 
In order to begin this process of early intervention, my/our observations are that the difficulties influencing 
[child’s name] anxiety are related to ...............................  

(STATE the specific things that make your child anxious and any other concerns you have i.e. possible learning difficulties) 

 

3. RESPONSE IF YOU ARE ASKED TO DO SOMETHING YOU DO NOT AGREE WITH 
 

 
I/We are writing to you today because I/we have been informed by .........................................………………. that 
..................................................................................................................................................... and I/we have 
significant concerns that this approach is unlikely to resolve [child’s name] current difficulties with anxiety and 
could make the situation worse. These concerns are shared by ....................................................... who advised 
me/us that  ................................................................................................................................................ 

I/We are concerned that in [setting these expectations / making these demands] the school is demonstrating 
that it is not willing to accept mental health difficulties as either valid reasons for absence, or as special 
educational needs that require appropriate support and provision. I/We hope you are aware of the current 
focus on mental health issues in schools, with various reports, studies and conferences discussing ways that 
schools can better support children who are experiencing mental health difficulties. For further information, 



I/we request that you consult with the range of current literature detailing ways that schools should support 
the mental wellbeing of pupils, including:  

§ West Sussex Educational Psychology Service (2019). EBSA Tool Kit and Appendices. 
https://westsussex.local-offer.org/information_pages/474-what-is-emotionally-based-school-avoidance 

§ Supporting pupils at school with medical conditions (2014) is statutory guidance for governing bodies 
of maintained schools and proprietors of academies in England. Department for Education 
www.gov.uk/government/uploads/system/uploads/attachment_data/file/349435/Statutory_guidance_on_supporting_pupils_at_scho
ol_with_medical_conditions.pdf  

§ Mental health and behaviour in schools (2014) Department for Education 
www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2 

§ Promoting children and young people’s emotional health and wellbeing (2015) Public Health England  
§ https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/958151/Promoting_children_and

_young_people_s_emotional_health_and_wellbeing_a_whole_school_and_college_approach.pdf  
§ What works in promoting social and emotional wellbeing and responding to mental health problems in 

schools? (2015) National Children’s Bureau https://www.ncb.org.uk/about-us/media-centre/news-opinion/best-practice-
framework-help-schools-promote-social-and  

Mental health difficulties such as severe anxiety are acknowledged as significant and requiring support as they 
are included within Government guidance documents such as the SEND Code of Practice (2015) which states: 
 

§ All those who work with children and young people should be alert to emerging difficulties and 
respond early. In particular, parents know their children best and it is important that all professionals 
listen and understand when parents express concerns about their child’s development. They should 
also listen to and address any concerns raised by children and young people themselves.  

§ Where there are concerns, there should be an assessment to determine whether there are any causal 
factors such as undiagnosed learning difficulties, difficulties with communication or mental health 
issues.   

§ Schools should ensure they make appropriate provision for a child’s short-term needs in order to 
prevent problems escalating. Where there are long-lasting difficulties schools should consider whether 
the child might have SEN.   

§ It should not be assumed that attainment in line with chronological age means that there is no 
learning difficulty or disability. For example, some children and young people may be high achieving 
academically but may require additional support in communicating and interacting socially. […] Some 
learning difficulties and disabilities occur across the range of cognitive ability and, left unaddressed 
may lead to frustration, which may manifest itself as disaffection, emotional or behavioural difficulties. 

§ When reviewing and managing special educational provision there are four broad areas of need and 
support which give an overview of the range of needs that should be planned for, they are:  

o Communication and interaction   
o Cognition and learning   
o Social, emotion and mental health difficulties   
o Sensory and/or physical needs   
 

In addition to the possibility of special educational needs, disability is defined by The Equality Act (2010). A 
person is disabled if they:  

§ Have a physical or mental impairment (The court has ruled that this simply means something 
physically or mentally ‘wrong’).  

§ The impairment is long-term. This means that it will last more than 12 months or has a repeated short-
term impact which will, in total, last more than 12 months.  

https://westsussex.local-offer.org/information_pages/474-what-is-emotionally-based-school-avoidance
http://www.gov.uk/government/uploads/system/uploads/attachment_data/file/349435/Statutory_guidance_on_supporting_pupils_at_school_with_medical_conditions.pdf
http://www.gov.uk/government/uploads/system/uploads/attachment_data/file/349435/Statutory_guidance_on_supporting_pupils_at_school_with_medical_conditions.pdf
http://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/958151/Promoting_children_and_young_people_s_emotional_health_and_wellbeing_a_whole_school_and_college_approach.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/958151/Promoting_children_and_young_people_s_emotional_health_and_wellbeing_a_whole_school_and_college_approach.pdf
https://www.ncb.org.uk/about-us/media-centre/news-opinion/best-practice-framework-help-schools-promote-social-and
https://www.ncb.org.uk/about-us/media-centre/news-opinion/best-practice-framework-help-schools-promote-social-and


§ The impact on day-to-day activity is substantial (including that it impairs memory, or ability to 
concentrate, learn or understand, or perception of the risk of physical danger).  

 
Unfortunately, [Child’s name] difficulties with anxiety [and .................] are likely to continue and possibly 
increase, at least until he/she receives appropriate assessment and support. These difficulties are significant 
because they have had an adverse effect on [child's name] ability to carry out normal day-to-day activities, 
including attending school. The anxiety is hindering [child’s name] opportunities to make use of the school’s 
facilities and affecting his/her ability to learn, concentrate or understand. Therefore, it seems reasonable to 
consider [child’s name] difficulties to be a disability and a special educational need. 

In order to address this anxiety effectively I/we understand the importance of taking advice from professionals 
with specific training in treating mental health difficulties in order to prevent an escalation of the difficulties, 
and further harm to my/our child’s wellbeing. To try to arrange this I/we have taken the following steps: 

[list details of appointments with GP/ CAMHS / Paediatrician / other medical evidence/involvement]  

 (Please see the attached copies of letters from................................................as evidence:)  

Unfortunately, we are being hindered by the current long waiting times to access this support and I/we ask 
that you show some understanding of the difficult situation we are currently facing due to the underfunding 
and high demand for CAMHS and NHS services at this current time.  

Furthermore, we are/ I am concerned that in setting expectation that (child’s name) will ……………………………… 
the school is not accepting their responsibility under the Equality Act (2010) to reasonably adjust their 
expectations, or to make reasonable adjustments to the support offered for [child’s name] as a student 
suffering with a disability such as severe anxiety. Disability discrimination can occur directly or indirectly and 
includes schools not making reasonable adjustments to support the child with the disability. Additionally, the 
act highlights discrimination via harassment towards a person with a disability where this leads to a violation of 
that person’s dignity or creates an intimidating, degrading, humiliating or offensive environment for that 
person. This last point could describe the pressure they are being subjected to, to [attend whilst unwell and/or 
comply with your expectation to …………………………………………………………………… ] 

 

 

4. REPLYING TO A LETTER THREATENING PENALTIES FOR NON-ATTENDANCE 
 

 
 
I am/We are writing in reply to your letter dated ...................................requiring us to ......................................... 

In response, I am/ we are requesting your support in relation to the current difficulties that my/our 
son/daughter [child’s name] is experiencing with Emotionally Based School Avoidance (EBSA). This term 
describes the reaction of children who experience extreme anxiety and distress in relation to attending school 
for a variety of reasons. Anxiety is a common emotion, however, when a child is suffering with an anxiety 
disorder or severe anxiety, the feeling of anxiety is far more intense and long-lasting. A mental health difficulty 
of this sort can have an adverse effect on a child’s health and wellbeing and, if not addressed appropriately, 
can affect academic progress, overall engagement with school, and result in complete inability to enter the 
school environment.  



I am/We are concerned that in deciding to issue penalties or refer me/us to the local authority for prosecution, 
the school are demonstrating that they are not willing to accept mental health difficulties as either valid 
reasons for absence, or as special educational needs that require appropriate support and provision. In 
response to this I/we would like to draw your attention to the following points from government statutory 
guidance:  

Special Educational Needs 

The Children & Families Act (2014) states that a child or young person has SEN if they have a learning 
difficulty” or “disability” which requires “special educational provision”.   

A child or young person has a “learning difficulty” if they:   

§ Have a significantly greater difficulty in learning than the majority of others of the same age.  
§ Have a disability which prevents or hinders them from making use of facilities of a kind generally 

provided for others of the same age in mainstream schools or mainstream post-16 institutions. 
  

 
Disability 
 
Disability is defined by The Equality Act (2010). A person is disabled if they:  

§ Have a physical or mental impairment (The court has ruled that this simply means something 
physically or mentally ‘wrong’).  

§ The impairment is long-term. This means that it will last more than 12 months or has a repeated 
short-term impact which will, in total, last more than 12 months.  

§ The impact on day-to-day activity is substantial (including that it impairs memory, or ability to 
concentrate, learn or understand, or perception of the risk of physical danger).  

 
Unfortunately, [Child’s name] difficulties with anxiety [and .................] are likely to continue and possibly 
increase, at least until he/she receives appropriate assessment and support. These difficulties are significant 
because they have had an adverse effect on [child's name] ability to carry out normal day-to-day activities, 
including attending school. The anxiety is hindering [child’s name] opportunities to make use of the school’s 
facilities and affecting his/her ability to learn, concentrate or understand. Therefore, it seems reasonable to 
consider [child’s name] difficulties to be a disability and a special educational need. 

Furthermore, we are/ I am concerned that the school is not accepting their responsibility under the Equality 
Act (2010) to reasonably adjust their expectations, or to make reasonable adjustments to the support offered 
for [child’s name] as a student suffering with a disability such as severe anxiety. Disability discrimination can 
occur directly or indirectly and includes schools not making reasonable adjustments to support the child with 
the disability. Additionally, the act highlights discrimination via harassment towards a person with a disability 
where this leads to a violation of that person’s dignity or creates an intimidating, degrading, humiliating or 
offensive environment for that person. This last point could describe the pressure they are being subjected to, 
to attend whilst unwell [and also to the treatment they receive in school while ill/distressed] which is causing 
anxiety related to …………………………………………………………………… 

In order to address this anxiety effectively I/ we understand the importance of taking advice from professionals 
with specific training in treating mental health difficulties in order to prevent an escalation of the difficulties, 
and further harm to my/our child’s wellbeing. To try to arrange this I/we have taken the following steps: 



 

[list details of appointments with GP/ CAMHS / Paediatrician / other medical evidence/involvement]  

 (please see the attached copies of letters from................................................as evidence:) 

Unfortunately, we are being hindered by the current long waiting times to access this support and I/we ask 
that you show some understanding of the difficult situation we are currently facing due to the underfunding 
and high demand for CAMHS and NHS services at this current time. 

I/We also ask you to consider whether proceeding with penalties or prosecution is likely to make any 
difference in these circumstances, especially when research indicates the use of fines and prosecution of 
parents has very little effect, especially in cases of extended absence due to mental health difficulties (which 
are significantly different to 'truancy'). 

Furthermore, I/we have been advised that a school will be failing in their duty if they mark legal documents 
such as attendance registers incorrectly. Absence due to illness, medical issues, and essential medical 
appointments are all statutory defences under law and must be marked on the register as authorised 
absences. Considering all that I/we have said about my/our child’s medical reasons for absence I/we hope you 
will agree that his/her attendance should be authorised. As the head teacher has the discretion to make each 
decision about authorisation, and whether to refer individual cases to the local authority, I/we hope you will 
reconsider the matter in [child’s name] case. 
 
 

 

5. IF ANY SEND ARE ALREADY DIAGNOSED 
 

 
I am/We are doing everything I/ we can to resolve [child’s name] difficulties ….. [eg…in attending 
school/arriving on time] however I/ we think it is reasonable to conclude that [child’s name] anxiety is linked to 
his/her diagnosis of [.................]. This could be a strong indication that his/her Special Educational Needs are 
currently not being met within the school. 

[OPTION 1] The school state that they are supporting [child's name], and while I/we are appreciative of the 
efforts of the school I/we feel that more could be done to help. I/we would like to see ………....[action/program] 
implemented. 

[OPTION 2] [I was/we were] informed on…..[date] by …………….[staff member] that there will be no special 
provision or support for …..[child's name] because he/she doesn't have a problem at school/ his/her problems 
are not severe enough]. 

There is a common conflict of opinion and misunderstanding about children with anxiety. One important point 
to keep in mind is that not all anxious children and young people will display the expected characteristics of 
anxiety. Some mask or hide their anxiety for fear of someone finding out that they are anxious. Others show no 
signs of anxiousness at all, containing their feelings of anxiety inside to avoid attracting attention or being 
ridiculed, or told off. If they hold the anxiety inside until they get home they then have to release these 
emotions. This creates the situation where the school thinks a child is 'fine', but the family experiences high 
levels of distress on a daily basis and I/we ask you to consider this scenario and not automatically dismiss 
my/our concerns. 



 

6. ACTIONS SCHOOL SHOULD BE TAKING 
 

 
 
In regard to the support that can be provided within school, I/we have been advised that the following actions 
reflect current guidance for schools within The Equality Act (2010), The Children & Families Act (2014) and The 
SEND Code of Practice (2015), when deciding upon the best ways to help any child with mental health related 
needs:  

§ The school should make a referral to an Educational Psychologist for an assessment.  
§ The school should assess the student for SEN and offer support in accordance with the SEND Code of 

Practice (2015) as anxiety disorders are a diagnosable disability, particularly when a parent has reported 
this as the reason for absence.   

§ The school can make a referral to CAMHS for an assessment if this has not already been done.   
§ If the school is unable to provide suitable educational provision that the child can access they should 

apply to the Local Authority for an EHCP assessment.   
§ If the child is absent for more than 15 days the school is required to inform the Local Authority medical 

needs officer or Director of Children’s Services who should arrange alternative full-time educational 
provision https://www.gov.uk/government/publications/education-for-children-with-health-needs-who-cannot-attend-
school  

§ The school should provide homework whilst the student is unable to attend - their duty to educate does 
not stop because a student does not attend due to showing traits of SEN (diagnosed or not).  

§ The school should explore the ‘Local Offer’ and make a referral to MAST (Multi Agency Support Team) 
who can provide strategies for attendance difficulties.   

§ The school should put in place a support plan which has been shared with parents to identify a 
structured way forward including the strategies in place to phase back in full attendance when    
appropriate and a backup plan if this fails.   

§ The Government document ‘Illness and your child’s education’ states: If your child can’t attend because 
of illness or injury, your school and local council will provide support to make sure their education 
doesn’t suffer.  

The school should:  

§ let the local council know if child is likely to be away from school for more than 15 school days 
§ give the local council information about the child’s needs, capabilities and the programme of 

work 
§ help them reintegrate at school when they return  
§ make sure the child and family are kept informed about school events and clubs  
§ encourage the child to stay in contact with other pupils, e.g. through visits or videos  
 

I/We would like to argue that the school and local authority have not carried out [any /all /most] of these 
actions and therefore, they should be doing more to support [child's name], rather than issuing penalties or 
prosecuting me/us. 

 
 
 
 

https://www.gov.uk/government/publications/education-for-children-with-health-needs-who-cannot-attend-school
https://www.gov.uk/government/publications/education-for-children-with-health-needs-who-cannot-attend-school


 

7. IF YOU WANT TO APPLY FOR AN EHCP 
 

 

A child has rights in relation to their mental health, the same as physical health issues. There are laws and 
statutory duties that Local Authorities should be following. I/We have been advised [by IPSEA / SENDIASS / 
National Autistic Society / SOS SEN /other advisory source - delete as applicable] that it is advisable to begin 
the process of applying for an EHCP. They have informed me/us that: 

§ A school should trigger an EHC needs assessment where they cannot meet a child’s needs.  
§ A school should do so even if they don’t have the expertise or funding to identify those needs fully or 

to identify the provision/support the child requires.  
§ A school should also do so when they know what the child’s needs are and what provision should be 

put in place, but they cannot make that provision.  
 

[If applicable, mention any interventions that have already been tried but not worked, discussions/ 
meetings that have been held or other evidence you have that the school cannot meet your child’s needs]  

 
In suggesting the need for an EHCP I/we would like to draw your attention to the following points from primary 
legislation in England: 
 

Section 20, Children and Families Act 2014: 

When a child or young person has special educational needs 

(1) A child or young person has special educational needs if he or she has a learning difficulty or 
disability which calls for special educational provision to be made for him or her. 

(2) A child of compulsory school age or a young person has a learning difficulty or disability if he or 
she— 

(a) has a significantly greater difficulty in learning than the majority of others of the same age, or 

(b) has a disability which prevents or hinders him or her from making use of facilities of a kind 
generally provided for others of the same age in mainstream schools or mainstream post-16 
institutions. 

 
Section 66, Children and Families Act 2014  
 
Using best endeavours to secure special educational provision 

(1) This section imposes duties on the appropriate authorities for the following schools and other 
institutions in England— 

(a) mainstream schools; 

(b) maintained nursery schools;  

(c) 16 to 19 Academies; 

(d) alternative provision Academies; 

(e) institutions within the further education sector; 

(f) pupil referral units. 

(2) If a registered pupil or a student at a school or other institution has special educational needs, the 
appropriate authority must, in exercising its functions in relation to the school or other institution, 



use its best endeavours to secure that the special educational provision called for by the pupil’s or 
student’s special educational needs is made. 

(3) The “appropriate authority” for a school or other institution is— 

(a) in the case of a maintained school, maintained nursery school or institution within the further 
education sector, the governing body; 

(b) in the case of an Academy, the proprietor; 

(c) in the case of a pupil referral unit, the management committee. 

 
A local authority is responsible for carrying out a statutory assessment of a child or young person with SEN 
under the Children & Families Act 2014 s.36(8) if: the child or young person has or may have SEN. This is only a 
‘may’ test and therefore the threshold for the local authority to carry out a statutory assessment is a low one.  
  
There is absolutely no requirement in law for a parent or young person to obtain a report from an Education 
Psychologist or demonstrate that the school has spent £6,000 on SEN provision in order to demonstrate that a 
EHC needs assessment is required (DfE 2014 advice).   
 
I/We believe in the light of the above, [child] meets the legal criteria for an EHC Needs assessment.  
 
Choose from:  
I/We therefore request you submit an EHC needs assessment to the local authority by [date]  
Or  
I/We are submitting a parental request for an EHC needs assessment under section 36.1 of the Children and 
Families Act 2014 which states: 
 

Assessment of education, health and care needs 

(1)A request for a local authority in England to secure an EHC needs assessment for a child or young 
person may be made to the authority by the child’s parent, the young person or a person acting on 
behalf of a school or post-16 institution. 

 
 

8. IF PHYSICAL ILLNESS IS A FACTOR IN NON-ATTENDANCE 
 

 
 
[Child’s name] absence is related to the physical illness/condition ………………………………. as diagnosed 
by…………………………………………….. Schools have a duty of care to accommodate children's medical conditions 
and needs within reason. There should be an individual healthcare plan (IHP) that is written jointly by the 
school, health professionals and parents. The IHP should detail the condition (e.g. symptoms and triggers) with 
clear guidelines for support, contact numbers, and staff with responsibility to help. This plan should be 
reviewed regularly and updated as necessary. The head teacher and school governors have a duty to ensure 
that an IHP is being carried out. 
 
[If applicable] 
This [illness/condition] can also be classed as a disability under the Equality Act 2010, given that it can have a 
long-term effect upon the ability to carry out normal daily activities. Disability discrimination can occur directly 
or indirectly and includes schools not making reasonable adjustments to support the child with the disability. 



Additionally, the act highlights discrimination via harassment towards a person with a disability where this 
leads to a violation of that person’s dignity or creates an intimidating, degrading, humiliating or offensive 
environment for that person. This last point could describe the pressure they are being subjected to, to attend 
whilst unwell [and also to the treatment they receive in school while ill/distressed] which is causing anxiety 
related to …………………………. The school should be making adjustments to help them including educational 
support and environmental factors.  
 

An often overlooked and under used section of the Children And Families Act (2014) is the duty to support 
pupils with medical conditions (Section 100). The law says: (1)The appropriate authority for a school.... must 
make arrangements for supporting pupils at the school with medical conditions 

 
In the statutory guidance the Department for Education explains that this duty may include adopting a flexible 
school day permitting those who may be unwell to attend a little later or leaving a little earlier if their medical 
needs dictate. It might include arrangements to adopt a flexible approach to curricular delivery adapted to 
meet the needs of children who would otherwise miss out. This duty applies to all state schools including 
academies (aside from independent schools). 

 
 

 

9. IF THE SCHOOL REFUSE TO ACCEPT A DIAGNOSIS or EVIDENCE PROVIDED 
 

 
 
I/We have been informed that the school has taken the decision that they do not agree with the 
diagnosis/evidence provided by [………………..]. Please respond, in writing, to the following questions: 
 

§ Who is responsible for the decision?  
 

§ What relevant training does the person making this decision or expressing this opinion have? 
 

§ What policy are they following when deciding to ignore expert advice?  
 

§ Who is accountable for any harm that occurs as a result of them ignoring medical advice?  
 

§ Are they willing to undertake a risk assessment to back up their opinion? 
 

§ Are they willing to contact the expert who carried out the assessment (or a representative of the team 
that carried it out) so that they can talk through their observations, assessments and conclusions? 
 

 
 

 

10. ACCURACY of ATTENDANCE REGISTERS (not needed if Section 4 has been included) 
 

 
I/We have been advised that a school is failing in their legal duty if they mark registers incorrectly. Absence due 

to illness, medical issues, and essential medical appointments are all statutory defences under law and must be 

marked on the register as authorised absences. In regard to absence from school, The 1996 Education Act, 

section 444 3b states: 



‘The child shall not be taken to have failed to attend regularly at the school by reason of his absence 
from the school: .....(b) at any time when he was prevented from attending by reason of sickness or 
any unavoidable cause’ 

 
DfE guidance states: Code I: Illness (not medical or dental appointment) 
219. Schools should advise parents to notify them on the first day the child is unable to attend due to illness. 
Schools must record absences as authorised where pupils cannot attend due to illness (both physical and 
mental health related). 
220. In the majority of cases a parent’s notification that their child is ill can be accepted without question or 
concern. Schools should not routinely request that parents provide medical evidence to support illness. Schools 
are advised not to request medical evidence unnecessarily as it places additional pressure on health 
professionals, their staff and their appointments system particularly if the illness is one that does not require 
treatment by a health professional. Only where the school has a genuine and reasonable doubt about the 
authenticity of the illness should medical evidence be requested to support the absence. (page 58) 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together
_to_improve_school_attendance.pdf  
 
and in further DfE guidance it states: ' If you are asked to provide evidence this does not need to be a letter 
from your doctor or consultant, and doctors will not usually provide such letters. It can, instead, be 
appointment cards, prescriptions, or notes of previous consultations (including from the NHS App).' (page 2) 
https://assets.childrenscommissioner.gov.uk/wpuploads/2022/12/aaa-guide-for-parents-on-school-attendance.pdf 
 
Considering all I/ we have said about my/our child’s medical reasons for absence I/we hope you will agree that 
his/her attendance should be authorised and I/we would appreciate your support and a reconsideration of 
approach in this case. 
 
 
 
 

 

11. LETTER ENDING 
 

 
I/We are aware that it is my/our responsibility as parents to ensure my/our child receives an education that is 
suitable for his/her needs and abilities. I/We ask you to note that I am/we are not preventing my/our child 
from receiving an education, it is the debilitating anxiety he/she is experiencing that is currently preventing 
their attendance at school.  

I/We trust that the detail of this letter [along with copies of letters from...............................] offers sufficient 
evidence that my/our child has a genuine reason for absence and I am/we are doing everything possible to 
resolve [child's name] difficulties. I/We therefore hope you will support me/us by authorising [child's name] 
absence on medical grounds [choose from either of the following two options] 

and meet with me/us to discuss the best ways to support their wellbeing and learning opportunities, 

OR if you are responding to a Prosecution threat letter include the following: 

and withdraw the penalty/prosecution notice. If this matter does lead to a court hearing, and given that illness 
is a statutory defence in attendance cases, please be aware that this letter, and the documentation referred to 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
https://assets.childrenscommissioner.gov.uk/wpuploads/2022/12/aaa-guide-for-parents-on-school-attendance.pdf


in it, will form part of the evidence I/we provide to demonstrate that I/we have not, in fact, committed any 
offence, 

    Yours sincerely, 
 
 
 
 

 

© Not Fine in School 2023.  
 
 
 
Relevant DfE Guidance & Information: 
 
 

• Working together to improve school attendance 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677
/Working_together_to_improve_school_attendance.pdf 
 
 

• Summary of responsibilities where a mental health issue is affecting attendance 
 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1136965
/Summary_of_responsibilities_where_a_mental_health_issue_is_affecting_attendance.pdf  
 
 

• Support for pupils where a mental health issue is affecting attendance effective practice examples 
 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1134196
/Support_for_pupils_where_a_mental_health_issue_is_affecting_attendance_effective_practice_examples.pd
f 
 

• Guide for parents on school attendance 
https://assets.childrenscommissioner.gov.uk/wpuploads/2022/12/aaa-guide-for-parents-on-school-
attendance.pdf 
 
 

• Education and attendance information from your council 

https://www.gov.uk/education-attendance-council 

• School behaviour and attendance: parental responsibility measures 

https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-
attendance 

 
 

§ GUIDANCE: Disability Discrimination  

https://www.equalityhumanrights.com/en/publication-download/reasonable-adjustments-disabled-pupils   

https://www.gov.uk/government/publications/equality-act-guidance  

§ Equality Act 2010: Advice for Schools:  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1136965/Summary_of_responsibilities_where_a_mental_health_issue_is_affecting_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1136965/Summary_of_responsibilities_where_a_mental_health_issue_is_affecting_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1134196/Support_for_pupils_where_a_mental_health_issue_is_affecting_attendance_effective_practice_examples.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1134196/Support_for_pupils_where_a_mental_health_issue_is_affecting_attendance_effective_practice_examples.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1134196/Support_for_pupils_where_a_mental_health_issue_is_affecting_attendance_effective_practice_examples.pdf
https://assets.childrenscommissioner.gov.uk/wpuploads/2022/12/aaa-guide-for-parents-on-school-attendance.pdf
https://assets.childrenscommissioner.gov.uk/wpuploads/2022/12/aaa-guide-for-parents-on-school-attendance.pdf
https://www.gov.uk/education-attendance-council?fbclid=IwAR1PuDvA1LUwGoQXhQHDIMCpWgWLTci-6iURQQ0CwuTKCLN9j__Q6ePD-oM
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance?fbclid=IwAR3XXCc2Js-sIDu4-eJZb6n6AYd9mPuC2iIrheHyC4bGu0vV759VArcl394
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance?fbclid=IwAR3XXCc2Js-sIDu4-eJZb6n6AYd9mPuC2iIrheHyC4bGu0vV759VArcl394
https://www.equalityhumanrights.com/en/publication-download/reasonable-adjustments-disabled-pupils
https://www.gov.uk/government/publications/equality-act-guidance


https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools?utm_source=  

• Disability and Education 

https://www.gov.uk/help-for-disabled-child/education 

• Disability Definition 

https://www.gov.uk/definition-of-disability-under-equality-act-2010 

 

§ Illness and Your Child’s Education:  

https://www.gov.uk/illness-child-education 

§ Education for children with health needs who cannot attend school  

https://www.gov.uk/government/publications/education-for-children-with-health-needs-who-cannot-attend-
school   

§ Mental Health & Behaviour in Schools 

https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2 

• Supporting Mental Health in Schools & Colleges 

https://www.gov.uk/government/publications/supporting-mental-health-in-schools-and-colleges 

 

§ Bullying at School:  

https://www.gov.uk/government/publications/preventing-and-tackling-bullying  

• Preventing Bullying 

https://www.gov.uk/government/publications/preventing-and-tackling-bullying 

• Sexual Violence & Harassment Between Children in Schools & Colleges 

https://assets.publishing.service.gov.uk/media/64f0a68ea78c5f000dc6f3b2/Keeping_children_safe_in_educat
ion_2023.pdf 

• SEND code of practice: 0 to 25 years 

https://www.gov.uk/government/publications/send-code-of-practice-0-to-25 

• SEND Support 

https://www.gov.uk/children-with-special-educational-needs/special-educational-needs-support 

• EHCPs 

https://www.gov.uk/children-with-special-educational-needs/extra-SEN-help 

§ GUIDANCE: Schools Guide to the SEND Code of Practice 

https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools?utm_source=
https://www.gov.uk/help-for-disabled-child/education?fbclid=IwAR0pPq26ovkFeVDWq64KScMRK1k0koMXYHIu5WETfnhQ3rs6RIz00cvM3Ro
https://www.gov.uk/definition-of-disability-under-equality-act-2010?fbclid=IwAR3N9ibJrUbVSCuCQ_3_ySFS3grAKk-hOvkaZUotSpcAxngwAQZRnWDvu5U
https://www.gov.uk/illness-child-education
https://www.gov.uk/government/publications/education-for-children-with-health-needs-who-cannot-attend-school
https://www.gov.uk/government/publications/education-for-children-with-health-needs-who-cannot-attend-school
https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/government/publications/supporting-mental-health-in-schools-and-colleges?fbclid=IwAR0h2bjqsIFnorCOSOqP6quDKLPO6qb1ycJnFBL2l-SPU7h3tX-wW9TQ3aA
https://www.gov.uk/government/publications/preventing-and-tackling-bullying
https://www.gov.uk/government/publications/preventing-and-tackling-bullying?fbclid=IwAR2-llKE9CEeVMUaT3IsCcFS-OOg7n7J7ZpzxTK_8lIsJc08tU46tlKo5jg
https://assets.publishing.service.gov.uk/media/64f0a68ea78c5f000dc6f3b2/Keeping_children_safe_in_education_2023.pdf
https://assets.publishing.service.gov.uk/media/64f0a68ea78c5f000dc6f3b2/Keeping_children_safe_in_education_2023.pdf
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25?fbclid=IwAR0O8sRazrzuhbvupdupDOxqzeJ227PG7o-_ONQCJ99Docn4hZv-bqWjWJg
https://www.gov.uk/children-with-special-educational-needs/special-educational-needs-support?fbclid=IwAR0lXGVVds_WP9XkE1DxaHMHhfH1zdsYfTgKZ_UdZCqJpNSNiM7ZWO73umY
https://www.gov.uk/children-with-special-educational-needs/extra-SEN-help?fbclid=IwAR0EjmFwU3Wys0eAkob-CSpyZjMFcI-xQQj5asEbMGv4-u4PYLCzHt06N40


 https://www.gov.uk/government/publications/send-guide-for-schools-and-alternative-provision-settings  

 

• School discipline and exclusions 

https://www.gov.uk/school-discipline-exclusions 

• Health and safety for school children 

https://www.gov.uk/health-safety-school-children 

• Keeping children safe in education 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2 

 

• Use of reasonable force in schools 

https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools 

• Best practice guidance for school complaints procedures 2020 

https://www.gov.uk/government/publications/school-complaints-procedures/best-practice-advice-for-school-
complaints-procedures-2019 

• Governance handbook and competency framework 

https://www.gov.uk/government/publications/governance-handbook 

 

• Educating your child at home 

https://www.gov.uk/home-education 

• Alternative provision 

https://www.gov.uk/government/publications/alternative-provision 

• 14 - 16 Year olds in FE College & Sixth Form College 

https://www.gov.uk/guidance/full-time-enrolment-of-14-to-16-year-olds-in-further-education-and-sixth-form-
colleges 

• Apprenticeships, 14 - 19 Education & Training for Work  

https://www.gov.uk/browse/education/find-course 

 

Post-16 Options 

• Participation in Education Employment & Training 

https://www.gov.uk/government/publications/send-guide-for-schools-and-alternative-provision-settings
https://www.gov.uk/school-discipline-exclusions?fbclid=IwAR04stN7LMcvWTEj_kJWfkypymuqiKx_VTFEV4InqOzfUq4GGKydL5OeGXI
https://www.gov.uk/health-safety-school-children?fbclid=IwAR29huT-dWFd5p2e4TOwwCa6XN2Ygc0K91h0YM_pomnGOao2EtHOuRcnVsc
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2?fbclid=IwAR1WMrarnp6FrvVGf7vFKeLO9hphBOvVTXq97A1GdQ2wU99L3E3IaxJxhp8
https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools?fbclid=IwAR0JGCB_AmH1RHbkl3hV3mXvbhscgiLdxwmGEZ7Np2ZMxMNVWEV61DoFV3Q
https://www.gov.uk/government/publications/school-complaints-procedures/best-practice-advice-for-school-complaints-procedures-2019?fbclid=IwAR2vgS0LnO63TMxKFNvFkYZ6yL4Ohr418YlHGPlHZbcWl3AYZ6BFh3GHipo
https://www.gov.uk/government/publications/school-complaints-procedures/best-practice-advice-for-school-complaints-procedures-2019?fbclid=IwAR2vgS0LnO63TMxKFNvFkYZ6yL4Ohr418YlHGPlHZbcWl3AYZ6BFh3GHipo
https://l.facebook.com/l.php?u=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fpublications%2Fgovernance-handbook%3Ffbclid%3DIwAR2LfeT0tmoAtHDQ6me5kcCdeVrD8EU3iCx3xofvF7KJi_oDFXinaAQcIiQ&h=AT3cJ4mI175K6Vi9xrtXdOhYUP1o-LCXfTI_LRjckVbvKe9x5QJB1FlB2MowDnj0FgSNKLUUVvoSgfSG8wx7Xmykn9voQ1QgBepPOc_9w9rFOS5v1QDv1vFD73FiWrsM1J274uRh
https://www.gov.uk/home-education?fbclid=IwAR0Qw7LbINILsbOkbKQTRwWJYuYcsWfAKAOnixOkqh9L6xzBPJekL909pfw
https://www.gov.uk/government/publications/alternative-provision?fbclid=IwAR0PPqrXK85qfkvHyIPu-xkn4ut7Gcjeza4B0TwYzPg48dglKyUvo5le7zk
https://www.gov.uk/guidance/full-time-enrolment-of-14-to-16-year-olds-in-further-education-and-sixth-form-colleges?fbclid=IwAR20QcZeCpm7HwLPw7U6A0N9uYA5SdGfLrMfkATKfkI1zlQOk-ftnIplCVE
https://www.gov.uk/guidance/full-time-enrolment-of-14-to-16-year-olds-in-further-education-and-sixth-form-colleges?fbclid=IwAR20QcZeCpm7HwLPw7U6A0N9uYA5SdGfLrMfkATKfkI1zlQOk-ftnIplCVE
https://www.gov.uk/browse/education/find-course?fbclid=IwAR0xQe-lCxxYWRaPecH1iZz_iOIh_Ll_TCS_0fQzMZ0GulU14phq0XPf_64


https://www.gov.uk/government/publications/participation-of-young-people-education-employment-and-
training 

• Supported Internships with an EHCP 

https://www.gov.uk/government/publications/supported-internships-for-young-people-with-learning-
difficulties 

• 16 - 19 Student Financial Support 

https://www.gov.uk/guidance/16-to-19-education-financial-support-for-students 

 

 

https://l.facebook.com/l.php?u=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fpublications%2Fparticipation-of-young-people-education-employment-and-training%3Ffbclid%3DIwAR05EWDh3DzzrZQDw8d8wtvUOd8MJlCuGCgT_q2zJr7jPxMzhMFpeNQwkzU&h=AT2HAZ91Ur58tFl-JQuNwZKBOUTZwEq8L135a-BILrR7uA84p84JLUisSc_Yj2hCoSGAOp3juGvsMmx9SMTs6MPHAzbs5JbnfQDO6lxXfKufiM0bt55Z4S7QgQgznKUFEX8r31Ru
https://l.facebook.com/l.php?u=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fpublications%2Fparticipation-of-young-people-education-employment-and-training%3Ffbclid%3DIwAR05EWDh3DzzrZQDw8d8wtvUOd8MJlCuGCgT_q2zJr7jPxMzhMFpeNQwkzU&h=AT2HAZ91Ur58tFl-JQuNwZKBOUTZwEq8L135a-BILrR7uA84p84JLUisSc_Yj2hCoSGAOp3juGvsMmx9SMTs6MPHAzbs5JbnfQDO6lxXfKufiM0bt55Z4S7QgQgznKUFEX8r31Ru
https://l.facebook.com/l.php?u=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fpublications%2Fsupported-internships-for-young-people-with-learning-difficulties%3Ffbclid%3DIwAR2qGKe3wxbkGEjpW5hdagBcnJ8F4PnRK_jvhcAc0a1vQl3C7bDMzA_v1S0&h=AT34SoJCXF6nviBQR2ie_Kn4JcUnRj_rjl_0ZeZU9d3ZjO_Bvtj7L9lyQryGqnm8CVEUsF_ZzTPaTiZsjWiGX_C-MbDvEKGnsSAlYrfO8Q8MPMUM-5A_a59VOCbZb0ZnPpHzP3Tn
https://l.facebook.com/l.php?u=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fpublications%2Fsupported-internships-for-young-people-with-learning-difficulties%3Ffbclid%3DIwAR2qGKe3wxbkGEjpW5hdagBcnJ8F4PnRK_jvhcAc0a1vQl3C7bDMzA_v1S0&h=AT34SoJCXF6nviBQR2ie_Kn4JcUnRj_rjl_0ZeZU9d3ZjO_Bvtj7L9lyQryGqnm8CVEUsF_ZzTPaTiZsjWiGX_C-MbDvEKGnsSAlYrfO8Q8MPMUM-5A_a59VOCbZb0ZnPpHzP3Tn
https://l.facebook.com/l.php?u=https%3A%2F%2Fwww.gov.uk%2Fguidance%2F16-to-19-education-financial-support-for-students%3Ffbclid%3DIwAR1Lr5-HLOjYulzAB9CVIcp5qFdeYOsEz_OuilJzrdR9Nk9kn682SGpeTb4&h=AT2WXQs_bBXUzWVdszrRcYW7S1fr6xMT3VBmitEfplo8XBBFvtFCOph4UZE06y_YHGG6lQbZ3oDMntnTcJm-USMO9ksWF8whS6Nckr1MtDny8VLZfGNOYJrnGpgSb6shrul8xjOd

