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RESPONSIBILITY: Mr Bernard Tague   

  

PRINCIPLES:  

  

Parkside School aims to maximise attendance rates in order to ensure that all students are 

able to take the fullest advantage of the learning experiences available to them. Every child 

has a fundamental right to be educated and Parents have a duty to ensure their child’s full 

attendance at school.    

  

It is well recognised that good, consistent attendance at school is crucial to a child’s future 

prospects.  Evidence shows that children with poor attendance are unlikely to succeed 

academically and they are more likely not to be in education, employment or training (NEET) 

when they leave school. Research suggests that when attendance falls below 90% this can 

equate to a  1 grade reduction in their GCSE achievement. In addition being absent from 

school can leave students vulnerable to anti social behaviour and crime.  

  

At Parkside we strive for 100% attendance for all students.  Parkside School actively 

promotes good attendance and discourages unjustified absences.  We recognise that by 

promoting good attendance and punctuality prepares students for adult working life.  

  

AIMS:  

  

• To maximise student attendance through working collaboratively with the child and family 

and valuing high attendance rates.  

• To encourage students to take full advantage of their educational opportunity by attending 

regularly.  

• To recognise the external factors which influence student attendance and work in 

partnership with parents, ESWS and other agencies to address difficulties.  

  

OBJECTIVES:  

  

• To identify patterns of non-attendance at an early stage and work to resolve any personal/social 

difficulties.  

• To provide an effective and efficient system for the monitoring of attendance.  

  

Legal Framework   

  

• Section 7 of the 1996 Education Act states that parents/carers must ensure that 

children of compulsory school age receive full-time education suitable to their age, 
ability and aptitude to any special educational needs they may have, either by regular 
attendance at school or otherwise.   

• A child is of Compulsory School Age at the beginning of the term following their 5th 
birthday. A child ceases to be of compulsory school age on the last Friday in June of 
the school year in which they reach the age of 16.   
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• Under the Education Act 1996, the Local Authority has a statutory responsibility to 
ensure that parents/carers secure education for children of compulsory school age and 

where necessary, use legal enforcement.   

• The Education (Pupil Registration) (England) Regulations 2006, require schools to take 
an attendance register twice a day, once at the start of the morning session and then 
again during the afternoon session.   

• The register must record whether the student was:   

Present;   

Absent;   

Present at approved educational activity; or  Unable 

to attend due to exceptional circumstances.  

  

  

RESPONSIBILITIES  

  

Improving attendance at Parkside School is the responsibility of everyone in the school community 

– students, parents, staff and governors.  

  

STUDENTS  

  

All students are expected to attend school and all of their lessons and be punctual.  Students 
who do experience difficulties will be offered support and guidance, initially from their 

Progress Tutor and, if the need arises, from the Inclusion Team. Students attendance is 

acknowledge via the “stamp” system – they receive a Positive Referral a on weekly basis if they 
get 100% and a Progress Pin every term for 100%.    

  

  

PARENTS / CARERS  

  

Parents / carers are responsible for ensuring that their child attends school and is punctual, 

properly dressed and equipped.  If a child is prevented for any reason from attending, or is 

late, parents are requested to notify the school as soon as possible – by phone call on the day 

of absence and in writing if longer than 1 day.  A student’s absence from school must be 

considered as unauthorised until a satisfactory explanation is forthcoming from the parent.  

Parents will be informed promptly of any concerns that may arise over a child’s attendance.  

  

Parents / carers should avoid, if at all possible, making medical/dental appointments for their 

child during school hours.  If parents intend to take their child out of school please ensure a 

Leave of Absence form is filled in and returned to school.   

  

  

SCHOOL  

  

Staff will endeavour to encourage good attendance and punctuality through personal 

example. Attendance is the responsibility of all school staff (not just teaching and Inclusion 
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staff).  The school will employ a range of strategies (see below) to encourage good 

attendance and punctuality, and will investigate promptly all absenteeism, liasing closely 

with parents.  Staff will respond to all absenteeism firmly and consistently.  

  
REGISTRATION  

The law requires the register to be taken twice a day – at the start of the morning session and 

in the afternoon session. Registers will be taken promptly at 8.25 a.m. and at 1.50 pm, using 

the school’s electronic registration system  

  

Morning registration will close at 9.15 a.m. and afternoon registration at 2.05 p.m. If a 

student fails to arrive before the registers close, they will be marked as ‘absent.’  Students 

who arrive after the registers have been taken should report to the general office and be 

signed in as late.  The register is marked using the DfE Attendance and Absence Codes (see 

Appendix).  

  

If a student is late on three or more occasions in a week, or more than five times in a half 

term, a lunchtime detention will be imposed.  If a student is persistently late, the Inclusion 

Team will contact the parents and work in partnership to resolve the issue.  

  

Parents are reminded that if a child arrives in school after the registers have closed, and an 

unacceptable explanation is not forthcoming, the student has to be recorded as late after 

register closed (‘unauthorised absent’) for that session.  All class teachers will take registers 

in each of their classes and will notify the Inclusion Team as soon as possible of any 

absenteeism.   

  

The school now uses Lesson Monitor which registers students’ attendance in all academic lessons 

and allows the school to track a student’s attendance record by subject and teacher.  

  

  

AUTHORISED/UNAUTHORISED ABSENCE  

  

Parkside School will decide on how an absence is to be recorded in accordance with the latest 

guidance from the Department for Children Families and Schools.  This currently states that:  

  

Absence can be authorised under the following circumstances:  

1.The student was absent with permission granted by school.  

2.The student was ill and a letter is sent in to confirm this  

3.The absence occurred on a day exclusively set aside for religious observance by the religious body to 

which the pupil’s parent belongs.  

4.There is a family bereavement.  

5.The student is attending an interview either with a prospective employer or in connection with an 

application for a place at an institute of further or higher education or for a place at another 

school.  

6.The student is attending a Pupil Referral Unit.  
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7.The student is involved in an exceptional special occasion (e.g., if a student is attending the 

graduation of an older sibling) or taking part in an extra curricular activity  

8.Leave of absence is granted by the school.   

  

Absence should be unauthorised under the following:  

  

1.No explanation is forthcoming.  

2.The school is dissatisfied with the explanation.  

3.The student stays at home to mind the house or to look after siblings (the guidance suggests that 
absence in such cases should only be granted in exceptional circumstances).  

4.The student is shopping during school hours.  

5.The student is absent for unexceptional special occasions (e.g. a birthday).  

6.The student is away from school  for a period of time that has not been agreed by the school    

  

  

LEAVE OF ABSENCE  

  

The Department of Education has published new amendments to the Pupil Registration 

Regulations that will come into force in September 2013. The amendments make clear that 

Headteachers may not grant any leave of absence during term time unless there are 

exceptional circumstances. Bearing this in mind families are strongly urged to avoid taking 

family holidays during term-time. Families do not have a right to take their children out of 

school for the purposes of family holidays or trips abroad.  

If the circumstances are exceptional, and leave of absence is granted, our Headteacher will 

determine the number of school days the child can be away from school if the leave is 

granted.  Each application will be considered individually taking into account the following 

factors:    

• the amount of time requested;  

• age of the pupil;  

• the pupil’s general absence/attendance record;  

• proximity of SATs and public examinations;  

• length of the proposed leave;  

• pupil’s ability to catch up the work;  

• pupil’s educational needs;  

• general welfare of the pupil;   

• circumstances of the request;  
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• purpose of the leave;  

• frequency of the activity;  

• when the request was made.  

  

All applications for leave of absence must be made in advance by the parent(s)/carer(s). A “Leave of 

Absence,” must be submitted to the Headteacher (see appendix)   

  

Please note that even when leave of absence is granted the student does not get a “present” mark 

and their overall attendance record will be affected by this absence.  

  

PENALTY NOTICES  

As a last resort, when the school has attempted to support the child and the family in 

improving attendance, we can impose a Penalty Notice (PN) to parents whose child is not 

attending regularly.  From 1st September he parent has 21 days to pay a fine of £60 and 

payment after this time but within 28dyas is £120. Should the Penalty notice not be paid, the 

Bradford Children’s Services will submit the case for prosecution in the Magistrates court.   

  

  

PENALTY NOTICES FOR UNAUTHORISED HOLIDAYS  

DfE’s “Guidance on Education-related Parenting Contracts, Parenting Orders and Penalty 
Notices – September 2007” states that all Penalty Notices must be issued in accordance with the 
Local Code of Conduct.    

  

Under the Code, Penalty Notices may be issued:   

• If parents have not sought permission from the headteacher before taking their child out of 

school for a holiday in term-time;   

  

• If the headteacher has refused the request but the absence occurs anyway;   

  

• If a pupil has not returned to school by the agreed date with no satisfactory explanation and 
the pupil remains on the roll of the school. (Penalty Notices cannot be issued when a child has 
been removed from roll)  

  

• Where the absence has been recorded by the school as unauthorised in the attendance 

register on at least 10 sessions (5 school days).  

  

• Overt truancy  

  

• Persistent late arrival at school  

  

• Parentally-condoned absences  
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Removal from Roll  

  

The Pupil Registration Regulations 2006 state that schools can delete pupils who fail to return 
on the date they were expected back from leave of absence or extended leave of absence if 
they fail to do so within 10 school days. However, the school must check that the pupils do 

not have a good reason for their absence, such as disrupted travel arrangements or illness, 
before deleting the pupil.  The school and its local authority must make reasonable enquiries 
to establish the reason for non-return before the deletion is made. Schools are advised in line 
with the Children Missing Education guidance that they must referrer all cases of children 

who are removed from the school roll having failed to return following a period of leave of 

absence to the Education Social Work Service who will make additional enquiries to attempt 
to locate the child.  

If the pupil has a good reason to be absent he/she should be marked authorised absence using 

the relevant Attendance Code and the pupil cannot be deleted.  If, in the school’s view, the 
pupil does not have a good reason, the parents should be reminded of:  

• the date the school said it expected the pupil to return;  

• the parents’ responsibility to ensure that the child attends school regularly;  

• the possibility of legal sanctions against the parents;   

• the possibility of the school deleting the pupil from the school roll; and  

• that the pupil must be marked unauthorised absence.  

If, after making reasonable enquiry, the school is unable to contact the parents or has any 
concerns about the pupil and his/her welfare, it should seek assistance from the Education 
Social Work Service.  Schools should not wait until they are about to delete a pupil to seek 

this assistance. Further guidance on reasonable enquiry and areas that might cause concern 
to schools is available on the Every Child Matters website and in the Bradford Council, 

Children Missing Education ‘When a Child Goes Missing’ guidance for schools.  

PERSISTENT ABSENCE  

  

A student becomes a Persistent Absentee when they miss 15% of their schooling across the 

academic year for whatever reason. Absence at this level is doing considerable damage to 

any child’s educational prospects and we need parents’/carers’ fullest support and 

cooperation to tackle this. Any student whose attendance has reached the PA threshold or is 

at risk of moving towards that threshold is given priority for intervention. Intervention may 

be via:  

  

• An action plan to improve attendance, following a meeting between relevant School 

staff and parents/carers outlining clear strategies to support an increase in 

attendance  

• Where parents/carers fail to co-operate with support and strategies provided by the 

School, further advice may be sought which could lead to legal sanctions being 

imposed.  
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Persistent Absence data is communicated to the Local Authority via the School Census on a termly 

and annual basis  

  

  

 

 

PROCEDURES FOR FOLLOWING UP ABSENCE:  

1.If a student is absent (without an explanation being forthcoming), The Attendance Officer will 

ring up parents on the first day to try ascertain a reason.  If no reason is obtained, The 

Attendance Officer will send an absence letter (first class post) on the second day of absence. 

As part of our safeguarding responsibilities the school will always ensure that the 

parents/guardians of students not registered in school are contacted within the day.  

2.If a student is persistently (or intermittently) absent, the Inclusion Co-ordinator will write to the 

parents and alert them to our concerns.  

3.If attendance continues to deteriorate the Inclusion Co-ordinator will send a 2nd letter inviting 

parents into school to discuss strategies to improve attendance.  

4.If a student is persistently absent (or late) and the school’s efforts to effect an improvement 

have been unsuccessful, the situation will be referred to the education social worker.  

5.Notes from parents will be kept in the students file in the attendance office.   

6.All telephone messages regarding absence/lateness are recorded and kept in the tutor group file 

in the office.  

7.Students whose attendance is below 95%will be distributed to our Inclusion co-ordinator on a 

Monday morning for consideration. If necessary Year Inclusion Managers will be informed and 

a range of interventions may be out into place i.e. home visit, Attendance Challenge..  

  

STRATEGIES FOR PROMOTING ATTENDANCE:  

  

1.Parkside School will offer an environment in which students feel valued and welcomed. The 

school’s ethos must demonstrate that students feel that their presence in school is 

important, that they will be missed when they are absent/late and that follow-up action 

will be taken.  

2.A varied and flexible curriculum will be offered to all students.  Every effort will be made to 

ensure that learning tasks are matched to students’ needs.  

3.Attendance data will be collected weekly and analysed in order to identify patterns, set 

targets, correlate attendance with achievement, and support and inform policy/practice.  

4.Progress Pins will be awarded termly for 100% attendance  

5.Students will receive a weekly Positive Referral for 100% attendance.  

6.Students will be reminded regularly of the importance of good attendance.  

7.Students who are absent through sickness for any extended period of time will (when 

appropriate) have work sent home to them and will be reintegrated back into school upon 
their return.  

8.Students who have been absence for whatever reason for an extended period of time will 
(when appropriate) have individually tailored reintegration programmes prepared for 
them.  
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9.The Assistant Head Teacher will, when appropriate, liaise with other agencies – Educational 

Psychology Service, Social Services and other agencies – when this may serve to support 
and assist students who are experiencing attendance difficulties.  

10. Our Assistant Head teacher and  Inclusion Co-ordinator and will have regular meetings with 

the school’s educational social worker in order to identify and support those students who 
are experiencing attendance difficulties.  

11. Regular visits will be made to feeder primary schools in order to ensure the smoothest 
possible secondary transfer.  Discussions with primary school teachers will seek to identify 
those students who may require extra support during this process.  

12. The school will run Attendance Panel meetings in conjunction with our Education Social 

Worker.  

13. Year group Attendance Challenges will be run throughout the year to support students with 

attendance issues.   

14. Year Inclusion Managers  will meet Progress Tutors on a weekly  basis to share key 

information regarding attendance  

15. Our attendance notice board will be updated weekly to celebrate the best attending tutor 

Group per year.  

  
What does your child’s percentage attendance actually mean in terms of time off school:-  

Percentage attendance  Approximate Time off per 

week / month  

Time off per year  

95%  1 day off per month  2 weeks   

90%  Half a day a week  4 weeks   

85%  3 days per month  6 weeks  

80%  1 day a week  8 weeks   

75%  1 week off per month  10 weeks   
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APPLICATION FOR LEAVE OF ABSENCE FROM PARKSIDE SCHOOL  

  

Pupils attend school for a maximum of 190 days each academic year.  Full attendance is vital for your child’s 
educational progress.  Parkside School expects all parents/guardians to ensure that their children attend 

school whenever possible.  Our Headteacher will not grant any leave of absence during term time unless 
there are exceptional circumstances. Families do not have a right to take their children out of school for the 

purposes of family holidays or trips abroad. If the circumstances are exceptional, and leave of absence is 
granted, our Headteacher will determine the number of school days the child can be away from school if the 
leave is granted.    

  

Failure to return your child on the agreed date could result in a Penalty Fine of £60 (per parent, per child)  

being issued by Bradford Council and your child losing their place at school – please refer to our 
Attendance Policy  

  

If you wish to apply for your child to be absent from school, please complete this form and return it to school 

at least two weeks before the intended departure.  Thank you.  

  

PARENTS SECTION  

  

Surname of child  

  

  

  

First name    

  

Date of birth  

  

  Class    

Surname of  

Parent/Guardian  

  

  

  

First name of  

Parent/Guardian  
  

  

Address of child  

  

  

  

  

Postcode  

  

  Tel No    

  

Reason for absence    
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Length of absence     

applied for (number of 

school days)  

  Destination    

  

Date of departure   

  

  Date due back in school    

  

Emergency telephone contact in the Bradford 

district  

  

  

Parent’s/Guardian’s 

Signature  
  Date  

  
  

  

SCHOOLS SECTION   

  

  

Date of Meeting  

with 
Parent/s  

  

  

  

Headteacher’s  

Signature  
  

  

Date:  

Extended leave  Approved for:     School days  

              Not approved for:    School days   

  

Ethnic origin of child:  

  

White    Pakistani    Bangladeshi    Indian    

Chinese    

  

BlackCaribbean  

  
  

Black- 

African  
  Black-other    Other    

  

Gender of 

child:  

  

Female    Male      

  

Number of previous  

applications granted  
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Please give details  

  

  

  

  

  

  

  

Please Retain for School Records  

  

In the event of the child not returning within 10 schools days of the agreed return date and no 
satisfactory explanation has been provide for the none return the child can be removed from the 
school register. A Children Missing Education referral should be made to the Education Social 
Work Service who will require a copy of this form. For further information please see Bradford 
Council Leave of Absence, Holidays in Term Time and Extended Leave of Absence – Guidance for 

Schools or Children Missing Education ‘If A Child Goes Missing’.  
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Appendix 2  

  

DFES ATTENDANCE CODES, DESCRIPTIONS AND MEANINGS  

CODE DESCRIPTION MEANING FOR STATISTICAL  

PURPOSES  

  

CODE  DESCRIPTION  MEANING  

/  Present (AM)  Present  

\  Present (PM)  Present  

B  Educated off site (not dual)  Approved Education Activity   

C  Other authorised circumstances  Authorised absence  

D  Dual registration  Not counted in possible 

attendances  

E  Excluded (no alternative provision made)  Authorised absence  

F  Extended family holiday  Authorised absence  

G  Family holiday (not agreed)  Unauthorised absence  

H  Family holiday (agreed)  Authorised absence  

I  Illness (NOT medical or dentist)  Authorised absence  

J  Interview  Approved Education Activity  

L  Late (before registers closed)  Present  

M  Medical /dental  Approved Education Activity  

N  No reason provided  Unauthorised absence  

O  Unauthorised absence  Unauthorised absence  

P  Approved sporting activity  Approved Education Activity  

R  Religious observance  Authorised absence  

S  Study leave  Authorised absence  

T  Traveller absence  Authorised absence  

U  Late (after register closed)  Unauthorised absence  

V  Educational visit or trip  Approved Education Activity  

W  Work experience  Approved Education Activity  

X  Non-compulsory school age absence  Approved Education Activity  

Y  Enforced closure  Approved Education Activity  

Z  Pupil not yet on roll  Approved Education Activity  

#  School closed  Approved Education Activity  

  


