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Attendance Policy  

July 2024 (applies from 19th August 2024)  

  

Our Mission  

At Peters Hill we are passionate about the whole child. We want all children to leave school with skills and 

attributes that prepare them for the next stage in their education and allow them to embrace life's 

opportunities to the full. Our aim is for every child to fly high, flourish and fulfil the limitless potential they 

have. We want children to understand and demonstrate the importance of ambition, belief, compassion, 

pride and respect. We want children to become successful, confident, motivated and responsible 

individuals.   

  

Our Aims  

As a school we aim to:  

• promote curiosity, enthusiasm and engagement.   

• encourage independence and confidence.  

• foster logical, creative and deep thinking.  

• nurture respect for others and personal self-esteem.  

• provide a broad and balanced curriculum with imagination, purpose and value.  

• ensure high standards of behaviour and positive attitudes.  

• grow an awareness of civic responsibility and global citizenship.  

• value all abilities, interests, cultures and beliefs.  

• embrace innovative technology.  

• develop full potential in a structured, caring and purposeful learning environment.  
  

We believe that regular attendance is crucial if children are to benefit from their education and achieve their 

full potential.   
  

Regular attendance is important as it directly impacts a child’s learning and overall development. 

Consistent attendance ensures that pupils don’t miss vital lessons, helping them to build on their 

knowledge steadily. It promotes routine and responsibility, enhancing their social skills and confidence. 

Moreover, it helps teachers to gauge each pupil’s progress accurately.  
  

For children to have good attendance, measures have been put in place to monitor and address concerns 

over attendance and absence. These are outlined in the policy below.  
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Rationale  

DFE document - Working together to improve school attendance (Published 29 February 2024. Applies from 19th  

August 2024) states that;  

  

• The law entitles every child of compulsory school age to an efficient, full-time education suitable to their 

age, aptitude, and any special educational need they may have. It is the legal responsibility of every parent 

to make sure their child receives that education either by attendance at a school or by education otherwise 

than at a school  

  

• Where parents decide to have their child registered at school, they have an additional legal duty to ensure 

their child attends that school regularly. This means their child must attend every day that the school is 

open, except in a small number of allowable circumstances such as being too ill to attend or being given 

permission for an absence in advance from the school.   

  

• This is essential for pupils to get the most out of their school experience, including their attainment, 

wellbeing, and wider life chances. The pupils with the highest attainment at the end of key stage 2 and key 

stage 4 have higher rates of attendance over the key stage compared to those with the lowest attainment. 

At KS2, pupils not meeting the expected standard in reading, writing and maths had an overall absence 

rate of 4.7%, compared to 3.5% among those meeting the expected standard. Moreover, the overall 

absence rate of pupils not meeting the expected standard was higher than among those meeting the 

higher standard (4.7% compared to 2.7%). At KS4, pupils not achieving grade 9 to 4 in English and maths 

had an overall absence rate of 8.8%, compared to 5.2% among those achieving grade 42. The overall 

absence rate of pupils not achieving grade 9 to 4 was over twice as high as those achieving grade 9 to 5 

(8.8% compared to 3.7%).   

  

• For the most vulnerable pupils, regular attendance is also an important protective factor and the best 

opportunity for needs to be identified and support provided. Research has shown associations between 

regular absence from school and a number of extrafamilial harms, including crime (the proportion of 

children that had been cautioned or sentenced for any offence that had ever been persistently absent was 

81% and for serious violence offence was 85%).  

  
It is essential that all pupils achieve as high attendance as possible, and we are committed to achieving this 

across the whole school. We understand that occasionally children will be absent due to illness or other 

circumstances; it is a natural part of life in and out of school. We can administer prescribed medicines when 

required to help your child while at school. This can be arranged by contacting the school office.   

Our School Attendance Officer is Mrs Bird.   

Our First Aid and Medical Assistant is Miss Hicks.  

Our Strategic Lead for Attendance is Mrs Curnin.  

Our Attendance Link Governor is Mrs Belcher.  

Please note that daily absence is expected to be recorded through the absence reporting line. All parents have a 
duty to do this daily. This ensures that parents can leave a message for school before the day begins outlining the 
reason for the absence. Any pupil missing at the start of the day will be recorded through the registers and parents 
contacted if we have not received clarification of the absence. It is essential that parent contact details are always 
up to date. If we have not received a message regarding absence and we are unable to identify the whereabouts 
of the child, this information will be given to the school safeguarding team who will follow school policy by 
exploring different strategies for contacting parents. This may include a home visit. Please note that in the event 
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of not being able to verify the whereabouts of a child through all available contacts and strategies, it may be 
considered an immediate safeguarding concern and could result in a referral to children's services.   

Punctuality  
  
Being on time is important to your child; every morning the class teacher explains what is going to happen 

during that day and starts teaching sessions promptly. If your child misses just a few minutes they may miss 

some very important information.   

Getting into the habit of being punctual at school is a good life lesson. Good timekeeping is a requirement for 

most employers and is usually listed as a requirement for employees so by ensuring your child learns to be on 

time you are not only helping them make the most of school but also helping them with their future job 

prospects.   

Punctuality is key as it sets a positive tone for the day, ensuring pupils start lessons feeling prepared and 

focused. It minimises disruptions, allowing the teacher to utilise teaching time effectively.  

  

  

 
  

1. Aims  

We are committed to meeting our obligation with regards to school attendance through our whole-school 

culture and ethos that values good attendance, including:  

 Promoting good attendance   

 Reducing absence, including persistent and severe absence  

 Ensuring every pupil has access to the full-time education to which they are entitled  

 Acting early to address patterns of absence  

 Building strong relationships with families to ensure pupils have the support in place to attend school We 

will also promote and support punctuality in attending lessons.  

  

2. Legislation and guidance   

This policy meets the requirements of the Working together to improve school attendance (Applies from 

19th August 2024) from the Department for Education (DfE), and refers to the DfE’s statutory guidance on 

school attendance parental responsibility measures. These documents are drawn from the following 

legislation setting out the legal powers and duties that govern school attendance:  

 Part 6 of The Education Act 1996  

 Part 3 of The Education Act 2002  

 Part 7 of The Education and Inspections Act 2006  

 The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 2016 amendments)  

 The Education (Penalty Notices) (England) (Amendment) Regulations 2013  

This policy also refers to the DfE’s guidance on the school census, which explains the persistent absence 

threshold.  

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
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3. Roles and responsibilities   

The governing board  

The Governing Board oversees policies and practices to promote high attendance and punctuality. They ensure 
the school adheres to legal requirements, monitors attendance data, and supports interventions to address low 
attendance issues. By fostering a culture of consistent attendance, they contribute to the overall academic success 
of the pupils.  

The governing board is responsible for:  

 Promoting the importance of school attendance across the school’s policies and ethos  

 Making sure school leaders fulfil expectations and statutory duties  

 Regularly reviewing and challenging attendance data  

 Monitoring attendance figures for the whole school  

 Making sure staff receive adequate training on attendance  

 Holding the headteacher to account for the implementation of this policy  

The link governor for attendance is Mrs J Belcher  

The headteacher   

The Headteacher is responsible for implementing and enforcing the school’s attendance policy, monitoring 

attendance data, and developing strategies to improve attendance rates. They also work closely with staff, 

parents, and external agencies to address attendance issues and support pupils facing barriers.  

The headteacher is responsible for:   

 Implementation of this policy at the school   

 Monitoring school-level absence data and reporting it to governors  

 Supporting staff with monitoring the attendance of individual pupils  

 Monitoring the impact of any implemented attendance 

strategies   Issuing fixed-penalty notices, where necessary The 

Headteacher is Mr S Duncan  

The designated senior leader responsible for attendance  

The designated senior leader is responsible for overseeing the daily management of attendance, analysing 

attendance data, and identifying trends or issues. They coordinate interventions to support pupils with poor 

attendance and work closely with teachers, parents, and external agencies to ensure a cohesive approach.  

The designated senior leader is responsible for:  

 Leading attendance across the school  

 Offering a clear vision for attendance improvement  

 Evaluating and monitoring expectations and processes  
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 Having an oversight of data analysis  

 Devising specific strategies to address areas of poor attendance identified through data  

 Arranging calls and meetings with parents to discuss attendance issues  

 Delivering targeted intervention and support to pupils and families   

The designated senior leader responsible for attendance is Mrs T Curnin and can be contacted via 01384 816740 

or by email address enquiries@petershillprimary.org  

The Attendance Officer  

The Attendance Officer monitors and tracks pupil attendance daily, follows up on absences, and ensures accurate 
record keeping. They work with families to address attendance barriers and implement support strategies. They 
are the first point of contact for attendance issues. The school attendance officer is responsible for:   

 Monitoring and analysing attendance data (see section 7)  

 Benchmarking attendance data to identify areas of focus for improvement  

 Providing regular attendance reports to school staff and reporting concerns about attendance to the 

designated senior leader responsible for attendance and/or the headteacher   

 Working with education welfare officers to tackle persistent absence  

 Advising the headteacher (authorised only by the headteacher) when to issue fixed-penalty notices  

The attendance officer is Mrs J Bird and can be contacted via 01384 816740 or by email address 

enquiries@petershillprimary.org  

Class Teachers  

Class teachers are responsible for recording attendance on a daily basis, using the correct codes, and submitting 
this information to the school office. This needs to be done by 9am each day and by fifteen minutes after the start 
of afternoon teaching sessions.   

The Class Teacher is able to monitor daily attendance, work with the attendance officer to identify patterns of 
absence and foster a positive classroom environment to encourage regular attendance. They can communicate 
with parents about attendance concerns and work closely with the wider team to ensure that good attendance 
takes place. The Class Teacher will attend regular training and updates regarding approaches to supporting 
attendance on a day to day basis.   

Teaching Assistants  

Teaching Assistants support high attendance by building strong relationships with pupils, helping identify attendance 

issues, and offering encouragement and support. They also assist with catch-up work for absent pupils to help them 

remain on track.  

SENCO  

The SENCO ensures high attendance by identifying and addressing individual needs, creating tailored support plans, 

and collaborating with parents and external agencies. They also monitor attendance data specifically for students with 

SEND.  

Our SENCO is Mr S Porter  

School Admin Staff  

Admin staff play a vital role in recording daily attendance, handling parent communications regarding absences, 

and supporting the Attendance Officer with additional administrative tasks. They are able to support in ensuring 

the accuracy of attendance data and can assist in follow-up on unexplained absences.  

School Admin Staff will:  
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 Take calls from parents about absence on a day-to-day basis and record it on the school system as 

appropriate  

 Transfer calls from parents to the attendance officer, class teacher, senior leader, safeguarding officer in 

order to provide them with more detailed support on attendance   

 Develop a welcoming environment and positive response to all families and their needs.  

 Helping to identify families who may require additional support and reporting this to the attendance lead.   

  

Parents/carers   

Parents are responsible for ensuring their child’s regular school attendance, informing the school about any 
absences promptly, and providing reasons for any missed days. They should also support their child in 
maintaining good attendance habits. Parents/carers are expected to:  

 Make sure their child attends every day on time  

 Call the school to report their child’s absence before 8.45am on the day of the absence and each subsequent 

day of absence, and advise when they are expected to return  

 Provide the school with more than 1 emergency contact number for their child  

 Ensure that, where possible, appointments for their child are made outside of the school day  

Pupils  

Pupils are responsible for attending school regularly, arriving on time, and doing all they can to be ready for the 
day ahead. Encouraging ownership of their attendance can help improve their commitment.  

Pupils are expected to:  

 Attend school every day on time  

Pupils are not expected to communicate reasons for absence with school staff. This is the responsibility of the 

parent.   

First Aid/Medical Assistant  

The First Aid/Medical Assistant is responsible for recording and reporting attendance related to medical issues, 
handling student health concerns, and communicating with parents about any health-related absences. They 
ensure medical records are up-to-date and may liaise with external health professionals.  

Pastoral/Learning Mentors  

Pastoral/Learning Mentors support pupils in overcoming barriers to good attendance, monitor attendance 
patterns, and work with families to address any issues. They provide one-on-one/group support and liaise with 
other staff members for a coordinated approach.  

Safeguarding Officer  

The Safeguarding Officer ensures pupils’ safety and wellbeing, particularly when attendance issues raise 

concerns about potential abuse or neglect. They investigate attendance patterns, follow up on unexplained 

absences, and collaborate with external agencies if needed.  

Lunchtime Supervisor  

The Lunchtime Supervisor will encourage a positive environment, notice and report any unusual absences or 

behaviour, and build strong relationships with pupils to identify any attendance barriers. Communication to 

Class Teachers will be clear and effective to ensure that pupils have a positive lunchtime experience.   
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EYFS Lead  

The EYFS lead promotes good attendance by fostering a welcoming and engaging environment, communicating 

the importance of regular attendance to parents, and closely monitoring attendance patterns. The EYFS lead will 

use strategies like regular communication with parents, attendance rewards and organising family engagement 

activities. Keeping parents informed about their child’s progress will also motivate consistent attendance.  

  

  

  

  

4. Recording attendance  

Attendance register   

We will keep an attendance register and place all pupils onto this register.  

We will take our attendance register at the start of the first session of each school day and once during the 

second session. It will mark whether every pupil is:  

 Present  

 Attending an approved off-site educational activity  

 Absent  

 Unable to attend due to exceptional circumstances  

Any amendment to the attendance register will include:  

 The original entry  

 The amended entry   

 The reason for the amendment  

 The date on which the amendment was made   

 The name and position of the person who made the amendment 

See appendix 1 for the DfE attendance codes. We will also record:  

 Whether the absence is authorised or not  

 The nature of the activity if a pupil is attending an approved educational activity  

 The nature of circumstances where a pupil is unable to attend due to exceptional circumstances  

We will keep every entry on the attendance register for 6 years after the date on which the entry was made.  

Pupils must arrive in school by 8.45am on each school day.  

The register for the first session will be taken at 8.50am and will be kept open until 9am. As year group 

lunch breaks are staggered, the register for the second session will be taken 5 minutes after the end of the 

lunch session and will be kept open for 10 minutes after that time. All registers will be complete by 1.25pm 

at the latest.  
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Unplanned absence   

The pupil’s parent/carer must notify the school of the reason for the absence on the first day of an 

unplanned absence by 8.45am or as soon as practically possible by calling the school on the absence line 

(see also section 7). Parents are asked to leave a voicemail message with details of the absence.   

We will mark absence due to illness as authorised unless the school has a genuine concern about the 

authenticity of the illness.  

If the authenticity of the illness is in doubt, the school may ask the pupil’s parent/carer to provide medical 
evidence, such as a doctor’s note, prescription, appointment card or other appropriate form of evidence. 
We will not ask for medical evidence unnecessarily.  

If the school is not satisfied about the authenticity of the illness, the absence will be recorded as unauthorised 

and parents/carers will be notified of this in advance.  

Planned absence   

Attending a medical or dental appointment will be counted as authorised as long as the pupil’s parent/carer 

notifies the school in advance of the appointment.  

Parents should request a leave of absence form from the main school office.   

However, we encourage parents/carers to make medical and dental appointments out of school hours 

where possible. Where this is not possible, the pupil should be out of school for the minimum amount of 

time necessary.  

The pupil’s parent/carer must also apply for other types of term-time absence as far in advance as possible 

of the requested absence. Go to section 5 to find out which term-time absences the school can authorise.   

Lateness and punctuality  A 

pupil who arrives late:  

 Before the register has closed will be marked as late, using the appropriate code  

 After the register has closed will be marked as absent, using the appropriate code  

 We will contact parents directly where there are concerns regarding punctuality. This will be initially in 

writing. If improvements are not made, then parents will be invited to a meeting to discuss strategies and 

identify the support needed to improve over time.   

Following up unexplained absence  

Where any pupil we expect to attend school does not attend, or stops attending, without reason, the school 

will:  

 Call the pupil’s parent/carer on the morning of the first day of unexplained absence to ascertain the 

reason. If the school cannot reach any of the pupil’s emergency contacts, the school may complete a 

home visit and/or refer this to children’s services as a safeguarding concern.   

 Identify whether the absence is approved or not  

 Identify the correct attendance code to use and input it as soon as the reason for absence is ascertained 

– this will be no later than 5 working days after the session  

 Call the parent/carer on each day that the absence continues without explanation to ensure proper 

safeguarding action is taken where necessary. If absence continues, the school will consider involving 

an education welfare officer  
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Reporting to parents/carers  

The school will regularly inform parents about their child’s attendance and absence levels. This data is 

available to all parents through the SatchelOne app.   

5. Authorised and unauthorised absence   

Approval for term-time absence   

The headteacher will only grant a leave of absence to a pupil during term time if they consider there to be 

'exceptional circumstances'. A leave of absence is granted at the headteacher’s discretion, including the 

length of time the pupil is authorised to be absent for.  

We define ‘exceptional circumstances’ as one off events which are unavoidable, examples may include the 

death of a close relative, attendance at a funeral, respite care of a looked after child, a housing crisis which 

prevents attendance.  

The school considers each application for term-time absence individually, taking into account the specific 

facts, circumstances and relevant context behind the request.   

Any request should be submitted as soon as it is anticipated and, where possible, at least 4 weeks before 

the absence, and in accordance with any leave of absence request form, accessible via the main school 

office. The headteacher may require evidence to support any request for leave of absence.   

Valid reasons for authorised absence include:  

 Illness and medical/dental appointments  

 Religious observance – where the day is exclusively set apart for religious observance by the religious 

body to which the pupil’s parents belong.  If necessary, the school will seek advice from the parents’ 

religious body to confirm whether the day is set apart  

 Traveller pupils travelling for occupational purposes – this covers Roma, English and Welsh gypsies, Irish 

and Scottish travellers, showmen (fairground people) and circus people, bargees (occupational boat 

dwellers) and new travellers. Absence may be authorised only when a traveller family is known to be 

travelling for occupational purposes and has agreed this with the school, but it is not known whether the 

pupil is attending educational provision  

Legal sanctions   

The school or local authority can fine parents for the unauthorised absence of their child from school, where the 

child is of compulsory school age.  

If issued with a fine, or penalty notice, each parent must pay £80 within 21 days or £160 within 28 days. The 

payment must be made directly to the local authority.  

A penalty notice is an out of court settlement which is intended to change behaviour without the need for 

criminal prosecution. If repeated penalty notices are being issued and they are not working to change behaviour 

they are unlikely to be the most appropriate tool. Therefore, from autumn term 2024, only 2 penalty notices can 

be issued to the same parent in respect of the same child within a 3 year rolling period and any second notice 

within that period is charged at a higher rate:   

• The first penalty notice issued to a parent in respect of a particular pupil will be charged at £160 if paid 

within 28 days. This will be reduced to £80 if paid within 21 days.   

• A second penalty notice issued to the same parent in respect of the same pupil is charged at a flat rate of 

£160 if paid within 28 days.   
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• A third penalty notice cannot be issued to the same parent in respect of the same child within 3 years of 
the date of issue of the first. In a case where the national threshold is met for a third time (or subsequent times) 
within those 3 years, alternative action should be taken instead. This will often include considering prosecution 
but may include other tools such as one of the other attendance legal interventions.  

Penalty notices can be issued by a headteacher, local authority officer or the police.   

The decision on whether or not to issue a penalty notice may take into account:  

 The number of unauthorised absences occurring within a rolling academic year   

 One-off instances of irregular attendance, such as holidays taken in term time without permission  

 Where an excluded pupil is found in a public place during school hours without a justifiable reason  

If the payment has not been made after 28 days, the local authority can decide whether to prosecute or 

withdraw the notice.  
  

6. Strategies for promoting attendance   
  
To promote attendance, school will implement reward systems, create engaging learning environments, foster 
strong parent-school communication, and monitor and address attendance issues early. Engaging activities and 
clear information on the importance of attendance will be important. To promote positive attendance, we will 
implement regular attendance tracking, holding parent meetings to highlight the importance of attendance, and 
developing an engaging and purposeful curriculum.  
  

Our strategies will include;  

  

• Making good attendance a central part of our vision, values and ethos.  

• Accounting for attendance in other school improvement priorities and regularly review our approach to 

improving attendance and share this with stakeholders.   

• Having a designated senior leader with overall responsibility for improving attendance.   

• Ensuring all staff receive appropriate training and understand the importance of good attendance.   

• Setting high expectations for the attendance and punctuality of pupils and communicate these regularly 

to pupils and parents.   

• Promoting and visibly demonstrating the benefits of good attendance.   

• Recognising children missing education can act as a vital warning sign to a range of safeguarding issues.   

• Ensuring that displays are used effectively e.g. the use of display boards or visual display units dedicated 

to attendance   

• Providing support for families facing challenges  

• Communicating frequently with parents about attendance  

• Organising engaging activities and assemblies linked to attendance  

• Ensuring attendance is a school wide approach  

• Having a School Attendance Mascot and maximising the use of Rewards - School attendance raffle.   

7. Attendance monitoring  

Monitoring attendance  

Monitoring attendance helps identify patterns of absenteeism, allowing for early intervention and support. It 

ensures children do not miss vital learning opportunities and helps maintain consistent academic progress.  

Monitoring attendance is crucial for safeguarding as it helps identify potential welfare concerns. Frequent 

absences can be a sign of issues at home or school, such as neglect or bullying.  
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The school will:   

 Monitor attendance daily and review overall absence data half-termly, termly and yearly across the school 

and at an individual pupil level  

 Identify whether there are particular groups of children whose absences may be a cause for concern  

 Pupil-level absence data will be collected each term and published at national and local authority level 

through the DfE's school absence national statistics releases. The underlying school-level absence data is 

published alongside the national statistics. The school will compare attendance data to the national average 

and share this with the governing board.   

  

  

  

  

Analysing attendance  

Analysing attendance data helps spot trends and underlying causes of absenteeism, allowing for targeted 

interventions. It also ensures that resources are effectively allocated to support those in need.  

The school will:  

 Analyse attendance and absence data regularly to identify pupils or cohorts that need additional support 

with their attendance, and use this analysis to provide targeted support to these pupils and their families  

 Look at historic and emerging patterns of attendance and absence, and then develop strategies to address 

these patterns    

Using data to improve attendance  

Using data to improve attendance allows for evidence-based strategies to be implemented, ensuring that 

interventions are effective and tailored to specific issues. It also helps in measuring the impact of any changes 

made.  

The school will:  

 Provide regular attendance reports to class teachers, and other school leaders, to facilitate discussions with 

pupils and families  

 Use data to monitor and evaluate the impact of any interventions put in place in order to modify them and 

inform future strategies  

Reducing persistent and severe absence  

Reducing persistent and severe absence is vital because consistent attendance is linked to better academic 

performance and social development. Chronic absences can hinder a pupil’s learning progress and overall 

wellbeing.  

Persistent absence is where a pupil misses 10% or more of school, and severe absence is where a pupil misses 

50% or more of school.  

The school will:  

 Use attendance data to find patterns and trends of persistent and severe absence  

 Hold regular meetings with the parents of pupils who the school (and/or local authority) considers to be 

vulnerable, or are persistently or severely absent, to discuss attendance and engagement at school  
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 Provide access to wider support services to remove the barriers to attendance  

 Consider the implementation of Attendance Contracts. An Attendance Contract is an agreement between a 

pupil, their parents, and the school outlining expectations for attendance and steps to support improved 

attendance. It often includes goals and support measures.  

  

  

  

  

  

  

  

  

  

  

Monitoring Process   

The attendance of children from Nursery to Year 6 is monitored:   

The following systems are in place for addressing attendance:   

• Each fortnight an attendance tracker is produced showing every child’s percentage attendance.   

• The Headteacher and Attendance Officer look at children’s attendance under 96% with a particular focus 

on those under 90% (the figure classed as persistent absence).   

• Parents may be contacted either by letter or phone informing them that their child’s attendance has hit a 

trigger as follows;  

  

If a pupil’s attendance drops below the school target of 96%, parents will receive an informative letter. This 

letter will explain the importance of maintaining the target attendance rate and offer the opportunity to speak 

with the Attendance Officer if the parent feels it is required. By addressing attendance issues early, we aim to 

ensure that every pupil can fully benefit from their educational experience.  

If a pupil’s attendance falls below 93%, parents will receive a formal letter notifying them of this concern. This 

letter aims to highlight the importance of regular attendance and outline any necessary steps or support 

available to improve the pupil’s attendance. Parents are asked to contact the school office and speak to the 

Attendance Officer to discuss any challenges or to seek advice on promoting consistent attendance. Monitoring 
and addressing attendance issues early can significantly contribute to the pupil’s overall academic success and 

wellbeing.  

If a pupil’s attendance falls below 90%, parents will receive a letter informing them of this issue and requesting 

that they contact the school to arrange a meeting. This meeting aims to discuss any potential barriers to 

attendance, explore possible solutions, and provide support to ensure that the pupil’s attendance improves.  

Should a pupil’s attendance fall below 50%, parents will be sent a letter informing them of this concern and 

requesting that they contact the school to arrange a meeting. This meeting will address the causes of the low 
attendance and aim to develop a personalised plan to support the pupil in improving their regular attendance.  
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Holding attendance meetings with parents aims to identify and address the reasons behind a pupil’s 

absences, ensuring that any barriers are effectively managed. These meetings foster collaboration 

between the school and parents, enabling us to support the pupil’s return to regular attendance and 

improve their overall educational experience.  

The purpose of these meetings are to:   

Make parents aware of their child’s attendance and/or punctuality.   

Ensure parents are aware that a referral to ESS may be necessary if there are a significant number of 

unauthorised absences.   

Discuss reasons for absence.   

Look at additional support that may be available, eg. Early Help, Family Support, School Nurse, Pastoral 

Mentor, Safeguarding Officer, Classroom Support etc.   

Look at strategies for promoting good attendance, eg. Reward charts.   

Raise awareness of the impact of good attendance on pupil outcomes.   

Ensure that parents understand the impact and possible consequences of further absence.   

If a child has not been at school and no contact has been made with parents, then a home visit by the 

Attendance Officer and/or Safeguarding Officer may be requested by the Headteacher, particularly if there 

are any additional safeguarding concerns.   

If a child is absent from school for 10 days and cannot be located then the child may be reported to the local 

authority as CME – a child missing in education. There is also a statutory obligation to report any child to the 

local authority if there has been an absence for 10 or more days unless agreed as a holiday.   

Reporting Children Missing Education (CME) is crucial as it helps safeguard children’s wellbeing and 

educational development. It ensures that children not attending school are identified promptly, allowing 

interventions to be put in place to support them and their families.  

Individual/Group high attendance is acknowledged  

At the end of each term, children whose attendance is 100% are presented with a certificate in assembly. At 

the end of the school year children whose attendance is 100% are presented with a special certificate in 

assembly.   

Each week the school mascot (SAM) is awarded to the child in each class from Rec to Year 3 with the highest 

attendance figure.   

Reporting on Attendance   

Each term a monitoring report is produced and shared with the school leadership team and the governing 

body as part of the Headteacher report.  

The annual attendance plan is reviewed and shared with the school leadership team and the governing body.   

Weekly attendance summaries are sent to staff and governors.  

Visual aids like attendance boards displayed in common areas are updated.  

Success stories are highlighted in the school newsletter.  

Senior leaders analyse data to identify trends and areas needing intervention.   
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8. Monitoring arrangements   

This policy will be reviewed as guidance from the local authority or DfE is updated, and as a minimum 

annually by the Head teacher and Attendance Officer before approval by the Full Governing Body. Reviews 

will take in to account regular feedback from staff, students, and parents. It will incorporate attendance 

data trends and outcomes before making any necessary adjustments and improvements.  

9. Links with other policies   

This policy links to the following policies:  

Safeguarding/Child Protection Policy, Behaviour Policy, Special Educational Needs and, or Disabilities (SEND) 

Policy, Anti-Bullying Policy, Teaching and Learning Policy, Health and Wellbeing Policy  
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Appendix 1: attendance codes   

The following codes are taken from the DfE’s guidance on school attendance.  

Code  Definition  Scenario  

/  Present (am)  Pupil is present at morning registration  

\  Present (pm)  Pupil is present at afternoon registration  

L  Late arrival  Pupil arrives late before register has closed  

B  Off-site educational activity  Pupil is at a supervised off-site educational 

activity approved by the school  

D  Dual registered  

Pupil is attending a session at another setting 

where they are also registered  

J  Interview  

Pupil has an interview with a prospective 

employer/educational establishment  

P  Sporting activity  

Pupil is participating in a supervised sporting 

activity approved by the school  

V  Educational trip or visit  Pupil is on an educational visit/trip organised, or 

approved, by the school  

W  Work experience  Pupil is on a work experience placement  

  

  

  

Code  Definition  Scenario  

 Authorised absence  

C  Authorised leave of absence  

Pupil has been granted a leave of absence due to 

exceptional circumstances  
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E  Excluded  

Pupil has been excluded but no alternative 

provision has been made  

H  Authorised holiday  

Pupil has been allowed to go on holiday due to 

exceptional circumstances  

I  Illness  School has been notified that a pupil will be absent 

due to illness  

M  Medical/dental appointment  Pupil is at a medical or dental appointment  

R  Religious observance  

Pupil is taking part in a day of religious 

observance  

S  Study leave  Year 11 pupil is on study leave during their public 

examinations  

T  Gypsy, Roma and traveller absence  Pupil from a traveller community is travelling, as 

agreed with the school  

 
Unauthorised absence  

G  Unauthorised holiday  Pupil is on a holiday that was not approved by the 

school  

N  Reason not provided  Pupil is absent for an unknown reason (this code 

should be amended when the reason emerges, or 

replaced with code O if no reason for absence has 

been provided after a reasonable amount of time)  

O  Unauthorised absence  School is not satisfied with reason for pupil's 

absence  

U  Arrival after registration  Pupil arrived at school after the register closed  

  

  

Code  Definition  Scenario  
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X  Not required to be in school  
Pupil of non-compulsory school age is not required 

to attend  

Y  

Unable to attend due to exceptional 

circumstances  
School site is closed, there is disruption to travel 

as a result of a local/national emergency, or pupil 

is in custody  

Z  Pupil not on admission register  Register set up but pupil has not yet joined the 

school  

#  Planned school closure  Whole or partial school closure due to half 

term/bank holiday/INSET day  

    

  
Approved by:  Full Governing Body  Date: September 2025 

Last reviewed on:  September 2025   

Next review due by:  September 2026   

  

  


