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‘WHATEVER YOU DO, WORK AT IT WITH ALL YOUR HEART’. COLOSSIANS 3 V 23 
LEARNING TOGETHER FOLLOWING JESUS                                                                                                                                          

CHRISTIAN VALUES ARE THE HEARTBEAT OF OUR SCHOOL.  SEEKING TO BE RESPECTFUL, RESPONSIBLE AND EMPOWERING 
GLOBAL CITIZENS, WE FOLLOW THE WORDS OF ST PAUL, ‘WHATEVER YOU DO, WORK AT IT WITH ALL YOUR HEART’ IN 

THIS CONTEXT, REJOICING IN JESUS’ LOVE AND COMPASSION FOR ALL, WE PURSUE EXCELLENCE AS WE CELEBRATE 
EVERYONE’S UNIQUENESS IN A BROAD, RICH AND BALANCED CURRICULUM. 



Rationale  

Adlington St. Paul’s Primary School is committed to providing a full and efficient education to all 

pupils and embraces the concept of equal opportunities for all. 

We will endeavour to provide an environment where all pupils feel valued and welcome. For a child 

to reach their full educational achievement, a high level of school attendance is essential. We will 

consistently work towards a goal of 100% attendance for all children. Every opportunity will be used 

to convey to pupils and their parents or carers the importance of regular and punctual attendance.  

School attendance is subject to various Education Laws and this school attendance policy is written 

to reflect these laws and the guidance produced by the Department for Education. 

Each year the school will examine its attendance figures and set attendance targets. These will 

reflect both National and local attendance figures. The school will review its systems for improving 

attendance at regular intervals to ensure that it is achieving its set goals. 

This policy will contain within it the procedures that the school will use to meet its attendance 

targets. 

School Procedures 

Any child who is absent from school at the morning or afternoon registration period must have their 

absence recorded as being authorised, unauthorised or as an approved educational activity 

(attendance out of school). Only the Headteacher or a member of staff acting on their behalf can 

authorise absence. If there is no known reason for the absence at registration, then the absence 

must be recorded in the first instance as unexplained, if the absence is still unexplained after a 2-

week period, this will be changed to unauthorised. 

Lateness 

The classroom doors open at 8.45am and the class teacher is responsible for manually documenting 

the morning registration, which closes at 9.00am. If a child is absent, the class teacher will leave the  

register blank and the appropriate authorised absence code will be entered by the administration 

officer.  

Pupils arriving after the close of registration must report to the school office. Pupils arriving before 

9.30am will be treated, for statistical purposes, as present, but will be coded as late (before registers 

close).  

Pupils arriving late after 9.30am will be marked as U (after registration closes), unauthorised 

absence.  

Pupils arriving from a medical appointment will be given a ‘medical mark’. A medical mark is an 

authorised absence but does affect the pupils’ overall attendance percentage. 

The afternoon registration will be at 1.00pm and will close five minutes later, 1.05pm. The class 

teacher is responsible for manually recording the correct mark. Continuous lateness is monitored by 

the Headteacher, during each half term. A letter (Appendix 1a) will be sent to all parents and carers, 

whose child has a high number of late sessions (five or more), during a half term. If lateness 

improves, no further action will be taken. If the number of late sessions continues, and parents and 

carers have not been in contact with school, the Headteacher will request a meeting with parents 

and carers to establish the reason for lateness, and to offer support.  



First Day Absence 

Parents and carers should keep children at home if they are acutely unwell. School should be 

notified, either in person, by telephone or by email, as soon as practical, on the first day of absence. 

Parents/carers are required to notify school on the fourth day, if the child is still unwell. 

If the school has not been informed of a child’s absence on the first day of absence, a telephone call 

to the child’s parents/carers will be made by the administration officer before 10.30 am, to ensure 

they are absent with their permission, and to establish the reason for absence. The telephone call 

will only be made once further clarification has been sought from the appropriate class teacher. This 

is to ensure that a child arriving after registration has not slipped into class without first reporting to 

the school office. The class teachers will ask late comers if they have reported to the school office, 

and if not, arrange for the administration officer to be informed. If there is no answer on either 

parent’s contact numbers, a message will be left for them by the administration officer, stating why 

they are calling and asking them to contact the school as soon as possible. 

If the child does not attend school the following day, and parents/carers have not contacted school, 

the administration officer will contact all of the named contacts for the child and send an email 

requesting an urgent telephone conversation.  

For safeguarding reasons, if the child does not attend school on the third day of the absence and 

parents/carers have not contacted school, a home visit will be arranged. If, after a home visit, no 

reason for the absence has been established, school may request a police welfare check.  

If, after five school days, the child does not attend school and there has been no communication 

with parents/carers, school will complete and submit a ‘Child Missing in Education’ Form.  

Persistent Absence (defined in legislation as 10% or more absences; either authorised or 

unauthorised) 

A child who is persistently absent is at risk of failing to achieve their full potential within the school 

environment. Any pupil with attendance below 90% will be closely monitored and appropriate 

interventions will be implemented to raise attendance above the Persistent Absence threshold. 

This initially will include parents/carers receiving a ‘white letter’ (Appendix 1b), stating their child’s 

attendance figure (below 90%) for up to that half term and an attendance certificate will be 

enclosed. 

The attendance of children with attendance below 90% will be carefully monitored throughout the 

following half term. 

If attendance improves and the cumulative attendance is above 90% at the end of the following 

term, parents/carers will receive a ‘green letter’ (Appendix 1c). 

If attendance improves, but the cumulative attendance remains below 90% at the end of the 

following term, parents/carers will receive a ‘yellow letter’ (Appendix 1d). 

If attendance does not improve and remains below 90%, parents/carers will receive a ‘red letter’ 

(Appendix 1e) and will be contacted by school to discuss how they can be supported to improve 

their child’s attendance. 

  



Frequent Absence 

It is the responsibility of the relevant school attendance staff to be aware of and bring attention to 

any emerging attendance concerns. 

In cases where a pupil begins to develop a pattern of absences, the school will try to resolve the 

problem with parents and carers. If this is unsuccessful, school may open an Early Help, which 

parents/carers will be invited to attend, and attendance targets set and reviewed.  

If attendance remains a concern, school will contact Lancashire Attendance Officer, who may offer 

further support.  

Where attendance and punctuality are a concern, absences will only be authorised with proof of any 

illness or appointments requiring time away from school. 

Welcome Back 

It is important that on return from an absence, that all pupils are made to feel welcome. This should 

include ensuring that the pupil is helped to catch up on missed work and brought up to date on any 

information that has been passed to the other pupils. 

Absence Notes/Emails 

Notes and emails received from parents explaining absence will be kept for the remainder of the 

academic year. If there are attendance concerns about a specific pupil, then the notes will need to 

be retained for a longer period in case they are required further investigation. 

Medical Appointments 

Parents/carers may request to take children out of school for medical appointments. Routine 

appointments such as GP, dentist and optician appointments should be made outside of school 

hours, where possible.  

Holidays in Term Time 

Term time holidays and extended leave are not allowed and will not be authorised as stated in the 

Education (Pupil Registration) (England) (Amendment) Regulations 2013. 

The school will only grant leave of absence in exceptional circumstances that are not related to 

holidays. 

Parents/carers must complete a ‘Leave of Absence in Term Time Request Form’ (Appendix 2), which 

is on the school website, to the Headteacher in good time (at least 6 weeks before a planned 

absence) to request permission to take their child out of school during term time. The 6-week time 

period is necessary in order for the school to give due consideration to the request. 

If the request is denied, school will inform the parent/carer of the reason by letter (Appendix 3). If 

the parent/carer chooses to continue with the planned absence, it will be recorded as an 

unauthorised absence and could result in a penalty notice. 

In the rare circumstances when the Headteacher is satisfied that there are genuine reasons for an 

absence, they will determine the number of days a child can be away from school and the leave will 

be granted as authorised (Appendix 4).  

  



Penalty Notices 

Lancashire LA are informed of unauthorised absences by school and will take appropriate action, 

which may include issuing Fixed Penalty Notices to parents/carers or court action. Parents/carers are 

informed of the criteria for Education Penalty Notices at the beginning of each school year 

(Appendix 5). 

Section 23 of the Anti-Social Behaviour Act 2003 empowers designated LA officers, Headteachers 

and the Police to issue penalty notices in cases of unauthorised absences from school. The Education 

(Penalty Notices) (England) Regulations 2004 came in to force on 27 February 2004) and were 

amended in the Education (Penalty Notices) (England) (Amendment) Regulations 2013. 

A Penalty Notice may be issued if a child falls within one or more of these categories within a 12-

week period: 

▪ 10 sessions (5 days) of unauthorised absence with under 90% attendance  

▪ 20 sessions (10 days) of unauthorised absence 

▪ persistently arrives late for school after the close of registration 

Attendance Awards 

Attendance awards are given for 100% attendance each term and children receive a reward 

(certificate) for 100% attendance during the full academic year. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



The registration system 

The school will use manual paper registers and a computerised system for keeping the school  

attendance records.  

The following national codes will be used to record attendance information: 

 

 

Categorisation of Absence 

Any pupil who is on roll but not present in the school must be recorded within one of these 

categories. 

1. Unauthorised Absence 

2. Authorised Absence 

3. Approved Educational Activity 

 



1. Unauthorised absence 

This is for those pupils where no reason has been provided, or whose absence is deemed to be 

without valid reason. Unauthorised absences affect attendance figures.  

2. Authorised absence 

This is for those pupils who are away from school for a reason that is deemed to be valid under the 

Education Act 1996. Authorised absences also affect attendance figures.  

3. Approved Educational Activity 

This covers types of supervised educational activity undertaken off site but with the approval of the 

school. 

Note: Pupils recorded in this category are deemed to be present for attendance returns purposes. 

This would include: 

▪ Work experience placements; 

▪ Field trips and educational visits; 

▪ Sporting activities; 

▪ Link courses or approved education off site; 

▪ Most types of dual registration. 

Registers by law must be kept for at least 3 years. 

The school will use paper registers and a computerised system for keeping the school attendance 

records. 

Entries in paper registers must be in ink. 

Register Security 

The registers are kept securely in designated folders in the administration block overnight.  

Each morning registers are taken to the classrooms and are left in a designated place ready for the 

return of the registers. 

After morning registration, the registers are collected and returned to the school office. Once 

received, the administration officer updates/amends the manual registers in line with absence 

information recently received. 

Before the afternoon registration period, the registers are taken to the classrooms for manual 

completion. Once completed, they are returned to the school office for the input of attendance data 

onto the computerised system, and for safe keeping. 

The Law 

The Education Act 1996 Part 1, Section 7 states: 

The parent of every child of compulsory school age shall cause him/her to receive efficient  

full-time education suitable- 

[a] To his/her age, ability and aptitude and 

[b] To any special needs he/she may have. 



Either by regular attendance at school or otherwise. 

For educational purposes the term parent is used to include those that have parental responsibility 

and/or those that have the day to day care of the child. 

The legislation that appertains to children who are of compulsory school age and are registered at 

school is contained within this Act. 

Part V1 Section 444 contains the details of when an offence is committed if a child fails to attend 

school. 

Register and Admission Roll keeping. 

The legal requirements are found in: 

The Education [Pupil Registration] (England) Regulations 2006 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



APPENDICIES  

Appendix 1a - Late Letter  

Date 

Re: Attendance of (insert child’s name) 

 

Dear Parents/Carers, 

 

During the last half term, your child arrived at school after 9.00am and received a late mark on x  

occasions. 

Your child’s attendance and punctuality will be closely monitored during the next half term. I enclose  

a copy of the attendance certificate for your information. 

When a child is late for school, they will miss valuable learning time, which could have a detrimental  

impact on your child’s progress and attainment. They may also miss key information and messages  

from their class teacher. Arriving late for school can affect a child’s routine and wellbeing.  

If you would like to discuss any issues regarding this, please contact the school office to arrange a  

convenient appointment with your child’s class teacher. 

 

Yours sincerely, 

 

 

Mrs. J. Burger 

Headteacher 

 

 

 

 

 

 

 

 

 



Attendance Letters  

Appendix 1b - White Letter  

Date 

Re: Attendance of … Class …  

 

Dear Parents/Carers,  

 

For a child to reach their full educational achievement, a high level of school attendance is essential.  

As a school we consistently work towards a goal of 100% attendance for all children. Systems are in  

place to carefully monitor attendance and we aim to communicate with parents when there are any  

concerns over attendance figures. The Local Authority consider any attendance below 90% as  

‘Persistent Absence’.  

During the academic year so far, your child’s attendance is %. 

As this is below 90%, your child’s attendance will be closely monitored during the next half term.  

I enclose a copy of the attendance certificate for your information.  

If you would like to discuss any issues regarding this, please contact the school office to arrange a  

convenient appointment with your child’s class teacher.  

 

Yours sincerely, 

 

Mrs. J. Burger 

Headteacher 

 

 

 

 

 

 

 

 

 



Appendix 1c - Green Letter 

Date 

Re: Attendance of … Class … 

 

Dear Parents/Carers,  

 

During the academic year so far, your child’s attendance is %. 

I am pleased to inform you that there has been an improvement in your child’s attendance. 

Your child’s attendance figure is now above 90%, which is the Local Authority Threshold for  

Persistent Absence. We hope that this remains above this threshold and your child’s attendance  

continues to improve.  

I enclose a copy of the attendance certificate for your information for your information. 

 

Many thanks for your support.  

Yours sincerely, 

 

Mrs. J. Burger 

Headteacher 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix 1d - Yellow Letter 

Date 

Re: Attendance of … Class … 

 

Dear Parents/Carers,  

 

During the academic year so far, your child’s attendance is %. 

I am pleased to inform you that there has been an improvement in your child’s attendance. 

However, the attendance figure remains below 90%, which is the Local Authority Threshold for  

Persistent Absence. Therefore, we will continue to monitor your child’s attendance during the next  

half term and I hope that it continues to improve.  

I enclose a copy of the attendance certificate for your information for your information. 

If you would like to discuss any issues regarding this, please contact the school office to arrange a  

convenient appointment with your child’s class teacher.  

 

Yours sincerely, 

 

 

Mrs. J. Burger 

Headteacher 

 

 

 

 

 

 

 

 

 

 

 



Appendix 1e - Red Letter 

Date 

Re: Attendance of … Class …  

 

Dear Parents/Carers,  

 

During the academic year so far, your child’s attendance is %. 

There has been no improvement in your child’s attendance since the last half term and the  

attendance figure remains below 90%, which is the Local Authority Threshold for Persistent Absence.  

Therefore, we will continue to closely monitor your child’s attendance during the next half. I enclose  

a copy of the attendance certificate for your information.  

You will be contacted by school to discuss how we can support improving your child’s attendance.  

For a child to reach their full educational achievement, a high level of school attendance is essential.  

As a school we consistently work towards a goal of 100% attendance for all children. Systems are in  

place to carefully monitor attendance and we aim to communicate with parents when there are any  

concerns over attendance figures.  

 

Yours sincerely, 

 

 

Mrs. J. Burger 

Headteacher 


