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1. STATUTORY DUTY OF SCHOOLS   
 

This policy is written within the context of the legislation governing the requirement for 
compulsory education of children as set out in the Education Act 1996: Sections 7 and 
437–444A, and the subsequent Amendments to this Act set out in the Education (Pupil 
Registration) (England) (Amendment) Regulations 2013.  It identifies the 
responsibilities of parents, the LA and the school in ensuring that every child of school 
age is educated.  The Education Act 1996 requires parents to ensure their children 
receive efficient, full-time education, either by regular attendance at school or 
otherwise.  
 
This policy is also written within the context of our school’s vision and values.  Our 
School Values of Love, Courage and Respect underpin everything that we do at our 
school.  At Andrews’ Endowed CE Primary School, we recognise that positive 
behaviour and good attendance are central to raising standards and pupil attainment. 

 
Good attendance at school is important because: 
 

 Regular attenders find school routines, school work and friendships easier to cope 
with 

 Regular attenders make better progress, both socially and academically 

 Regular attenders find learning more satisfying 

 Regular attenders are more successful in transferring between primary school, 
secondary school, and higher education, employment or training 

 Statistics show a direct link between under-achievement and absence below 95% 
 

 
2. THE AIMS OF OUR POLICY  
 

 To promote children’s welfare and safeguarding, 

 To help fulfil our responsibility to encourage children’s full attendance at school, 
 

 To ensure that parents and carers understand their responsibilities regarding their 
child’s attendance, 

 

 To ensure that parents and carers understand the school’s and the Local Authority’s 
approach to dealing with absence, including the process for Any Request to 
Authorise Absence from School due to Exceptional Circumstances.  

 

 To explain the criteria used to approve any Request to Authorise Absence from 
School due to Exceptional Circumstances within the context of a requirement to 
maximise pupil attendance,  
 

 To explain the mechanism for the taking out of Legal Action on a parent or carer 
where their child has unauthorised absence and/or unauthorised lateness for 10 or 
more sessions, or during any formal examinations, assessment or testing 
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 To ensure that teachers and school staff understand their responsibilities regarding 
attendance. 

 
 

 
 

 
3. HOW DO WE PROMOTE GOOD ATTENDANCE AND PUNCTUALITY? 

 
The school aims to promote, among parents and children, a high level of awareness of 
the need for regular and prompt attendance.  
  

 To make attendance and punctuality a priority for all those associated with the 
school and to communicate this effectively to pupils, staff, parents and governors 

 To provide support and guidance to parents and pupils 

 To develop a systematic approach to gathering and analysing attendance data 

 To promote and reward regular school attendance at whole school, class and 
individual level. 
 

 
4. REGISTRATION PROCEDURES – RECORDING ATTENDANCE 
 

Schools are responsible for recording pupil attendance twice a day; once at the start of 
the morning session and once during the afternoon session. An entry must be made in 
the attendance register for all pupils of compulsory school age who are on the school's 
admission roll. 
 
The Class Teacher enters an attendance mark or absence code for each pupil during 
registration.  Absences can be authorised or unauthorised and a specific code is used 
to indicate the type of absence that has taken place.  Codes are provided by the Local 
Authority to enable schools to differentiate between different reasons for absence, eg 
hospital appointments, sickness, exams at another setting etc.  The current Codes 
used by the LA are included with this policy as an appendix (Appendix A). 
 
Parents must contact school as soon as possible on the first day of absence. Parents 
can contact the school’s office, complete an absence form or email the school. The 
School will contact parents if their child is absent and if they have not received a 
message from parents. If absences persist the Headteacher will invite parents to meet 
to discuss the attendance if attendance falls below 90%. 
 
If members of staff are concerned about the level of attendance or punctuality of any of 
the children in their class, they should inform the head teacher.  Staff identify any 
patterns developing in a child’s absences such as absence on a particular day each 
week for a period of weeks or two or three days absence on a regular basis.  When in 
doubt staff are encouraged to query and discuss these with parents and carers. 
 
It is essential that registers are marked accurately.  This is not only important as a daily 
routine but is vital should a fire or other emergency occur, or a legal query is raised 
concerning a child’s attendance.   
 

5. LATENESS AND PUNCTUALITY 
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We aim to promote a culture of punctuality in our school.  We appreciate that an 
occasional lateness may occur, due to circumstances beyond parents’ control and are, 
of course, sympathetic in such cases.  We work hard to guard against habitual 
lateness.   
 
In our school, the school gate is open from 8.45 am onwards, for 10 minutes.  Pupils go 
straight to their classrooms on arrival and begin an early morning task.  These tasks 
are designed to enable children to start thinking as soon as they come to school, 
making the most of every learning moment.  Pupils who regularly arrive late miss this 
first activity, and the benefits for learning that it brings.   
 
The school gate is closed at 8.55 am and all children should be in their classrooms by 
then, as registration begins at 8.55 am.   
   
Pupils arriving after the gate has closed must report to the school office.  Registers are 
closed at 9.05 am, after which a late mark will be recorded.  The office staff keep a 
note of children who consistently arrive in school between 8.55 and 9.05 am.  The 
Headteacher will contact families who regularly appear on this list and discuss ways in 
which punctuality can be improved.   

 
 
6. ABSENCE 

 
Parents and carers are asked to notify the school office as soon as possible each 
morning and before 9.00 am to report that their child will be absent from school.  
Messages may be left on the school answerphone.   
 
Parents and carers are asked to keep medical appointments taken during the school 
day to an absolute minimum and to notify us in writing in advance of any such 
appointments. 
  
Once registers are completed the School Office telephones home to explore any 
absences for which we have not been informed.   
 
The vast majority of our parents and carers are highly supportive of the school and 
inform us promptly about absences, working with us to keep these at an absolute 
minimum.  There may be occasions, however, when children have been away and no 
information is forthcoming.  If this does occur, the parent(s)/guardian(s) will be 
contacted as a matter of priority.  
 
Please note: If your child is not seen and contact has not been established with any of 
the named parents/carers, after three days of absence the school is required to start 
child missing in education procedures as set down by Hampshire County Council 
guidance. We will make all reasonable enquiries to establish contact with 
parents/carers and the child, including making enquiries to known friends and wider 
family. 

We have a legal duty to report the absence of any pupil who is absent without an 
explanation for 10 consecutive days. If the child is not seen and contact has not been 
established with the named parent/carer then the local authority is notified that the child 
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is at risk of missing. Children’s Services staff will visit the last known address and alert 
key services to locate the child. It is essential that we always have an up-to-date 
contact number. There will be regular data checks on telephone numbers throughout 
the year. 

 

7. MONITORING ATTENDANCE 
Attendance is reviewed by the Headteacher at the end of each week, and on a half 
termly basis.  Individual pupil and group data is scrutinised and any pupil identified as a 
potential persistent absentee is marked for further monitoring/action.   
 
We work with the small minority of families who sometimes need support to establish 
good patterns of attendance for their child.  In most instances, such work results in 
improved attendance over time, which in turn has a positive impact on the child’s 
learning and social development. 
In instances where a pattern of unauthorised absence persists or attendance does not 
improve, despite the school’s involvement, the Locality Team within the Local Authority 
will be contacted to support the school and family in ensuring regular attendance.  
 
Sometimes, a pupil may become reluctant to attend school due to anxiety. This may be 
related to classroom routines or curriculum, an issue with another pupil, or something 
which is happening at home.  We encourage parents and carers to let class teachers 
know straight away if their child is anxious about coming to school so that we can work 
together to resolve any problems and enable the child to feel happy and confident 
again.   
 
 

 
8. REQUESTS FOR AUTHORISED ABSENCE DURING TERM TIME DUE TO 

EXCEPTIONAL CIRCUMSTANCES  
 
In line with all other local schools, and in keeping with Department for Education and 
Local Authority policy, we firmly discourage families from seeking leave of absence 
during term time. 
 
Parents and carers are provided with information about the impact of absence on pupil 
attainment.  A copy of this information is available on the school website, and included 
as Appendix B. 

 
Pupils who are absent from school for the purposes of a family holiday miss out on vital 
teaching and learning.  This cannot be effectively compensated for by parents offering 
to take work on holiday with them, nor is it cancelled out by the perceived benefits from 
travel and holiday experiences.  Children need to be in school for the duration of the 
school year, to ensure continuity in their learning and to maintain and develop their 
friendships. 

 
In all cases, authorisation must be sought from the Headteacher well in advance of the 
planned absence, using the form available from the school office. The form should be 
accompanied by a letter if additional detail is required.  Authorisation requests will not 
be accepted if received in any other form, including email.  All retrospective requests 
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for absence will be classed as unauthorised.  The leave of absence request form is 
included for reference as Appendix C.   
 
Any requests for leave of absence will be considered on an individual basis, within the 
following context: 

 Pupil’s personal attendance record for the previous 12 months 

 The potential impact of the absence requested on the child’s learning and wellbeing 

 The proximity of any date requested to any existing school holiday  

 The proximity of any date requested to the end of year assessment period 
(May/June) 

 
We understand that some service families face exceptional circumstances.  The school 
recognises this and will work with parents to achieve the best for the children 
concerned.   
 
Where appropriate, the head teacher will contact families to discuss individual 
requests.   
 

9. PENALTY NOTICES FOR NON-ATTENDANCE AND OTHER LEGAL MEASURES 

In education law, parents/carers are committing an offence if they fail to ensure the 
regular attendance of their child of compulsory school age at the school at which the 
child is registered, unless the absence has been authorised by the school.  
 
Legal measures for tackling persistent absence or lateness 
Hampshire schools and Hampshire County Council will use the full range of legal 
measures to secure good attendance. Legal measures will only be considered when 
there is unauthorised absence and: 

1 The child or family do not require the support from any agency to improve the 
attendance  

2 The child has 10 or more sessions of unauthorised absence and parents are 
complicit in the child’s absence. 
 

The following legal measures will be used for pupils of compulsory school age who are 

registered at a school: 

 parenting contracts set at Education Planning Meetings   

 parenting orders  
 Penalty Notices 
 Education Supervision Orders 
 prosecution.  

 
Where a child has unauthorised absence the school must enforce Hampshire County 
Council’s Code of conduct: issuing Penalty Notices for unauthorised absence from 
schools or follow its guidance on other legal measures for non-attendance. The Code 
of conduct is a statutory document that ensures that powers for legal sanctions are 
applied consistently and fairly across all schools and their families within the authority. 
A copy is available from www.hants.gov.uk/education/hias/learning-behaviour-
attendance/attendance-guidance-for-parents/possible-penalties. 

 

http://www.hants.gov.uk/education/hias/learning-behaviour-attendance/attendance-guidance-for-parents/possible-penalties
http://www.hants.gov.uk/education/hias/learning-behaviour-attendance/attendance-guidance-for-parents/possible-penalties
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Penalty Notices for non-attendance – Hampshire’s Code of conduct 

The Code of conduct states that: 
 
Schools or Hampshire County Council will issue a Penalty Notice for any unauthorised 
absence where the pupil has been: 

 absent for 10 or more half-day sessions (five school days) of unauthorised absence 

during any 100 possible school sessions – these do not need to be consecutive 

(codes G, U or O on the register) 

 persistently late (coded U) for up to 10 sessions (five days) after the register has 

closed 

 persistently late before the close of the register (coded L), but the school has met 

with parents and has clearly communicated that they will categorise as 

unauthorised any further lateness (code O), and where the threshold of 10 sessions 

(five days) has been met 

 absent for any public examinations of which dates are published in advance 

 absent for any formal school assessments, tests or examinations where the dates 

have been published in advance 

unless the issuing of a Penalty Notice would conflict with other intervention strategies in 
place or other sanctions already being processed. 

Legal measures for absence taken when the Headteacher has declined parents/ 
carers’ request for leave of absence 

Where a pupil has unauthorised absence due to either: 

1 non-approval of a parent/carer’s request for leave of absence or 

2 a holiday that has been taken without permission 

and the unauthorised absence (coded G) is for 10 or more sessions (five days) in any 
100 possible school sessions/10 week period then a Penalty Notice for non-attendance 
will be issued. 

If a child has other types of unauthorised absence (coded O and U) and the 
family or child do not require any agency support to improve the attendance then 
a single Penalty Notice is issued for either: 

1 10 sessions (five days) of unauthorised absence or lateness in any 100 

possible school sessions/10 week school period  

2 one or more sessions of unauthorised absence during a public exam, formal 

school assessment of testing where dates are published in advance.   

Parents and carers will be warned of the likelihood of a Penalty Notice being issued for 
unauthorised absence via a letter, through the leave of absence request form, or 
through the school’s attendance policy and website. The Penalty Notice is a fine that is 
issued to each parent/carer who condoned (or was responsible for the child) during the 
period of unauthorised absence for which the fine has been issued. For each case of 
unauthorised absence the school or Hampshire County Council will decide whether a 
Penalty Notice is issued to one or more parents/carers for each child. NB: This could 
mean four Penalty Notices for a family with two siblings both with unauthorised 
absence for holiday, ie one Penalty Notice for each child to each parent. 
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Each Penalty Notice carries a fine of £60 if paid within 21 days of the Penalty Notice 
being posted. If the fine is not paid within 21 days the penalty is automatically 
increased to £120 if paid within 28 days. If the fine remains unpaid Hampshire County 
Council will consider prosecution for the non-attendance. Payment methods are 
detailed on the Penalty Notices themselves. Penalties are to be paid to Hampshire 
County Council and revenue resulting from payment of penalties is used by the County 
Council to help cover the costs of issuing Penalty Notices and/or the cost of 
prosecuting recipients who do not pay. 

Please note: If you pay the Penalty Notice and your child has further unauthorised 
absences additional legal action will be taken. For example, in the event that a Penalty 
Notice has previously been served to you due to unauthorised holiday, should your 
child have any future unauthorised leave this will result in further legal action for you, 
such as prosecution or an Education Supervision Order. 

For further information parents/carers can request a leaflet from their school and 
should visit Hampshire County Council’s website at: 
www.hants.gov.uk/education/hias/learning-behaviour-attendance/attendance-guidance-
for-parents/possible-penalties. 

 

Absence through child participation in public performances, including theatre, 

film or television work and modelling 

Parents/carers of a child performer can seek leave of absence from school for their 
child to take part in a performance. They must contact the Headteacher to discuss the 
nature and frequency of the work, whether the child has a valid performance licence 
and whether education will be provided by the employer during any future leave of 
absence. It is, however, down to the Headteacher’s discretion as to whether to 
authorise this and they will wish to discuss with you the nature and frequency of the 
absence and how learning will continue if absence occurs. Any absence recorded as 
part of a child’s participation in a public performance is recorded as C, an authorised 
absence. 
 

Absence through competing at regional, county or national level for sport 

Parents of able sportsmen and women can seek leave of absence from school for their 
child to take part in regional, county, national and international events and 

competitions. It is, however, down to the Headteacher’s discretion whether to authorise 
this and they will wish to discuss with you the nature and frequency of the absence and 
how learning will continue if absence occurs. Permission for your child to leave early or 
arrive late to attend coaching and training sessions is also at the discretion of the 
Headteacher and is not likely to be approved if it is a regular event, unless the sports 
club or association is providing an education tutor as part of their coaching. 

 

Gypsy, Roma, Traveller and Showman families 

Absence of a child from a Traveller family that has left the area may be authorised if 
the absence is for work purposes only and it is believed that the family intends to 
return. To ensure the continuity of learning for Traveller children, dual registration is 
allowed. That means that a school cannot remove a Traveller child from the school roll 
while they are travelling. When the Traveller is away the home school holds the place 

http://www.hants.gov.uk/education/hias/learning-behaviour-attendance/attendance-guidance-for-parents/possible-penalties
http://www.hants.gov.uk/education/hias/learning-behaviour-attendance/attendance-guidance-for-parents/possible-penalties
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open and records the absence as authorised through the T code. Distance learning 
packs for Traveller children are not an alternative to attendance at school. 

 

10. RECORD PRESERVATION  

School registers are legal documents. We will ensure compliance with attendance 
regulations by keeping attendance records for at least three years. Computer registers 
will be preserved as electronic back-ups. 
 

11. ROLES OF GOVERNORS  
 

The Governors, being charged to keep the school under review and approve Local 
Authority annual attendance targets, are given information each term about the level of 
absences throughout the school.    
 

 Set an attendance target for the schools at the beginning of each school year. 

 Support the Headteacher in managing requests for pupil leave of absence and 
take the position that families have “no automatic right” to such leave. 

 Decide the start and finish of the school day and determine the dates for the 
school’s term and holiday dates. 
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Control Box 
 

Version 
 

1 Date/Effective 
from 

Autumn 2021 

Author 
 

Gemma Gundry Review Date Autumn 2024 

 
 

 Responsibility  Governing Body  

Associated Policies, Documents, Agencies: 
 
Anti-Bullying Policy  
Restrictive Physical Intervention Policy.   
 

Admissions 
Behaviour and Exclusion 
Anti-Bullying 
Child Protection and Safeguarding 
Home/School Agreement 
SEND 
Supporting Pupils with Medical Conditions 

 
Legislative links  

 The Education (Pupil Registration) (England) Regulations 2006 

 The Education (Pupil Registration) (England) (Amendment) Regulations 2010 

 The Education (Pupil Registration) (England) (Amendment) Regulations 2011 

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

 The Education (Pupil Registration) (England) (Amendment) Regulations 2016 

 The Education Act 2002 

 The Education (School Day and School Year) (England) Regulations 1999  

 The Changing of School Session Times (England) (Revocation) Regulations 
2011 

 The Education and Inspections Act 2006 Other DfE guidance  

 Parental responsibility measures for school attendance and behaviour 

 Children missing education  

 Keeping Children Safe in Education (KCSiE) 
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APPENDIX A – REGISTRATION CODES  
 
 

 

/ Present (AM) I Illness T Traveller absence 

\ Present (PM) J Interview U Late (after registers closed) 

B Off-site educational 

activity 

L Late (before registers 

closed) 
V Educational visit or trip 

C Other authorised 

circumstances 

M Medical/Dental 

appointments 
W Work Experience 

D Dual registration 
N No reason yet provided 

for absence 

# Planned whole or partial school 

closure 

E Excluded 
O Absent from school 

without authorisation 

Y Unable to attend due to 

exceptional circumstances 

F Extended family 

holiday (agreed) 

P Approved sporting 

activity 

X Relating to Covid -19 

Not required to be in school 

G Family holiday (not 

agreed) 
R Religious observance Z Pupil not on roll 

H Family holiday 

(agreed) 
S Study leave 

- All should attend / No mark 

recorded 
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APPENDIX B – INFORMATION FOR PARENTS AND CARERS ABOUT THE LINKS 
BETWEEN ATTENDANCE AND ATTAINMENT 
 

HIGH LEVELS OF ATTENDANCE PRODUCE  
HIGH STANDARDS OF ACHIEVEMENT 

 
We share the following information about attendance and attainment to help 
parents and carers understand why regular attendance is so vital if we want each 
child to achieve his or her full potential. 
  
Research shows that the more time pupils spend in lessons the more they learn.  It is 
the chief reason why Headteachers take a great deal of interest in the amount of time 
pupils are absent from school whether through illness or holidays. 
 
Only in exceptionally rare circumstances can absence from school be justified.  
Children work to carefully planned and structured programmes of study and any 
absence can be detrimental to a child’s learning.  Even a single day can be significant 
in terms of lost opportunities. 
 
Attendance is recorded as a percentage.  This can sometimes be misleading for 
parents, as pupils need to achieve a very high score (higher than would normally 
constitute ‘good’) in order to be achieving a good attendance figure.  A good 
attendance figure is considered to be one that is above 96%. 
 
If your child misses 10% (three weeks) or more schooling across the school year, for 
whatever reason, they are defined as persistent absentees. Persistent absentee 
pupils and their parents will be subject to an Attendance Plan or home/school contract 
designed to support a rapid return to 100% attendance. 

 
It seems incredible, but pupils are only in school for 190 days each year.  There are 13 
weeks when pupils are already on holiday - this adds up to 175 days – nearly half the 
year!   
 
The loss of learning time which occurs through the taking of any additional holiday 
adds up over the course of a pupil’s career.  
 
If pupils were to take two weeks of annual holiday in term time every year, then:  
By the end of Key Stage 1 (year 2), they will have lost over a month of schooling. 
By  the end of Key Stage 2  (year 6),  they will have lost three months of schooling.  
By  the end of Key Stage 3 (year 9), they will have lost four months of schooling. 
By their GCSE examinations (year 11) they will have lost over half a year of schooling.  
 
This will certainly affect their results. 
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APPENDIX C – Request To Authorise Absence Due To Exceptional Circumstances 
Form 
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Appendices 

The law 

The Education Act 1996, Part I, Section 7 states: 

“The parent of every child of compulsory school age shall cause him to receive efficient 
full-time education suitable: 

a)  to his age, ability and aptitude and 

b)  to any special needs he 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 VI, 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. 

Guidance documents on attendance 

The following Department for Education documents are used to guide attendance 
recording: 

 Absence and attendance codes (guidance for schools and local authorities) 

 Keeping pupil registers (guidance on applying the Education Pupil Registration 
Regulations). 

These and other guidance documents are available on the Department for Education 
website. 

Hampshire County Council guidance is available on Hantsweb at: 
www.hants.gov.uk/education/hias/learning-behaviour-attendance/lba-resources-for-
schools/atten-guidance/attendance-guidance-for-schools. 

 

http://www.hants.gov.uk/education/hias/learning-behaviour-attendance/lba-resources-for-schools/atten-guidance/attendance-guidance-for-schools
http://www.hants.gov.uk/education/hias/learning-behaviour-attendance/lba-resources-for-schools/atten-guidance/attendance-guidance-for-schools

