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Regular and punctual attendance is an essential prerequisite to effective learning. At 

Fairstead Community Primary and Nursery School we aim to develop an ethos which 

demonstrates to children, parents/carers and the wider community how much we value 

good attendance and punctuality. We expect all pupils to attend school every day. 

  

Legal Responsibility 
Section 7 of the 1996 Education Act states that parents must ensure that children of 

compulsory school age receive efficient 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. 

Under the Education Act 1996, the Local Authority has a statutory responsibility to ensure that 

parents secure education for children of compulsory school age and where necessary, use 

legal enforcement.   

The Education (Pupil Registration) (England) Regulations 2006, as amended by 2016 

regulations, 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 pupil was: 

 Present; 

 Absent; 

 Present at approved educational activity; or 

 Unable to attend due to exceptional circumstances.   
 
“Definition of Parent” as 

 Any natural parent, whether married or not 

 Any parent who, although not a natural parent, has parental responsibility as defined 
in the Children Act (1989) for a child or young person 

 Any person who, although not a natural parent, has care of a child or young person 
 

  
Authorised Absence 

Authorised absence is where the school has either given approval in advance for the child to 

be absent or where an explanation offered afterwards has been accepted as satisfactory 

justification for absence. 

Absence may generally be authorised for the following reasons: 

 illness, medical or dental appointments; 

 days of religious observance; 

 exclusion; 

 traveller child travelling for the purposes of parents’ employment 

 'exceptional' occasions (the nature of such occasions will be determined by school on an 

individual basis) 



Whenever a child is absent from school it is the duty of the parent/carer to notify the school 

on the day of absence before the start of school and provide a reason for absence.   
  
Unauthorised Absence 

Unauthorised absence is where no explanation has been given for the child’s absence or 

where the explanation offered is considered by the school to be unacceptable. 

Absence will not be authorised in the following circumstances: 

 no explanation is offered by the parent/carer 

 the explanation offered is unsatisfactory (e.g. shopping, minding the house, etc); 

 family holidays (unless granted under ‘exceptional’ circumstances). 

 Arrival at school after the register has closed 

 Truancy before or during the school day 

 Leaving school for no reason during the day 
 
 
Persistent Absence 

A pupil becomes a ‘persistent absentee’ (PA) when their attendance drops to 90% and below 

for any reason. Over a full academic year this would be 38 sessions (19 days). Absence at 

this level is causing considerable damage to a child’s educational prospects. 

The attendance of all pupils at our school are monitored to identify children who are PA, or 

are on track to becoming PA. Where emerging concerns are identified we will instigate 

appropriate and timely interventions. Referrals may also be made to external agencies for 

targeted support. 

If parents fail to engage with support and their child continues to have unsatisfactory 

attendance/ punctuality, a request may be made to the Local Authority to pursue legal 

proceedings either through a penalty notice or full prosecution in the Magistrates’ Court. 

Parents found guilty in a Magistrates’ Court of failing to secure their child’s regular attendance 

at school under the provisions of the Education Act 1996, will receive a criminal record and a 

maximum penalty of a £1000 fine under a Section 444 (1) offence or a £2500 fine or up to a 3 

month prison sentence, under a Section 444 (1a) offence. 

 
 
Approved Educational Activity 

Children who are educated off site, dual registered, or who are engaged in supervised 

educational activities away from school premises, need not be marked as absent, and will be 

recorded as on an approved educational activity. This means that children attending 

educational visits, or approved sporting activities can be counted as statistically ‘present’. The 

nature of the activity must, however, be recorded by use of appropriate code. This is important 

in order to ensure that an accurate record of those children physically present on site at any 

given time is instantly available.  

 
 



Categorising Absence and Attendance 
 
The table below shows the national codes which enable all schools to record and monitor 
attendance and absence in a consistent way and comply with the regulations.  
 

Absence and Attendance Codes 

Present at School 

/ \ Registration code / \ : present in school / = am \ =pm 

L Late arrival before the register has closed. Schools should have a policy on how long 
registers should be kept open; this should be for a reasonable length of time but not that 
registers are to be kept open for the whole session. A pupil arriving after the register 
has closed should be marked absent with code U, or with another absence code if that 
is more appropriate.  

Attendance codes for when pupils are present at approved off-site educational activity 

B Off-site educational activity. This code should be used when pupils are present at an 
off-site educational activity that has been approved by the school. Ultimately schools 
are responsible for the safeguarding and welfare of pupils educated off-site. Therefore, 
by using code B, schools are certifying that the education is supervised and measures 
have been taken to safeguard pupils. This code should not be used for any 
unsupervised educational activity or where a pupil is at home doing school work. 
Schools should ensure that they have in place arrangements whereby the provider of 
the alternative activity notifies the school of any absences by individual pupils. The 
school should record the pupil’s absence using the relevant absence code. 

D Dual Registered – at another educational establishment. This code is not counted as a 
possible attendance in the school Census. The law allows for dual registration of pupils 
at more than one school. This code is used to indicate that the pupil was not expected 
to attend the session in question because they were scheduled to attend the other 
school at which they are registered. The main examples of dual registration are pupils 
who are attending a pupil referral unit, a hospital school or a special school on a 
temporary basis. It can also be used when the pupil is known to be registered at another 
school during the session in question. Each school should only record the pupil’s 
attendance and absence for those sessions that the pupil is scheduled to attend their 
school. Schools should ensure that they have in place arrangements whereby all 
unexplained and unexpected absence is followed up in a timely manner. 

J At an interview with prospective employers, or another educational establishment. This 
code should be used to record time spent in interviews with prospective employers or 
another educational establishment. Schools should be satisfied that the interview is 
linked to employment prospects, further education or transfer to another educational 
establishment. 

P Participating in a supervised sporting activity. This code should be used to record the 
sessions when a pupil is taking part in a sporting activity that has been approved by the 
school and supervised by someone authorised by the school. 

V Educational visit or trip. This code should be used for attendance at an organised trip or 
visit, including residential trips organised by the school, or attendance at a supervised 
trip of a strictly educational nature arranged by an organisation approved by the school. 

W Work experience. Work experience is for pupils in the final two years of compulsory 
education. Schools should ensure that they have in place arrangements whereby the 
work experience placement provider notifies the school of any absences by individual 
pupils. Any absence should be recorded using the relevant code. 

Absence codes when pupils are not present in school 

C Leave of absence authorised by the school. Only exceptional circumstances warrant an 
authorised leave of absence. Schools should consider each application individually 
considering the specific facts and circumstances and relevant background context 
behind the request. 



E Excluded but no alternative provision made. If no alternative provision is made for a 
pupil to continue their education whilst they are excluded but still on the admission 
register, they should be marked absent in the attendance register using Code E. 
Alternative provision must be arranged for each excluded pupil from the sixth 
consecutive day of any fixed period or permanent exclusion. Where alternative provision 
is made they should be marked using the appropriate attendance code. 

H Holiday authorised by the school. Head teachers should not grant leave of absence 
unless there are exceptional circumstances. The application must be made in advance 
and the head teacher must be satisfied that there are exceptional circumstances based 
on the individual facts and circumstances of the case which warrant the leave. Where a 
leave of absence is granted, the head teacher will determine the number of days a pupil 
can be away from school. A leave of absence is granted entirely at the head teacher’s 
discretion. 

I Illness (not medical or dental appointments). Schools should advise parents to notify 
them on the first day the child is unable to attend due to illness. Schools should authorise 
absences due to illness unless they have genuine cause for concern about the veracity 
of an illness. If the authenticity of illness is in doubt, schools can request parents to 
provide medical evidence to support illness. Schools can record the absence as 
unauthorised if not satisfied of the authenticity of the illness but should advise parents 
of their intention. Schools are advised not to request medical evidence unnecessarily. 
Medical evidence can take the form of prescriptions, appointment cards, etc. rather than 
doctors’ notes. 

M Medical or dental appointments. Missing registration for a medical or dental appointment 
is counted as an authorised absence. Schools should, however, encourage parents to 
make appointments out of school hours. Where this is not possible, the pupil should 
only be out of school for the minimum amount of time necessary for the appointment. 

R Religious observance. Schools must treat absence as authorised when it is due to 
religious observance. The day must be exclusively set apart for religious observance by 
the religious body to which the parents belong. Where necessary, schools should seek 
advice from the parents’ religious body about whether it has set the day apart for 
religious observance. 

S Study leave. Schools must record study leave as authorised absence. Study leave 
should be used sparingly and only granted to Year 11 pupils during public examinations. 
Provision should still be made available for those pupils who want to continue to come 
into school to revise. 

T Gypsy, Roma and Traveller absence. A number of different groups are covered by the 
generic term Traveller – Roma, English and Welsh Gypsies, Irish and Scottish 
Travellers, Showmen (fairground people) and Circus people, Bargees (occupational 
boat dwellers) and New Travellers.  
This code should be used when Traveller families are known to be travelling for 
occupational purposes and have agreed this with the school but it is not known whether 
the pupil is attending educational provision. It should not be used for any other types of 
absence by these groups.  
To help ensure continuity of education for Traveller children it is expected that the child 
should attend school elsewhere when their family is travelling and be dual registered at 
that school and the main school. Children from these groups whose families do not 
travel are expected to register at a school and attend as normal. They are subject to the 
same rules as other children in terms of the requirement to attend school regularly once 
registered at a school. 

Unauthorised Absence from School 

G Holiday not authorised by the school or in excess of the period determined by the head 
teacher. If a school does not authorise a leave of absence for the purpose of a holiday 
but the parents still take the child out of school, or the child is kept away for longer than 
was agreed, the absence is unauthorised. The regulations do not allow schools to give 



retrospective approval. If the parents did not apply for leave of absence in advance, the 
absence must be recorded as unauthorised. 

N Reason for absence not yet provided. Schools should follow up all unexplained and 
unexpected absences in a timely manner. Every effort should be made to establish the 
reason for a pupil’s absence. When the reason for the pupil’s absence has been 
established the register should be amended. This code should not be left on a pupil’s 
attendance record indefinitely; if no reason for absence is provided after a reasonable 
amount of time it should be replaced with code O (absent from school without 
authorisation). 

O Absent from school without authorisation. If the school is not satisfied with the reason 
given for absence they should record it as unauthorised. 

U Arrived in school after registration closed. Schools should actively discourage late 
arrival, be alert to patterns of late arrival and seek an explanation from the parent. 

Administrative Codes 

X Not required to be in school. This code is used to record sessions that non-compulsory 
school age children are not expected to attend. 

Y Unable to attend due to exceptional circumstances. This code can be used where a 
pupil is unable to attend because:  
• The school site, or part of it, is closed due to an unavoidable cause; or  
• The transport provided by the school or a local authority is not available and where the 
pupil’s home is not within walking distance; or  
• A local or national emergency has resulted in widespread disruption to travel which 
has prevented the pupil from attending school.  
 
This code can also be used where a pupil is unable to attend because:  
• The pupil is in custody; detained for a period of less than four months. If the school 
has evidence from the place of custody that the pupil is attending educational activities 
then they can record those sessions as code B (present at approved educational 
activity).  
 
This code is collected in the School Census for statistical purposes. 

Z Pupil not on admission register. This code is available to enable schools to set up 
registers in advance of pupils joining the school to ease administration burdens. Schools 
must put pupils on the admission register from the first day that the school has agreed, 
or been notified, that the pupil will attend the school. 

# Planned whole or partial school closure. This code should be used for whole or partial 
school closures that are known or planned in advance such as: between terms; half 
terms; occasional days (for example, bank holidays); weekends (where it is required by 
the management information system); up to five non-educational days to be used for 
curriculum planning/training; and use of schools as polling stations. 

 

Registers 
We are required by law to call attendance registers twice daily - once at the start of the morning 

session and again during the afternoon session. Morning registers will take place at the start 

of school at 8.55 am. Children will be marked as Late if they arrive at school after 9:05am.  

The registers will remain open until 9:25am and any pupils arriving after this time will be 

marked as having an unauthorised absence unless there is an acceptable explanation i.e. 

school transport was delayed 

In considering attendance levels, the register is of paramount importance. Registers are legal 

documents. Should the parents/carers of a persistent non-attender be prosecuted by the 

Norfolk Local Authority, then the information which the register contains will be the main 

source of evidence presented to the court.  The regulatory requirements placed on schools 



with regard to the keeping of registers are to be found in the Education (Pupil Registration) 

Regulations 2006. 

Punctuality    

Once the doors are closed pupils must enter school via the school office. School staff will 

operate a daily “late gate”. Any pupil who comes into school late will be marked as late in the 

attendance record. Records are kept of those pupils who are late, this is documented on the 

electronic register for each pupil. (Attendance code L) 

 Children who have attended a dentist or doctor’s appointment and subsequently come to 

school late, before the session has closed will receive a late mark and a comment entered. If 

they don’t return before the end of the session the absence will be recorded as a medical 

absence (Attendance code M). 

  
Children who are persistently late miss a significant amount of learning. Where there have 

been persistent incidents of lateness parents/carers will be advised of the concerns and the 

school will provide opportunities for parents/carers to seek support and advice to address 

these issues. 

Where a child is persistently late and has accrued sufficient ‘U codes’ in the register a referral 

may be made to the Norfolk Local Authority inviting parents/carers to a FAST Track meeting. 

It is the responsibility of the Headteacher to monitor attendance and punctuality. The 

Headteacher sets attendance targets annually and governors are kept informed on 

attendance figures. 

 Leave of Absence 

There is no entitlement in law for any leave of absence from school in term time. 

Any applications for leave of absence must be made in advance using the ‘Leave Request’ 

form and any request can only be authorised where School accepts there are ‘exceptional 

circumstances’.   

 
At Fairstead Community Primary and Nursery School, when considering such requests we 
take into account the following: 

 

 circumstances of the request  

 purpose of the leave 

 length of the proposed leave 

 the pupil’s general absence/attendance record going back 12 months 

 any attempts made to mitigate the length of absence 

 the proximity of SATs 

 general welfare of the pupil 

 

If the school is informed or suspect that a family has been on holiday whilst suggesting to the 

school another reason of absence this will be unauthorised. It will be up to the family to prove 

that they have not taken a family vacation. 

 



Where parents/carers take children out of school without authorisation legal action may be 

taken (see section on Penalty Notices below). 

 

FAST Track to attendance meetings 

What is the purpose of the Fast Track to Attendance Panel Meeting?  

The purpose of the Fast Track to Attendance Panel meeting is for you and your child to meet 

with school and relevant agency members to identify the reasons for absence and to work 

together to improve attendance.  

 

What will happen at the Fast Track to Attendance Panel Meeting?  

The reasons for absence will be identified and different strategies to improve attendance will 

be considered. A supportive action plan will be agreed and an attendance target will be set. 

Whilst the intention of the Fast Track to Attendance Panel meeting is that attendance will 

improve, consideration will be made to legal action if attendance target has not been met with 

further unauthorised absence meeting prosecution threshold, the the school will recommend 

to refer to the LA for consideration of prosecution 

 

What happens next?  

A Review Fast Track to Attendance Panel meeting will be arranged and at this meeting the 

action plan and attendance will be reviewed. A new action plan will be agreed. If the 

attendance target is met, the Review Panel will recommend that no further action is required. 

However, the school will continue to monitor the attendance of your child.  If the attendance 

target is not met, the Review Panel will recommend to the Local Authority for consideration of 

prosecution 

  

Penalty Notices 

The Local Authority operates a system where any pupil will meet the criteria for legal 

intervention through the issue of a Fixed Penalty Notice where they have: 

1. 10 consecutive sessions1 of unauthorised absence where some or all of the absence 

may be attributed to an unauthorised holiday in term-time (for absences from 1 

September 2017); or 

2. 15% unauthorised absence over a period of 6 school weeks for reasons other than 

unauthorised term time holiday. 

Any pupil at Fairstead Primary & Nursery School who meets either of the criteria, will be 

referred to the Local Authority for action to be considered. 

                                                           
1 Please note that the school day consists of 2 sessions.  



If a Fixed Penalty Notice is issued it is a fine of £60 per parent per child which must be paid in 

one payment within 21 days.  If a Notice is unpaid within 21 days, the fine will double to £120 

per parent per child if paid within 28 days. If a fixed penalty notice fine is not paid in full within 

the timescale set out above, the Local Authority is required to start legal proceedings against 

the parent(s) in the local Magistrates’ Court for the offence of failing to ensure their child has 

attended school regularly.   

Absence for religious reasons 

Fairstead Community Primary and Nursery School will treat absence as authorised when it is 

due to religious observance. The day must be exclusively set apart for religious observance 

by the religious body to which the parents belong. Where necessary, we will seek advice from 

the parents’ religious body about whether it has set the day apart for religious observance 

Children Missing Education 
Fairstead Community Primary and Nursery School will inform the Norfolk County Council when 
they are about to remove a pupil’s name from the school admission register under any of the 
fifteen grounds listed in the regulations, no later than the date that the child’s name is due to 
be removed. 
 
Please read the Norfolk County Council Children Missing Education Policy for further details. 

Attendance incentives 

Good attendance is rewarded in a variety of ways at Fairstead Community Primary and 

Nursery School, using a mixture of individual, class and whole school incentives (see 

Appendix 1). 

 

Monitoring Attendance 

All pupils’ attendance will be monitored regularly and at least half termly (see Appendices 2 

and 3). The schools attendance monitoring form will be completed and submitted to the 

Headteacher which in turn will be discussed at the next governors meeting. Actions to improve 

the attendance of pupils whose attendance is of concern must be planned and recorded. 

Letters that may be useful to send to parents are available in the Attendance Toolkit. 

(Appendix 4) 

 

The principles of this policy will also be applied to all Nursery and Early Year pupils. 

 
Attendance – School Expectations 

School will: 

 Achieve 96+% total school attendance, apart for those children with chronic health issues 

as identified by a specialist (0.6% unauthorised and 3.4% authorised). 

 Create an ethos in which good attendance and punctuality are recognised as the norm 

and valued by the whole school community  

 Work in partnership so that all children realise their potential unhindered by unnecessary 

absence 

http://www.legislation.gov.uk/uksi/2006/1751/regulation/8/made


 Implement procedures for identifying, reporting and reviewing attendance and persistent 

lateness 

 Implement the protocols for following up on non- attendance 

 Report half termly, termly and annual attendance data 

 

Responsibilities: 

All members of school staff have a responsibility for attendance. The following includes a more 

specific list of responsibilities, which role specific (attendance) individuals have: 

Class Teacher: 

 Maintain a daily register as per the law 

 Keep an overview of class and individual attendance looking particularly for poor overall 

attendance, anomalies in patterns of attendance and/or unusual explanations for 

attendance offered. 

 Pass on all relevant information shared by parents/carers ensuring logged according to 

policy 

 Report on attendance at Pupil Progress meetings. 

 Provide background information for referrals 

 Emphasise with the children the importance of good attendance 

 Will role model good attendance and punctuality 

 Follow up absences and lates with immediate requests for explanation where none is 

recorded 

 Discuss attendance at parent’s evenings/consultations 

Headteacher: 

 Overall monitoring of school attendance 

 Responsible for ensuring data is collated 

 Observance of trends in authorised/unauthorised absence 

 Contact families where concerns are raised, meeting as appropriate 

 Monitoring individual children where concern is raised 

 Liaising with other professionals 

 Making referral to the NCC Attendance Entitlement Officer 

 Process any applications for any holiday/special leave 

 Identify and implement strategies to address poor attendance and celebrate excellent 

attendance 

 Ensures staff follow the Attendance Policy, taking relevant and appropriate action where 

it is not. 

 Ensure the governor responsible for attendance complete a termly monitoring  

 

Attendance Administration Staff: 

 Collate and record attendance information using Sims by completion of daily registers 

using appropriate codes 

 Take and record messages from parents related to absence 

 Make first point of contact by phone by 9.30am to parents/carers of absent children, 

recording as per policy 

 Follow-up with text and/or parent mail  by 10.30am for absent children 



 Record details of children who arrive late or leave the premises 

 Send out letters regarding attendance at various trigger points as per policy 

 Ensure all registers are complete and no missing marks or unexplained absence remain 

 To ensure records prior to census are complete so that attendance is accurately reported 

 To collate, maintain and update attendance data on SIMS 

 To provide regular updates to staff on attendance 

 Prepare and submit online referral form regarding families identified for legal action (Fixed 

Penalty Notices) 

 Order and prepare relevant certificates/rewards etc. 

 Notify the  Headteacher of other safeguarding reasons which may be applicable and may 

result in a home visit 

 

 

 

This policy has been devised in accordance with the following legislation and guidance: 
 

 School Attendance: Guidance for maintained schools, academies, independent 
schools and local authorities, DfE (July 2019) 

 School attendance parental responsibility measures, DfE (January 2015) 

 Children missing education, DfE (September 2016) 

 Keeping Children Safe in Education, DfE (September 2019) 

 Working Together to Safeguard Children DFE (2018) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/818204/School_attendance_July_2019.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/818204/School_attendance_July_2019.pdf
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/children-missing-education
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/828312/Keeping_children_safe_in_education.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/779401/Working_Together_to_Safeguard-Children.pdf


Appendix 1 
 
ATTENDANCE INCENTIVES AND REWARDS 
2019-20 
 
WEEKLY 
 

 In the school hall our attendance board will show our weekly attendance percentages for 
each class, along with weekly winners. 

  Each Friday a member of SLT will share current attendance with each class and they will 
be rewarded: 
 

Attendance level £ Value 

100% £10 

98-99% £5 

96-97% £4 

94-95% £3 

< 95% £1 

 
Classes will accumulate their rewards and will be able to spend this at the end of the year. 
 

 The children in the Foundation Stage will be visited by the Head teacher/Deputy Head 
teacher who will talk about the importance of being at school and distribute individual 
stickers for children that have been at school all week/term. 

 
HALF-TERMLY 
 

 The class with the best attendance will be able to celebrate by making Pizza’s in the first 
week back after half term with the kitchen staff. 

 
TERMLY 
 

 Every child that has a 100% attendance figure for the term (allowing for authorised 
absences due to religious observance) will receive an attendance certificate (1 term = 
bronze, 2 terms = silver, 3 terms = gold). 

 
ANNUALLY 
 

 Children who have 100% attendance across the school year will receive a special prize. 

 The class with the best attendance across the year will receive a prize. 
 

IN ADDITION 
 

 Classes develop their own systems for celebrating and rewarding school attendance. 

 At least three competitions/prizes will be awarded for specific attendance related targets 
throughout the year. 

 Specific attendance targets may be met through the use of adult friendly incentives and/or 
individual prizes. 

 
 
 
 
 

 



Appendix 2 

Unexplained Absence Guidelines  
 
At any point if anyone is concerned about the pupil’s well-being, the police should be 
contacted and asked to conduct a safe and well check 
 
The school will refer to current CME guidance  
 
 
1st Day of Unexplained Absence 
 

 Phone call made and parent mail message sent to parents/carers. 

 In addition to this a home visit by a member of staff may be requested.  Priority factors to 
consider: 
o Any children for whom there are safeguarding concerns. 
o Any children on the Low Attendance list. 
o Any instance where the absence seems suspect – i.e. it seems possible/likely that the 

absence is not illness related (e.g. birthdays, possible holiday etc.). 
o Any instance where the absence may have an additional impact on the child, (e.g. child 

has an exam/ is on a trip in the afternoon etc.). 
o Any child where there is a history of unexplained absences. 
o Any child whose parent is known to have a life-limiting condition. 

 
 
3rd Day of Unexplained Absence 
 

 Ensure that all contact numbers have been tried. If a number is incorrect or does not 
connect, new numbers MUST be chased. Each child should have at least 3 numbers to 
try. 

 Ensure that somebody has visited the property (visit card left if no one is present). Every 
effort MUST be made to gain access- ask neighbours if they have seen the child. 

 Email sent to all appropriate staff including Headteacher, reporting absence. 

 Memo given to Class Teacher asking that they report any relevant information to the office. 
 

 
7th Day of Unexplained Absence 
 

 Re-check that all contact numbers have been tried. 

 A second visit to the property to be made (visit card left if no one is present) 

 Contact siblings’ schools to see whether siblings continue to attend, or they hold 
information a to the families; whereabouts 

 Email sent to all appropriate staff and Headteacher reporting that child remains absent 

 A letter to be sent (copy to be retained), requesting contact from the parents/carers .  

 If ongoing risk assessment suggests the child may be at risk of harm, school’s Designated 
Safeguarding Lead will contact Norfolk Police and/or Children’s Advice and Duty Service. 
 

 
10th Day of Unexplained Absence 
 

 ‘Missing Pupil’ referral to be submitted to the local authority (copy retained).  Ensure this 
is done much earlier if there are safeguarding concerns (see first day of absence) 
 

 
 



 
20th Day of Unexplained Absence   
 
Refer to current CME guidance and – Norfolk County Council Children Missing 
Education Policy regarding the necessary steps the school should take before 
permission to remove from roll  
 
Senior Management Team to determine whether to remove child from roll.  If so 

o Reference will be made to current CME guidance regarding the necessary steps before 
schools are given permission to remove from roll 

o Letter issued to parents/carers 
o Attendance Service to be informed 
o Admissions to be informed 
o Child to be removed from roll on SIMS 

 
Unexplained Absence Checklist 

 
On the third day that a child is absent from school without a known reason one of these 
checklists should be started and kept on the office wall until the issue is resolved. 
 

NAME  

CLASS  

DATE OF FIRST DAY 
OF  
UNEXPLAINED 
ABSENCE 

 

 

RECORD OF ACTIONS TAKEN 

DAYS OF ABSENCE ACTION DATE 
COMPLETED 

INITIAL 

3rd Day  
of absence 

All contact numbers have been tried   

Home visit   

Email sent to Headteacher   

Discussed with all class staff for any 
relevant information 

  

7th Day  
of absence 

Re-check that all contact numbers have 
been tried 

  

A second visit to the property to be made    

Second email sent to Headteacher   

Letter sent home and copy retained   

10th Day 
 of absence 

Third email to Headteacher   

‘Missing Pupil’ referral to Local Authority   

20th Day  
of absence 

Decision made re: removal from roll - 
Refer to current CME guidance and – 
Norfolk County Council Children 
Missing Education Policy regarding 
the necessary steps the school should 
take before permission to remove from 
roll  

  

Letter to parents/carers   

CTF sent   

Attendance Service informed   

Admissions informed   



Child removed from roll on SIMS   

RECORD OF RELEVANT INFORMATION 

DATE DETAILS 

  

 

RECORD OF RESOLUTION 

DATE DETAILS 

  
 
 
 
 

 

 

 

 

 

 

 

 

 

 
 



Appendix 3 
ATTENDANCE MONITORING LIST 
2019-20:  

 
Current % attendance is taken from September 
 

 UNAUTHORISED ABSENCE LIST 

 ACTIONS 

 Any school absence by these children is to be unauthorised (‘O’ in 
register). 

 If medical evidence is provided please share with Headteacher, 
Attendance Officer or Attendance Lead to authorise. 

 Any absence by these children is a priority. 

 Any concerns or information are to be recorded and shared with the 
appropriate staff. 

First Name Surname Class 
Current 
% 

Previous 
Year’s 
% 

PP 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

 

 MONITORING ABSENCE LIST 

 ACTIONS 

 School absence by these children is being monitored. 

 Any absence by these children is a priority. 

 Any concerns or information are to be recorded and shared with the 
appropriate staff. 

First Name Surname 
Class Current 

% 
Previous 
Year’s % 

PP 

      

      

      

      

      

      



      

      

      

      

      

      

      

      

 
PUNCTUALITY LIST 
 

First Name Surname 

 
Class Sessions 

Missed 

Sessions 
Missed 
since 
Sept. 

PP 

      

      

      

      

      

      

      

      

      

      

 

 

 

 OTHER ABSENCE CONCERN LIST 

 ACTIONS 

 There are current concerns around these children which mean that 
any absences should be treated as significant. 

 A visit from the Attendance Officer should be requested and other 
professionals may need to be informed.   

 Headteacher or Safeguarding Lead should be informed on any day 
that they are absent. 

First Name Surname 
Class 

Current 
% 

Previous 
Year’s 
% 

PP 

      

      

      

      

      

      

      

 

 

 



Attendance Monitoring Guidelines 
 
At any point if anyone is concerned about the pupil’s well-being, the police should be 
contacted and asked to conduct a safe and well check. 
 
Autumn 1  
 

 Any pupil with attendance below 96% for the previous academic year should be added to 
the monitoring list and a letter sent to parents informing them of this and that further 
absence will not be authorised without medical evidence. 

 Attendance for these pupils is monitored daily- if absent a home visit should be conducted 
where possible. 

 Attendance for all pupils is monitored weekly, if it dips below 96%, the pupil is added to 
the monitoring list. 

 If a pupil’s absence continues to be a concern (remains below 96% and is not improving), 
parents should be invited into a meeting at school to discuss attendance issues. 

 If a pupil has 10 absences in any 10 week period, the school may make a request to the 

Local Authority to pursue legal proceedings either through a penalty notice or full 

prosecution in the Magistrates’ Court.  Parents found guilty in a Magistrates’ Court of failing 

to secure their child’s regular attendance at school under the provisions of the Education 

Act 1996, will receive a criminal record and a maximum penalty of a £1000 fine under a 

Section 444 (1) offence or a £2500 fine or up to a 3 month prison sentence, under a Section 

444 (1a) offence. 

 If a pupil’s attendance dips below 90% (ie they are classed as a PA), action must be taken 

(at least one of the steps below: 

 Invited into school to discuss ways to improve attendance 

 Referral to the Local Authority for unauthorised absence (holiday or other) 

 Referral to school safeguarding team 

 Referral to Community Public Health team (school nursing team)  

 

 
Autumn 2, Spring 1, Spring 2, Summer 1, Summer 2 

 Any pupil with attendance below 96% for the previous half term should be added to the 
monitoring list and a letter sent to parents informing them of this and that further absence 
will not be authorised without medical evidence. 

 Attendance for these pupils is monitored daily- if absent a home visit should be conducted. 

 Any pupil will attendance below 96% for the previous academic year that has attendance 
below 96% for this academic year should remain on the monitoring list. 

 Any pupil will attendance below 96% for the previous academic year that has attendance 
above 96% for this academic year should be removed from the monitoring list and a thank 
you letter sent to parents informing them that their child’s attendance has improved and 
they have been removed from the monitoring list.  

 Attendance for all pupils is monitored weekly, if it dips below 96%, the pupil is added to 
the monitoring list. 

 If a pupil’s absence continues to be a concern (remains below 96% and is not improving), 
parents should be invited into a meeting at school to discuss attendance issues. 

 If a pupil has 10 absences in any 10 week period, the school may make a request to the 

Local Authority to pursue legal proceedings either through a penalty notice or full 

prosecution in the Magistrates’ Court.  Parents found guilty in a Magistrates’ Court of failing 

to secure their child’s regular attendance at school under the provisions of the Education 

Act 1996, will receive a criminal record and a maximum penalty of a £1000 fine under a 



Section 444 (1) offence or a £2500 fine or up to a 3 month prison sentence, under a Section 

444 (1a) offence. 

 If a pupil’s attendance dips below 90% (ie they are classed as a PA), action must be taken 

(at least one of the steps below: 

 Invited into school to discuss ways to improve attendance 

 Referral to the Local Authority for unauthorised absence (holiday or other) 

 Referral to school safeguarding team 

 Referral to Community Public Health team (school nursing team)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Fairstead Primary School Attendance Data 

Contextual Information Year – 2018-2019 
Dates: 01/09/18 – 23/07/19 

Number On Roll  (F2-Y6):  

No. Absence Requests this half term:  No. Absence Requests this year:  

No of penalty notices submitted (half term:  No of penalty notices submitted (this year):  

Lates (this half term):  Lates (this year):  

Group attendances Yrs 1 - 6 

Group % Attendance 2019-2020 

All  

Boys  

Girls  

PP  

Non PP  

EAL  

Non EAL  

SEN   

PAs (Y1-6) 

School Overall 
PA 
figure 
to date 

Breakdown of PA% into 4 main categories 

Medical PA= 
seen 
regularly by 
Dr/specialist/ 
ongoing 
condition 

Exclusion 
PA 

Long 
absence 
PA= 
holiday/visit 
to family 
abroad 

Other PA: 
including 
general 
illness, 
chicken pox, 
odd days 
absence and 
unauthorised 
absence 

Autumn 
1 

No of 
pupils 

     

%      

 

Autumn 
2  

No of 
pupils 

     

%      

 

Spring 
1  

No of 
pupils 

     

%      

 

Spring 
2  

No of 
pupils 

     

%      

 

Sum 1  No of 
pupils 

     

%      

 

Sum 2  No of 
pupils 

     

%      



Attendance by year group 

Year  % attendance 

F2  

1  

2  

3  

4  

5  

6  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

William Booth Road, King’s Lynn 

    Norfolk PE30 4RR 

    Telephone: 01553 774666 

Email: office@fairstead.norfolk.sch.uk 

 

Dear Parent/Carer of ___________ 

(Child’s name) has been absent from school without prior authorisation. This has been 

recorded as an unauthorised absence due to the following: 

 no leave of absence request form was submitted  

 a leave of absence request form was only submitted at extremely short notice 

 the school has had insufficient information and/or documentation to evidence that this 
absence was due to an exceptional circumstance  
 

Due to changes in Government legislation, Fairstead Community Primary and Nursery School 

will no longer authorise holidays in term time. 

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

schools can no longer grant any leave of absence during term time unless there are 

exceptional circumstances. 

All applications must be made in advance and are treated on a case by case basis. 

Fairstead Community Primary and Nursery School has the right to refuse any request for leave 

of absence and your child has incurred a ‘G’ registration mark, which denotes an unauthorised 

absence.  If you feel that this absence constituted an exceptional circumstance and therefore 

should be authorised please contact the school within three days of your child’s return to 

arrange a meeting with myself.  

Please note, after this date the school will complete a referral which is sent to NCC 

Attendance Service for a Penalty Notice to be issued. 

A penalty notice incurs a fine of £60 if paid within 21 days increased to £120 if paid after 

21 days but within 28 days. This will be issued to each parent and for each child who 

was not at school on the dates specified.   

By law, all children of compulsory school age must receive a suitable full time education. You 

are legally responsible for making sure that (Child’s name) attends school regularly. 

 
Yours sincerely,  

 
 

Daniel Farthing 
Headteacher 
 
 
 
 

mailto:office@fairstead.norfolk.sch.uk


 

                    Fairstead Community Primary  

and Nursery School 

William Booth Road, King’s Lynn 

    Norfolk PE30 4RR 

    Telephone: 01553 774666 

  Fax:           01553 764354 

Email: office@fairstead.norfolk.sch.uk 

 

Dear Mr/Ms/Mrs , 

Parent/Carer of xxxxxxxxxxxxxxxxxxxxx 

 

PUNCTUALITY TO SCHOOL   

Following a register audit for the first Autumn Half Term, it has come to our attention that 

________ has arrived late for school on _ occasions / missed over 60 minutes of school time 

due to lateness. Their actual minutes late during this half term totalled __ minutes.  

 

This equates to 1 whole school lesson lost.  

 

School starts at 8:45am and all children are expected to be here on time. Late arrival causes 

difficulty for the class teacher and the other children as it interrupts the beginning of the day,  

so we do need to see an improvement in the coming term and will be monitoring the situation 

accordingly.  

 

If you would like to speak to a senior member of our team regarding your circumstances then 

please feel free to contact the school office.  

 

Yours sincerely, 

 

 

 

 

Daniel Farthing 

Head Teacher  
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                    Fairstead Community Primary  

and Nursery School 

William Booth Road, King’s Lynn 

    Norfolk PE30 4RR 

    Telephone: 01553 774666 

  Fax:           01553 764354 

Email: office@fairstead.norfolk.sch.uk 

Dear Mr/Ms/Mrs, 
 
 
Dear parent/carer of __xxxxxxxxxxx 
 
I am writing to you to remind you of the importance of school attendance.  We are concerned 
that (child’s name) is missing too much school and that his/her education is suffering as a 
direct result. (Child’s name) current attendance is ___. 
 
Your child’s attendance remains well below the Government expectation of 96% and this is a 
cause for concern.  Poor school attendance is not only a safeguarding issue but also 
represents a serious barrier to children fulfilling their potential in their education.   
 
At Fairstead Community Primary and Nursery School, we strongly believe in the benefits of 
high school attendance and therefore we will not be satisfied until this situation improves.  Until 
that time we will continue to monitor the situation closely.  Ultimately, if there is no improvement 
this could result in a referral to the Local Authority Attendance Service. 
 
So that we can work together to make sure that we are doing the best for your child, and in 
order to avoid this situation deteriorating further, we would like to remind you of our 
expectations:  
 

 Ensure that (Child’s name) is present at school every single day possible. 

 Communicate any further absences directly to the school office before the start of the 
school day. 

 Provide medical evidence with the school office for any medical absences. 
 
Obviously, I sincerely hope that over the coming weeks and months your child’s attendance 
will improve and we can consider removing them from the monitoring list.  Finally, I would like 
to remind you that we are eager to support parents and carers wherever possible with getting 
their children to school.  Should you wish to discuss the issue of (Child’s name) poor school 
attendance further I would instruct you to request a face-to-face meeting with myself. We are 
always eager to work collaboratively and supportively with the parents and carers of our pupils. 
 
Yours sincerely 
 
 
 
Daniel Farthing 
Head Teacher 

mailto:office@fairstead.norfolk.sch.uk

