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Rationale:  
There is a clear link between attendance and attainment. Regular school attendance benefits 
pupils in terms of their achievement, their well being and life opportunities. Persistent 
truancy, if not addressed, can lead rapidly to total disengagement, anti-social behaviour and 
crime. At Swainswick Primary School we expect 100% attendance from our pupils unless 
prevented from attending due to illness or any unavoidable cause.  
 
 

Aims:  

• To encourage maximum possible attendance of pupils at school  
• To give pupils the best opportunity to raise their achievement  

 

Legislation and guidance: 

This policy meets the requirements of the school attendance guidance from the Department 
for Education (DfE), and refers to the DfE’s statutory guidance on school attendance parental 
responsibility measures. These documents are drawn from the following legislation setting 
out the legal powers and duties that govern school attendance: 

• The Education Act 1996 
• The Education Act 2002  
• The Education and Inspections Act 2006 
• 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 (Penalty Notices) (England) (Amendment) Regulations 2013 

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

 

Guidelines:  
• Roles and responsibilities are clearly defined  
• Statutory records are kept  
• Attendance levels are monitored and targets for improvement set  
• There is constructive liaison with outside agencies  
• This policy is reviewed and evaluated on a regular basis  

 
 

 

 

Types of absence:  

The parent/carer of a child of compulsory school age is required by law to ensure that the 
child attends the school at which he/she is registered.  Should a parent fail to ensure that 
his/her child attends that school then the parent is guilty of an offence.  When a child of 
compulsory school age is absent from school, the attendance register must indicate whether 
the absence is authorised or unauthorised and the appropriate register code will be used. 



 
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; 
• family bereavement; 
• involvement in a public performance; 
• 'Exceptional' occasions (the nature of such occasions will be determined by school on 

an individual basis). 

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 should 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). 

  
Persistent Absence 

Persistent absence (or PA) is absence of 10% or more. An individual child is deemed to be a 
persistent absentee, therefore, if his/her attendance is less than 90% (regardless of whether 
the absences have been authorised). 
 
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 authorised absent, 
and will be recorded as on an approved educational activity. This means that for statistical 
purposes such as 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.  
  
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.  
 
Swainswick expects parents/carers to ensure that children are on the school premises by 
8.55am.  
 
Lessons begin at 9am and so pupils arriving between 9:00 and 9:15am will be marked with 
an L indicating they are late for school.  
 
However, pupils arriving after the register has closed at 9.15am will be registered with a U 

showing they are present in school but were late enough to affect their learning. 
 
In considering attendance levels, the class register is of paramount importance. Registers 
are legal documents. Should the parents/carers of a persistent non-attender be prosecuted 
by the Local Authority under Section 444 of the 1996 Education Act, then the information 
which the register contains will be the main source of evidence presented to the court.  The 

regulatory requirements placed on schools regarding the keeping of registers are to be found 
in the Education (Pupil Registration) Regulations 2006. 
  
The data which is extracted from accurate and up-to-date attendance registers will be used 
to support the more effective management of whole-school attendance matters. Such data 
can be used to: 

• support and underpin the target-setting process (for individual pupils, year groups, 
identified cohorts, the whole school) in relation to overall attendance and 
unauthorised absence on a (half-)termly and yearly basis; 

• identify individual children and particular groups of children who are or may be at risk 
of becoming persistent absentees; 

• facilitate and encourage early intervention; 
• identify particular types or patterns of absenteeism 
• identify possible inconsistencies in the implementation of school policy; 
• report attendance matters to parents/carers. 

 
Monitoring 
As a vigilant and caring school, we apply first-day response to pupil absence. This means 
making a determined and sustained effort to respond to unexplained absence on the first 
morning of absence, usually through a telephone call. 
 
Support for parents 

At Swainswick Primary School we want to work together with parents to ensure high levels of 
attendance. At the end of each term, we look at attendance and punctuality data and have a 
staged response to facilitate early intervention if attendance falls below 95% and/or if a child 
has been late (U) on more than 5 occasions.  
 

Parents and Carers are encouraged to contact the school if they are struggling to get 

their child(ren) to school before attendance becomes a concern. We can offer advice 

and guidance. 
 
Parents and carers are expected to respect the school and staff, by being honest about 
reasons for absence at all times. 
 
If attendance has fallen below 95% for individuals, the school will take into account the 
number of broken weeks and unauthorised absences and will then make a phone call home. 
This will be to ask if everything is ok and if we can support in any way.  
If attendance falls below 90% a phone call will be made and a meeting arranged to discuss 
attendance. 
 
Stage 2 – first letters for punctuality or absence 

The following term, if a pupil has continued to be late for school a letter will be sent home. 
If a pupil has persistent absence that falls below 95%, a first letter will be sent home. It will be 
a reminder about statutory obligations and will ask the family if they require support. 
 
Stage 3 – second letter for punctuality or absence 

If attendance continues to be below 90%, a second letter will be sent home requesting a 
meeting with the Headteacher. At this meeting, a 6 week support plan will be drawn up. This 
plan will look at ways in which school can support families to ensure that pupils are attending 
school. 
 
What if attendance doesn’t improve after a 6-week support plan?  
The SBM will meet with the Headteacher to discuss the attendance and one of two actions 
will be implemented:  
- If there has been some improvement or mitigating circumstances the support plan may be 
extended.  
- A referral will be made to Children Missing Education Service (CMES). 



What happens when the CMES gets involved?  
Follow this link  
http://www.bathnes.gov.uk/services/schools-colleges-and-learning/support-parentscarers-
educational/children-missing-educatio-z 
 
 

Punctuality 
In addressing punctuality at Swainswick Primary School we: 

• have clear procedures – late arrivals are classed from 9:00 am when the register is 
called, registers close at 9.15am; 

• publicise this policy in school and communicate it to parents/carers/carers; 
• balance any sanctions with positive encouragement; 
• praise and acknowledge punctuality and improvements in punctuality.  Attendance 

figures are reported in the School Newsletter. Certificates are awarded each week for 
the class with the highest attendance; 

• ensure that teachers set a good example by arriving punctually for registration and for 
lessons; 

• follow up the reasons for lateness and be alert to any emerging patterns or problems. 

It is the responsibility of the Headteacher to monitor attendance and punctuality with 

the SBM. The Headteacher also reports attendance at each FGB.  

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 the school accepts there are ‘exceptional 
circumstances’. Any parent/carer requesting leave of absence of more than 5 days will be 
asked to make an appointment to see the Headteacher to explain the circumstances. Where 
parents/carers take children out of school without authorisation penalty notices will be issued 
where the trigger of 5 days is met. 
  
Penalty Notices 
The law gives powers to the Local Authority to issue Penalty Notices where a parent/ carer is 
considered able but unwilling to ensure their child’s school attendance. Reducing absences 
from school is a key priority nationally and locally because missing school damages a pupil’s 
attainment levels, disrupts school routines and the learning of others. 
 
Parents/carers commit an offence if a child fails to attend school and those absences are 
classed as unauthorised. A Penalty Notice is an alternative to prosecution, which does not 
require an appearance in court unless the fine is unpaid after 28 days. 
 
Full payment of the Penalty Notice means that parents/carers can avoid being prosecuted 
and convicted. Penalty notices are issued per parent per child at £120. However, if paid 
within 21 days the cost is £60. In every case a pupil must have had a minimum of 5 school 
days lost to unauthorised absence during the current term or 10 school days lost to 
unauthorised absence in 2 consecutive terms before a Penalty Notice is considered. In cases 
of unauthorised absence parents/carers will receive a written warning of the possibility of 
Penalty Notice being issued. This will state the extent of the child’s absences and give 
parents/carers 15 days to bring about an improvement. In that time the child should have no 
unauthorised absences from school. 
 
In cases of unauthorised holidays warnings will be issued where sufficient notice of the 
intended absence has been given. This means that in some cases, Penalty Notices may be 
issued without a warning. 
  
 

Absence for religious reasons 
The school will authorise one day of absence per religious festival, up to a maximum of 3 
days in any one academic year, on the day specifically set aside by the Religious Body of 
which the parent/carer is a member, and this will be marked as 'R' in the register.  
If parents/carers require an additional day this must be requested in advance and this can 
only be authorised if it is felt that exceptional circumstances apply (this would be marked in 
the register as 'C'). 
 
The policy is regularly reviewed and evaluated with particular reference to measures of 
attendance and targets achieved. 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix	1:	attendance	codes	
The following codes are taken from the DfE’s guidance on school attendance. 

Code Definition Scenario 

/ Present (am) Pupil is present at morning registration 

\ Present (pm) Pupil is present at afternoon registration 

L Late arrival Pupil arrives late before register has closed 

B Off-site educational activity Pupil is at a supervised off-site educational 
activity approved by the school 

D Dual registered Pupil is attending a session at another setting 
where they are also registered 

J Interview Pupil has an interview with a prospective 
employer/educational establishment 

P Sporting activity Pupil is participating in a supervised sporting 
activity approved by the school 

V Educational trip or visit Pupil is on an educational visit/trip organised, or 
approved, by the school 

W Work experience Pupil is on a work experience placement 

 

Code Definition Scenario 

Authorised absence 

C Authorised leave of absence Pupil has been granted a leave of absence 
due to exceptional circumstances 

E Excluded Pupil has been excluded but no alternative 
provision has been made 

H Authorised holiday Pupil has been allowed to go on holiday due 
to exceptional circumstances 

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

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

R Religious observance Pupil is taking part in a day of religious 

observance 

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

T 
Gypsy, Roma and Traveller 
absence 

Pupil from a Traveller community is travelling, 
as agreed with the school 

Unauthorised absence 

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

N Reason not provided 

Pupil is absent for an unknown reason (this 
code should be amended when the reason 
emerges, or replaced with code O if no reason 
for absence has been provided after a 
reasonable amount of time) 

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

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

 
 

Code Definition Scenario 

X Not required to be in school Pupil of non-compulsory school age is not 
required to attend 

Y 
Unable to attend due to exceptional 
circumstances 

School site is closed, there is disruption to travel 
as a result of a local/national emergency, or pupil 
is in custody 

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

# Planned school closure Whole or partial school closure due to half-
term/bank holiday/INSET day 

 
 
 

 

 

 

 
 



Appendix	2:	Example	1st	letter	for	Attendance	
 

 
Dear 

 
 

Audit of Attendance – Terms 5, 6 & 1  
 

As part of the school’s duty to promote good attendance, we have recently conducted an audit of 
overall attendance and broken weeks across terms 5,6 and 1 of the current year.  
Our records show: 
  
Child’s name: 
 

T5 & T6 Percentage 
attendance (Target 
95%): 

T1 Percentage 
attendance(Target 
93%): 

   

 
We understand that there are times when absences are unavoidable, especially if your child is too ill to 
attend school. However, it is the school’s duty to keep you informed of any patterns in your child’s 
attendance that could indicate a cause for concern.  
 
At Swainswick C of E Primary School we encourage every child to attend school every day they are 
well enough to do so. We know that missing school regularly (whether for ‘one off’ days or extended 
periods) can have a negative impact on achievement. At the end of each term, we conduct an 
attendance audit and contact you if we believe your child’s attendance is at risk of impacting on their 
achievement. 
 
The table below shows the effect of low attendance across an academic year (190 teaching days). 
Attendance of 90% for the whole year might sound quite respectable but when you realise that it 
amounts to four weeks of missed school and over 70 lost lessons, it becomes easier to see the 
connection between attendance and achievement. 
 
Risk Rating Percentage 

Attendance 

Days 

Missed 

Weeks Missed* Lessons Missed** 

Low 100% 0 0                     0 

Low 97% 6* 1 24 

Medium 95% 9.5 2 38 

High 90% 19 4 76 

High 85% 28.5 6 114 

High 80% 38 8 152 

*Some figures have been rounded. 
** The number of lessons missed is calculated on the assumption that four lessons are taught per day. 

 
 

What if my child is too ill to attend school? 

As parents, you are best placed to judge if your child is too unwell to attend school and we certainly 
don’t want poorly children to be sent to school. However, if your child is saying they are unwell and 
you are in two minds about whether they are or not, we would encourage you to send them into school. 
In these situations, children usually always perk up once they are with their teacher and classmates. 
 
If your child is going to be off school, please call us before 8.45am on the first day of absence. 
 
 

The impact of lateness 

Being late regularly can have an equally negative impact of your child’s experience of school. Our 
infant classes have their phonics teaching first thing every morning and our junior classes are usually 
following up work from the previous day. Missing these crucial sessions regularly will affect your 
child’s progress. 
 
Please be on site by 8.50am every day to get your child off to the best start. 
 
The impact of broken weeks 

A broken week is any week where one or more sessions of school are missed. Lots of broken weeks 
are concerning because it means a child’s learning is being frequently interrupted by absence. This will 
ultimately impact on your child’s progress and achievement. 
 
I trust you understand that it is the school’s duty to promote and expect good attendance. We are 
happy to work with any family who may require assistance in improving their child’s attendance so 
please come and speak with me if there is a way we can help.  
  
I would anticipate that by working together on this your children’s attendance will improve throughout 
the rest of this academic year. If you have any questions in relation to this matter, please feel free to 
contact me. Thank you for working with us to ensure your child’s attendance and punctuality is the 
very best it can be. 
 
Yours sincerely, 
 
 
Grant Swarbrooke  
Headteacher  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix	3:	Example	support	plan		
 

School Attendance Meeting - Action Plan 

Date of Meeting EXAMPLE 
 

 

 

 

 

 

 

NAME OF PARENT(S)/CARER(S) 
           

• Ensure that PUPIL attends school every day that it is open. 
• Ensure that PUPIL has no unauthorised absences. 
• Notify school each school day if PUPIL is absent to explain the reason.   
• Provide medical advice regarding the impact of PUPIL‘s persistent ill 

health on his/her ability to attend school if absence is due to ill health. 
 
 
 
 
SCHOOL (named member of staff) 
           

• Consider the reason provided for absence (if any).   
• Only authorise leave of absence after consideration that the reason is 

valid.  
• If reason is persistent ill health request information from parents but may 

require evidence from GP or Consultant to confirm. 
• Support PUPIL in finding a solution to any particular problem that may 

prevent school attendance. 
 
 
 
 
 
 
Signed: if not present please indicate this  Parent 

Signed Parent 

Signed: Pupil (if age appropriate) 

Signed: School  

 
  

Appendix	4:	Example	2nd	letter	for	Attendance	
 
 
 
 
 
Dear  
  
Re:  dob:  School:  

 
SWAINSWICK PRIMARY SCHOOL 

 
Following the letter dated DATE I have continued to monitor NAME’s attendance. 
 
This academic year, NAME has attended on only NUMBER out of a possible NUMBER half-day 
sessions, giving an attendance rate of NUMBER % - the equivalent to missing NUMBER days school 
each week. The school register shows that NUMBER of NAME's absences have not been authorised 
and that his/her last week of full attendance was in the week starting Monday DATE. 
 
Under the Education Act 1996, it is your duty as NAME’s parent/carer to ensure his/her regular 
attendance at school. This means that NAME must be in attendance every time the school is 

open, unless he/she is prevented from doing so by reason of illness or any unavoidable cause.   

 
I would like to offer an opportunity for you to discuss your child's school attendance with me and therefore 
invite you to a Swainswick Primary School Attendance Meeting on: 
  
Date:  Time:  Place:  

 
This meeting will discuss the reasons why NAME is not attending school regularly and how this is 
impacting on his/her educational attainment.  We will plan together how this matter will be resolved, what 
the next steps are and agree a date to review progress. 
 
If you are unable to attend the meeting on the above date please let me know as soon as possible to 
enable another date to be arranged. 
 
Yours sincerely 
 
 
 
Grant Swarbrooke 
Headteacher 
 


