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Introduction  
This policy sets out Larchwood Primary School’s procedures for recording, monitoring and encouraging 
good attendance. It also sets out the procedures that LPS uses when dealing with absence.  

 

Rationale 

Good attendance is a vital component in pupils making good progress in school. Parents/carers are 
responsible for ensuring that their children attend school regularly and punctually.  

 

School Attendance and the Law 
Under the 1996 Education Act, parents/carers are responsible for ensuring that their children attend 
school regularly and punctually. Failure to do so could result in legal action being taken against them by the 
Local Authority (LA). 

The register is a legal document and schools must, under the Education (Pupil Registration) Regulations 
2006, take a register at the start of the morning session, and again during the afternoon session. Since 
September 2006, schools have been required to use statutory registration codes (see Appendix A). 

Under the Education (Pupil Registration) Regulations 2006, only the school (and not parents/carers) can 
authorise an absence. Where the reason for a pupil’s absence cannot be established at the time the 
register is taken, that absence shall be recorded as unauthorised. If a reason for absence is provided by the 
parent/carer, LPS may decide to grant leave of absence, which must be recorded as authorised using the 
appropriate National Code. 

The Education (Pupil Registration) (England) Regulations 2013 have removed all references to family 
holidays and leave of absence shall not be granted unless an application has been made in advance and the 
Headteacher (HT) considers that leave of absence should be granted due to exceptional circumstances. HTs 
no longer have the discretion to authorise up to ten days of absence. This discretion has been removed by 
the aforementioned Regulations (2013). Whilst the HT considers all requests on a case-by-case basis, 
parents/carers must be aware that requests are normally refused. 

Where a family chooses to take a holiday during term time, the absence is coded as unauthorised (G code) 
and a Penalty Notice may be issued to each parent/carer for each child (where five or more days of 
unauthorised absence are recorded as a result). 

If leave of absence is taken without the request having been agreed, the absence is recorded as 
unauthorised. This may result in the LA issuing a Penalty Notice, in accordance with the Essex Code of 
Conduct (£120 per parent, per child/£60 if paid within 21 days), where there have been ten sessions or 
more of unauthorised absence recorded. If this penalty is not paid the LA instigates legal proceedings 
against the parent/carer in the Magistrates’ Court. 

In compliance with the Education Act 436A (Chapter 2 Part 6), LPS, after making appropriate checks, 
reports all Children Missing from Education to the LA, Children Missing Education Service , who has a duty 
to investigate the whereabouts of such children and negotiate their prompt return to suitable education. 

 

Procedures for Registering and Following up Non-Attendance 

Learning starts at 08:30. 

Children must be in school by 08:40, when the registers close.  

The registers are completed by class teachers on SIMs using the statutory codes. The register is a legal 
document and schools must, under the Education (Pupil Registration) Regulations 2006, take a register at 
the start of the morning session and again during the afternoon session. After registers are completed the 
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School Office staff inspect them for any non-attendees. Class teachers record a child’s attendance or 
otherwise using the statutory codes.  

Parents/carers of any children, who are not in school, need to contact the School Office staff to report the 
absence by 09:00. This is done by calling the School Office and leaving a message on the answerphone. This 
is available 24 hours a day. Parents/carers can also contact the School Office in person. All reported 
absences are completed using the same codes in the registers.  

Once all absences have been checked against messages received, the School Office staff start phoning 
parents/carers, who have not contacted the School to check on the whereabouts of their children and the 
reason for not being in school. A list of attendance for each class is recorded in the School Office with 
children absent marked.  

Any children arriving between 08:40 and 09:20 are given a late mark. Parents/carers are asked to sign their 
child in electronically and give a reason for the absence.  

Any children arriving after 09:20 are given an unauthorised absence (U) code in the register.  

The HT is informed of any absent children, who currently have low attendance or are a safeguarding 
concern. 

If contact with parents/carers to explain an absence cannot be made by phone, LPS also sends a text 
message to parents/carers requesting that they contact the School.  

LPS also telephones any other contacts it has for the child.  

If contact cannot be made, further action may be taken in consultation with the Senior Leadership Team 
(SLT). This could include making a home visit, contacting social care or contacting the police and asking for 
a welfare check.  

The same attendance register is completed at 13:30 at the start of the afternoon session.  

Approved Absence 

It is at LPS’ discretion whether any absence is approved.  In most circumstances, children, who are off 
school through illness, have this absence approved. Absence due to vomiting and diarrhoea usually means 
that children are kept off school for 48 hours following the last episode. Children, from time to time, have 
appointments outside of school that they need to attend. Permission for this can only be granted by the 
SLT.  

A Penalty Notice could also be issued to parents/carers, who do not ensure that their child attends school 
regularly. Where a child’s attendance is a cause for concern, a warning letter is issued to parents/carers. 
Following this, if there are ten unauthorised absences in a ten-week period, a penalty notice is issued. 

Children are not granted permission to be absent from school for family holidays. Only in exceptional cases 
is a leave of absence granted and this is at the HT’s discretion.  

Where children are taken out of school for a family holiday, a leave of absence request needs to be 
completed. Except in exceptional circumstances, this is not approved. Where five or more days (or three in 
September) of unauthorised absence occur as a result of a term time holiday, a Penalty Notice may be 
issued by the LA to each parent/carer.  

Celebrating Attendance 
The attendance figures for each class are compiled each week. These are shared with parents/carers. They 
are also shared with children in Celebration Assembly, with the class with the best attendance winning the 
weekly attendance award.  

Certificates are issued to children with 100% attendance each term.  

Monitoring of Attendance  

The HT monitors attendance throughout the year.  
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At the end of each month, the HT and a member of the School Office staff meet to look at current 
attendance. This focuses primarily on persistent absence (attendance below 90%). A plan of action is then 
drawn up for each child. This could include further discussions relating to needs of that child, further 
monitoring or meetings with parents/carers.  

Monthly figures for lateness are also monitored.  

Meetings with parents/carers occur when attendance and/or lateness for a pupil becomes a concern. In 
the first instance, this is when attendance falls below levels expected of all pupils or if there are more than 
six occasions of being late in a month. An action plan is drawn up by LPS with parents/carers and this is 
reviewed at a time decided at the meeting.  

In certain circumstances, where a child’s attendance is consistently below 90%, absences may not be 
authorised without a doctor’s note or evidence of prescribed medication. If there are ten absences in a 
ten-week period, then LPS passes the case to the LA attendance team for further action, including the use 
of a Penalty Notice. 

The HT also tracks the attendance of different groups of children, especially vulnerable groups, and holds 
meetings with those parents/carers when necessary. This is done half termly. Children, who have had 
persistent absence in the past, are tracked carefully to monitor improvements.  

Working with Parents 

Children’s attendance figures are shared with parents/carers six times a year. These are: 

• Autumn 1 Parents’/Carers’ Consultation; 

• Autumn 2 School Report; 

• Spring 1 Parents’/Carers’ consultation; 

• Spring 2 School Report; 

• Summer 1 Parents’/Carers’ consultation; 

• Summer 2 School Report; 

At the end of each term, a letter is also sent out to parents/carers, whose children have attendance 
between 90% and 92%, informing them of the impact of the poor attendance. 

A different letter is sent to parents/carers, whose children have attendance below 90%. If attendance does 
not improve, an attendance meeting may be called. 

When a child’s attendance begins to cause concern or there is a pattern of absences, parents/carers are 
called to a meeting with the Deputy Headteacher (DHT). This is usually when attendance falls below 90%. 
At this meeting issues and actions are discussed. Notes are taken at the meeting and a copy given to 
parents/carers.  

COVID-19 

LPS implements all Department for Education (DfE) policies and guidelines relating to attendance during 
the COVID-19 pandemic. From September 2021, the expectation is that all pupils attend school and the 
Pupil Attendance Policy is reinstated and implemented.   

If parents/carers or pupils have concerns about attendance during the pandemic, they should speak to the 
School Office staff in the first instance. LPS’ risk assessment refers to attendance and the steps that LPS 
takes to promote attendance at the current time.  

Review  

The Attendance Policy is reviewed annually and adaptations made to further improve attendance as 
necessary.  


