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Throughout this policy the term ‘parent’ refers to all adults or carers with either:  

 
 Parental responsibility, or; 

 Responsibility for the day-to-day care of a pupil. 

 

1. Introduction 

 

Promoting excellent attendance is the responsibility of the whole school. 

 

Burbage C of E Infant School recognises that positive behaviour and good 

attendance are central to raising standards and pupil attainment.  The purpose of 

this policy is to provide clear guidelines to all staff, governors and parents.  This policy 

is written in accordance with the government guidance ‘Working Together to 

Improve School Attendance’ and underpins our school ethos to: 

 

● promote children’s welfare and safeguarding; 

● ensure every pupil has access to the full-time education to which they are 

entitled; 

● ensure that pupils succeed whilst at school; and 

● ensure that pupils have access to the widest possible range of opportunities 

when they leave school. 

 

We expect all children on roll to attend every day, when the school is in session, as 

long as they are fit and healthy enough to do so. We do all we can to encourage 

the children to attend, and to put in place appropriate procedures. We believe that 
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the most important factor in promoting good attendance is the development of 

positive attitudes towards school. To this end, we strive to make our school a happy 

and rewarding experience for all children. We will also make the best provision we 

can for those children who, for whatever reason, are prevented from coming to 

school.  

 

Children are sometimes reluctant to attend school.  Any problems that arise with 

attendance are best resolved between the school, the parents and the child.  

Parents whose children are experiencing difficulties should, therefore, contact the 

school at an early stage and work with the school to resolve any problems.  If a child 

is reluctant to attend, it is never advisable to cover up their absence or to give in to 

pressure to excuse them from attending.  This gives the impression that attendance 

does not matter and may make things worse.  Permitting absence from school 

without a good reason is an offence by the parent.  It is a legal requirement for 

parents to send their child to school.  School has the right to unauthorise any absence 

they deem is without good reason.  This decision is often based on previous 

attendance and advice from the Educational Welfare Officer.  Wherever possible, 

the school will take action to improve a pupil’s attendance and address any 

underlying causes of problems before requesting intervention from the local 

authority. 

 

This Attendance Policy includes procedural referral agreements that are designed 

to promote and safeguard the welfare of pupils.  Burbage C of E Infant has a duty 

to refer any child of compulsory school     age to the local authority, who: 

 

• is continuously absent from school for 15 sessions without good reason; 

• has irregular attendance such as, but not limited to, subject avoidance/persistent 

absence; 

• is persistently late to school – 10 sessions or more; 

• has an unauthorised leave of absence. 
 

Schools are required to take an attendance register twice a day at 8.45 am and 

1.15 pm.  This shows whether the pupil is present, engaged in an approved 

educational activity off-site or absent.  If a pupil of compulsory school age is absent, 

every half-day absence from school has to be classified by the school, as either 

Authorised   or Unauthorised using the codes in attendance registers as required by 

the DfE (‘Working Together to Improve School Attendance’ - August 2024).  Only 

school can authorise an absence, not parents.  The cause of each absence is always 

required. 

 

Pupils become of statutory school age on the 1st September, 1st January or 1st April 

after their 5th Birthday.  Pupils are no longer of statutory school age on the last Friday 

in June, of the academic year in which they turn 16 years old. 

 

2. Attendance core statement 

 

Good attendance is essential if pupils are to take full advantage of school and gain 

the appropriate skills which will equip them for life.  The school aims to achieve good 
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attendance by operating an attendance policy within which staff, pupils, parents 

and local community can work in partnership.  

 

The school will monitor attendance and ensure quick and early intervention of a 

problem if identified. All staff will encourage good attendance and liaise with home 

and other agencies when this is appropriate.  Good attendance will be seen as an 

achievement in its own right and recognised as such by school.  The attendance 

policy is based on the premise of equal rights for all. 

 

3. Aims 

 

To continue to foster our positive school culture in which high attendance is the norm 

by:  

● demonstrating to pupils, parents and staff that the school values high 

attendance; 

● recognising that high attendance is an achievement and something to be 

proud of; 

● ensuring implementation is rigorous and consistent, both in terms of rewards 

and sanctions; 

● valuing the individual and supporting our families when needed; 

● continuing to ensure whole school attendance is at or above 96%; 

● supporting parents and working with families to understand reasons for 

absence, including any barriers to attendance. 

 

4. Roles and responsibilities 

 

The Senior Attendance Champion is the identified person responsible for monitoring 

attendance.  Our Senior Attendance Champion is the Executive Headteacher.  

Attendance levels are reported on a termly basis at governors’ committee meetings 

to ensure the school is on track to achieve our ambitious targets.  Attendance below 

96% is tracked, with procedures taken if attendance is below 92%.   In the case of 

children in Early Years Foundation Stage (EYFS) who may not have reached statutory 

school age, parents of children with poor attendance will still be contacted in order 

to establish future patterns of good attendance. Whilst we always strive to support 

families, we will take appropriate action in the case of unacceptable absences 

including legal action if necessary.  This includes referring cases to our local authority, 

Leicestershire County Council, for legal action if necessary. 

 

The school office will monitor attendance on a daily basis and ensure an immediate 

follow up by 9.45 am if a child is absent from school without contact by the parent. 

Class teachers are responsible for monitoring attendance in their class.  If there is 

concern about a child's absence or if it is unexplained, they will contact the school 

office immediately. 

 

School will always aim to support families to improve attendance and punctuality.  If 

strategies are exhausted with no evidence of improvement, school may refer the 

case to the local authority to issue a ‘Notice to Improve’ or a penalty notice when 

support is not appropriate, not successful or not engaged with by the parent.  
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Extract from DfE’s ‘Working Together to Improve School Attendance’ August 2024: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Targets 

  

Helping to create a pattern of regular attendance is everybody’s responsibility - 

parents, pupils and all members of school staff. 

 

To help us all to focus on this we will: 

 

● report to parents annually on their child’s attendance with the annual school 

report; 

● contact parents should their child’s attendance fall below the school’s target 

for attendance; 

● monitor attendance regularly and frequently, especially for cohorts typically 

at risk of poor attendance; 

● hold termly attendance meetings with the Local Authority Education Welfare 

Officer; 

● implement our strategies to reduce persistent absenteeism (below 90%) and 

severe absenteeism (below 50%), including parental support meetings and 

multi-agency referrals (MARF); 

● treat all cases on an individual basis - support will vary depending on the 

need and circumstance; 

● celebrate good attendance in our school newsletters; 

● reward good or improving attendance through letters to parents, trophy to 

the class with the best attendance each week, etc. 



Burbage C of E Infant School 

 

Attendance Policy 2024-2027  5 

  

  

  

 
 

6. Absence definitions 

 

Children are expected to attend school for the full 190 days of the academic year, 

unless there is a good reason for absence. There are two types of absence:  

 

 Authorised absence 

● An absence is classified as authorised when a child has been away from 

school for a legitimate reason and the school has received notification from 

a parent or carer. For example, if a child has been unwell, the parent 

telephones or emails the school office to explain the absence.  

● Only the school can make an absence authorised. Parents do not have this 

authority. Consequently, not all absences supported by parents will be 

classified as authorised. For example, if a parent takes a child out of school 

to go shopping during school hours, this will not mean it is an authorised 

absence.  

 

  Unauthorised absence 

● An absence is classified as unauthorised when a child is away from school 

without the permission of both the school and a parent.  
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● Therefore, the absence is unauthorised if a child is away from school without 

good reason, even with the support of a parent. 

 

Main Attendance Codes relating to pupil absence: 

 
G Family holiday not agreed 

O Unauthorised 

U Late after registers closed (at 9.15 am) 

I Illness 

 

 

7. Absence procedures 

 

It is expected that parents will provide an explanation if the child is absent on the 

first day the absence occurs. This can be done by telephone, email or in person to 

the school office.  If contact is not made by the parents, then the school will attempt 

to contact them on the first day of absence and then on subsequent days, if 

contact has not been made. 

 

School will attempt to contact parents by phone.  If contact has not been 

achieved, this may result in a home-school visit.  This may then be followed by letters 

or, if deemed necessary, Education Welfare Officer (EWO) intervention.  If absence 

due to sickness is causing concern and the absence pattern is unexplained or made 

up of several isolated days, a child may be referred to the school nurse. The 

Executive Headteacher may decide that they only authorise the absence on 

receipt of suitable medical evidence. This could include a prescription form, 

appointment card or conversation with health personnel.  

 

The Executive Headteacher will regularly remind parents of the importance of good 

attendance and punctuality.   

 

The parent/carer must follow the following procedures: 

● contact school as soon as possible on the first day of absence before 9.45 am by 

phone or email or in person to the school office.  The school has an answer 

phone available with an absence line to leave a message if nobody is available 

to take the call. 

 

If a child is absent the school will: 

● telephone parents on the first day of absence if it has not been reported as soon 

as possible after registration and by 9.45 am; 

● the Executive Headteacher will meet with parents to discuss attendance if 

absences persist; 

● refer the matter to our in-school Senior Attendance Champion if attendance 

moves below 90%, without authorised reasons; 

● attendance below 96% is monitored by the school. 
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8. Completing registers 

 

The twice daily requirements to register pupils should be perceived as an opportunity 

to welcome the children individually and formally.  Registers are taken every morning 

and afternoon that school is open to pupils. Totals are noted for fire and emergency 

purposes. Each absence is recorded with the correct code using the symbols 

advised by Leicestershire County Council Education Service.  

 

The school office monitors the registers after registration every morning and contacts 

the parents of the first day absentees who have not notified the school. The absence 

information is all recorded on the school system to ensure the Executive 

Headteacher and class teacher can also monitor the attendance. 

 

Registers provide the daily record of the attendance of all pupils. They are legal 

documents that may be required in a court of law. 

 

9. Lateness 

 

School sessions begin at 8.45am. All pupils are expected to be in school for 

registration by this time.  The registration period closes at 8.50am.  Pupils are late from 

8.50am and will be coded as ‘L’.    Pupils who are consistently late are disrupting not 

only their own education but also that of others. All lateness from 9.15 am will be 

coded as ‘U’ which will affect a pupil’s attendance percentage; it will be treated as 

unauthorised absence and the same procedures as for absence will be followed.  

Ultimately, continued unauthorised lateness that is coded ‘U’ could result in statutory 

action being taken by the local authority. 

 

The afternoon session begins at 1.15 pm when the register is taken. Pupils arriving 

after 1.15 pm are classed as late. 

 

Persistent lateness will be monitored by the attendance and pastoral teams who 

may undertake casework with pupils and their parents to overcome any barriers and 

improve punctuality. 

 

Pupils arriving late because of school-dedicated or subsidised transport have to be 

marked as late, but will not result in any action being taken. 

 

10. Persistent absence & severe absence 

 

The school will monitor for persistent absence - defined as attendance of 90% or less -

and severe absence defined as attendance of 50% or less. 

 

The individual cases will be discussed at our termly attendance monitoring meetings 

and may lead to a meeting with parents to talk about the reason for their child’s 

absences and wherever appropriate they will be given strategies to support an 

increase in attendance. 
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11. Absence during term-time 

 

To request absence during term-time, please complete our Absence Request Form 

which is on our school website (https://www.burbageinfants.org/school-terms--

holiday-dates.html) or available from the school office. 

 

Following government policy, the Executive Headteacher will not authorise absence 

during term-time, except in what we deem to be very exceptional circumstances. If 

parents feel they have an exceptional circumstance, then a letter or email to the 

Executive Headteacher must be submitted to school.  Additional evidence may be 

required by the school to support this request.  This will be followed by a letter from 

school, where parents will be told of the decision in their case.   

 

Should a leave of absence be granted, the regulations are clear that any lateness in 

the return to school following the granted period, may be recorded as unauthorised 

leave of absence. 

 

 If a parent does not apply for leave, but we believe that the pupil has been taken 

on holiday, we will write to the parent to express our concern.  The parent will be 

expected to provide contrary evidence, to be    received at school by a specified 

date.  Should the supporting documentation not be provided then the absence will 

be coded as unauthorised leave of absence and the relevant procedures will be 

applied. 

 

Medical appointments:  we ask that ALL routine medical appointments are made 

after school and in holiday times where possible. Medical absences may need to be 

supported by appropriate evidence, for example, appointment cards, prescription 

forms, or a letter from a consultant/doctor.  Please show evidence to the school 

office. 

 

A request for additional medical evidence/documentation may be made in the 

following circumstances: 

 
• A pupil has a planned prolonged absence from school; 

• A pupil has been absent for three to five school days; 

• A pupil has a high level of absence and little improvement has been made; 

• To authorise medical appointments during the school day; 

• A pupil is absent due to illness at the beginning or the end of a school term. 

 

 Any unexplained absences may be referred to the local authority. 

 

12. Penalty notices 

 

Any leave taken without prior agreement of the school or in excess of that agreed 

will be coded as unauthorised and the school will notify Leicestershire County 

Council who may issue a penalty notice.  Penalty notices are issued per parent per 

child at £160 each (discounted to £80 if paid within 21 days) if no payment is 

https://www.burbageinfants.org/school-terms--holiday-dates.html
https://www.burbageinfants.org/school-terms--holiday-dates.html
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received, the local authority will refer the case directly to the magistrates’ court for 

the purposes of a criminal prosecution.  

 

From 19th August 2024, any second absence leave taken without prior agreement of 

the school or in excess of that agreed will be coded as unauthorised and the school 

will notify Leicestershire County Council who may issue a penalty notice.  Penalty 

notices are issued per parent per child at £160 each when paid within 28 days. There 

will be no option to pay a discounted level.  If no payment is received, the local 

authority will refer the case directly to the magistrates’ court for the purposes of a 

criminal prosecution. 

 

Should a third offence and any further offence be committed for term-time leave or 

irregular attendance within 3 years, a penalty notice will not be issued.  The case will 

proceed to the magistrates’ court.  Magistrates’ fines can be up to £2,500 per parent 

per child. 
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13. Pupils missing education 

 

Concerns may arise where children do not attend school because they have been 

withdrawn (unless parents have elected to home educate) or have not been 

registered.  

 

All groups are potentially at risk.  Where children are absent from school the ‘First 

Day Contact’ ensures that schools are immediately in touch with parents to advise 

on a pupil missing education and schools are expected to assist parents in 

reporting the child missing to the police should this prove necessary.  If there is any 

cause for concern about a child’s safety, an immediate referral is made to social 

care and the police.  

 

The school will notify the Pupils Missing Education Officer in accordance with local 

authority procedures, who will carry out further checks with Heath, Department for 

Work and Pensions and S2S (School to School) to try to ascertain the child’s 

whereabouts.  

 

Full guidance is given in the respective local authority’s pupils missing education 

protocols. There is a statutory requirement on local authorities to identify children 

not in receipt of education which applies to any children of compulsory school age 

who are not on a school roll, or who have left a school with destination unknown 

and who are not receiving suitable education other than being at school (for 

example, at home, independent/private school or in alternative provision). This is 

critical from a safeguarding as well as educational perspective.  

  

 ‘Pupils missing education’ are defined as: 

 

1) If a pupil has been absent for a continuous period of ten school days and 

their absence has been recorded with one or more of the codes statistically 

classified as unauthorised (G, N, O and/or U), school is required to complete 

an attendance return to our local authority, Leicestershire County Council. 

 

2) If a pupil has been absent or school has reasonable grounds to believe they 

will be absent for 15 school days – either consecutively or cumulatively – 

because of sickness (I code), school is required to provide our local authority, 

Leicestershire County Council, with the pupil’s full name and address.  This is 

to help school and the LA to agree any provision needed to ensure continuity 

of education for pupils who cannot attend because of health needs, in line 

with statutory guidance. 
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Appendix 1 
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