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Rationale 
 
The Staff at Rossmere Primary School are committed to offering a broad, 

balanced and differentiated curriculum, where children’s needs are central. 
 
Unless children attend school regularly and punctually, we have great difficulty 

in meeting their needs and, consequently, children will not achieve their full 
potential.  Because of this, we will identify, at an early stage, children whose 

attendance and punctuality are causing concern and take measures to try to 
improve the situation.  We endeavour to work in partnership with parents for 
the benefit of their children’s education.  Consequently, when adverse patterns 

have been identified, our first step will be to contact parents. 
 

Registration closes at 9:15 a.m. 
 Children arriving after this time, without good reason, are recorded as being 
absent without authorisation.  

 
Parental Involvement 
Education Act 1944 – Establishes the duty of parents to ensure regular 

attendance of pupils. 
 

We expect parents to: - 
 

 Ensure that their children attend school regularly; 

 Ensure children arrive on time and are appropriately prepared for their 

day; 

 Contact school, before 9.15 a.m., in person, or by letter or telephone, to 

notify us of the reason for unavoidable absences; 

 Respond to requests to contact the school should adverse patterns arise; 

 
School’s Responsibility. 
 

School Staff at Rossmere Primary School will: - 
 

 Regularly monitor attendance and punctuality to identify adverse patterns 
at an early stage. 

 Ensure children are aware of their responsibility to report to their class 
teacher, and the Secretary, if they arrive after registration.   

 Keep a record of any consultations regarding attendance/punctuality; 

 Inform Headteacher of problems which, despite early contact, still exist. 

 
 

 

ROSSMERE PRIMARY SCHOOL 

ATTENDANCE POLICY 
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Legal Responsibility 

 
The Education (Pupil Registration) Regulations 1997 (amended) provides the 

new registration categories of Approved Educational Activity.  (Amended 
Regulation 3(2), (3), (5) of the Education Regulations 1995). 
 

Education Act 1996 places a legal obligation on the Local Authority to provide 
education suitable to a child’s age, aptitude and ability and to any special 
educational needs they may have and also Section 444 states that 
 “The parent of a child of compulsory school age registered at school and 
failing to attend regularly is guilty of an offence punishable by law”. 

 
The Anti-Social Behaviour Act 2003 made provision for Penalty Notices (section 
23(1)) to be issued in certain cases of unauthorised absence. The Penalty (fine) 

will require the parent of a child of compulsory school age, whose 
attendance has been unsatisfactory, to pay £60 if paid within 28 days or 

£120 if paid within 42 days. 

 
The Parent Support Advisor’s role: - 
 
Parents/carers are expected to telephone, see or send a note to the school 
on the first day of their child’s absence by 9.15am.  This will allow school 
to interpret the category of absence.  If information is not received, the 
Parent Support Advisor (PSA) will try to telephone the parents /carers to 
discover the cause of the absence.  This is called “First Day Response”. 
 
The PSA will continue to attempt to reach parents /carers via telephone 
should a child be absent without any information in relation to cause of 
absence.  Should the PSA be unable to reach parents /carers via the 
telephone home visits will be carried out to determine reason for absence.  
Where necessary joint visits may be carried out with the school attendance 
officer when children with persistent or poor attendance are absent.   
 
The School Attendance Officers role :- 

 
The principal function of the Local Authority Attendance Team is to help 
parents’; the school and the Local Authority meet their statutory obligations on 

school attendance.   
The Local Authority Attendance Officer has a statutory duty to check the school 

registers on a regular basis. 
 
There are two types of absences - Authorised and Unauthorised.   

Parents cannot authorise absences, only the school can do this.   
(Please see appendix 1) 



 6 

 
Authorised Absences 

 
Absences can only be authorised when the school has been notified in advance, 

or as soon as possible, of reasons for absences and include: - 
 

a) Illness, medical and dental appointment; 

b) Special occasions (not birthdays); 
c) Family bereavement; 
d) Family holidays - only in exceptional circumstances may this exceed (in 

total) more than two weeks (ten school days) in any academic year. 
 

Pupil Registration Regulations 1995 (amended) gives school discretionary 
powers to grant leave for the purpose of a family holiday in term-time. 
 

Parents should complete a Holiday Form (see appendix 2) which they may 
obtain from the Parent Support Advisor, if they intend to remove their child 

from school for this purpose.  It should be completed and returned to the Parent 
Support Advisor before the holiday.  The school will make a number of checks in 
relation to the child’s current attendance, amount of holidays already taken and 

impact on the child’s attainment prior to authorising holidays. Parents will then 
be invited in to discuss their holiday request formally with the Parent Support 
Advisor.   Holidays will not be authorised if the child’s attendance is 

below 95%.    If school authorises the holiday parents will be notified.  Parents 

will be reminded via the use of regular newsletters that authorisation of holidays 

is at the discretion of the school and not a parents right to remove their child 
from school for family holidays.  Each request will be considered on its own 
merits in some circumstances when considering requests the parent/carer may 

be invited in to school to discuss this further with the Head Teacher. 
 
Unauthorised Absences 

 
Unauthorised absences include: - 

 
     1.  Any absences the reasons for which school have not been notified; 

2. Arrival, without good reason, after close of registration at 9:15 a.m.; 

3. Shopping. 
4. Looking after brothers or sisters. 

5. Birthdays. 
6. Holidays in excess of ten school days or that have not been authorised by 

the school.  
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An excessive amount of unauthorised absence can also seriously disrupt 
continuity of learning and encourage disaffection.  Absences of pupils of 

compulsory school age without valid reason or for which no explanation has 
been provided will be treated as unauthorised. 
 

Section 444 of the Education Act 1996 provides that no offence is committed 
where a pupil of compulsory school age is prevented from attending school by 
reason of illness.  If we are satisfied that a pupil is absent as a result of illness 

the absence will be treated as authorised. 
 

Where we have reason to doubt the validity of an explanation offered in respect 
of a particular absence, further information will be requested by the school from 
the child’s parents.  If the school continues to be dissatisfied then the absence 

will be treated as unauthorised. 
 

Where there is doubt about the authenticity attributed to illness, the School or 
the School Attendance Officer can refer the matter to a Doctor working in the 
School Health Service to arrange a special medical, or to make contact with the 

pupil’s GP.  If a pupil is absent for a prolonged period or a pattern of absences 
emerges contact will be made with the School Attendance Officer and/or the 
School Health Service. 

 
Leave for medical or dental appointments will be given (i.e. the absence will be 

authorised) where confirmation has been received from the parent (either in 
person, in writing or by a telephone call) or on production of an appointment 
card. 

 
Where a pupil is present for registration but then has to attend an appointment, 
school need take no action beyond recording the fact that (for the purpose of 

emergency evacuation) the pupil, although registered, is not physically present.  
Similarly the school must note the presence of a pupil (again for purposes of an 

emergency evacuation) who was not there when the register was being taken but 
returns later from an appointment.  The class teacher will make a note in the 
relevant day’s column in the register as to the times the child came or left so 

that there is information on the child’s whereabouts in the event of emergency 
evacuation. 

 
Education Act 2002 (Section 53) enables an overall absence target to be set, 
covering authorised and unauthorised absence, supporting school improvement 

and raising community awareness of the issue (September 2003). 



 8 

 
Attendance Targets  
 

Our current attendance target is set at 96%. This is a 1% increase on the last 
academic year.  
 
To enable School to achieve their target, systems have been developed to 
provide detailed robust data on school attendance; 
 

 Monitoring mechanism to ensure targets are being met (on a weekly basis) 
 

 Publishing attendance in school 
 

 Celebrating success in school assemblies 
 

 Celebrating good and improved attendance via a reward system 
 

 Information for parents of the importance of regular attendance and 
punctuality, via regular letters home 

 

 Fast Track Procedures utilised by the School Attendance Officer in 

conjunction with school.  Proposal of fast tracking can be found attached 
marked Appendix 3 which also includes an example of a parent’s newsletter.   

 

 The use of penalty notices for unauthorised absences including unauthorised 
holidays. Parents will be notified of this procedure through the use of 

parental newsletters (Appendix 4) 
 

Policy Review Date 

 
 
 
 

 
 
 

 
 
 
 

 

 

 
 

 
 
 

As part of the two year rolling programme this policy will be reviewed in Spring 2018. 

Reviewed by Parent Support Advisor 
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Appendix 1 
 
ATTENDANCE CODES, DESCRIPTIONS AND MEANINGS 

 

CODE DESCRIPTION MEANING 

/ Present (AM) Present 

\ Present (PM) Present 

@ Do not use  

B Educated off site (NOT dual 
registration) 

Approved Education 
Activity 

C Other Authorised Circumstances 
(not covered by another appropriate 
code/description) 

Authorised absence 

D Dual registration (i.e. pupil 

attending other establishment) 

Approved Education 

Activity 

E Excluded (no alternative provision 
made) 

Authorised absence 

F Extended family holiday (agreed) Authorised absence 

G Family holiday (NOT agreed or days 
in excess of agreement) 

Unauthorised absence 

H Family holiday (agreed) Authorised absence 

I Illness (NOT medical or dental etc 
appointments) 

Authorised absence 

J Interview Approved Education 
Activity 

L Late (before registers closed) Present 

M Medical/Dental Appointments Authorised absence 

N No reason yet provided for absence Unauthorised absence 

O Unauthorised absence (not covered 
by any other code/description) 

Unauthorised absence 

P Approved sporting activity Approved Education 
Activity 

R Religious observance Authorised absence 

S Study leave Authorised absence 

T Traveller absence Authorised absence 

U Late (after registers closed) Unauthorised absence  

V Educational visit or trip Approved Education 
Activity 

W Work experience Approved Education 

Activity 

X DfES #: School closed to pupils Not counted in possible 
attendances 

Y Enforced closure Not counted in possible 
attendances 

Z Do not use Not counted in possible 
attendances 

# School closed to pupils and staff Not counted in possible 
attendances 

* DfES Z: Pupil not on roll Not counted in possible 
attendances 

- All should attend/No mark recorded  

 
 
 
 



 10 

 
Appendix 2 

 
APPLICATION FOR ABSENCE FOR HOLIDAYS IN TERM TIME 

 
Parents do not have a right to take their children out of school for holidays during term time.  By law 
you must ask permission for your child to miss school.   
If you don’t you risk a £120 penalty notice.   
The law says that a school has the discretion of the Head Teacher.  Consideration will be given to all 
holiday requests on an individual basis.   

 
PARENTS SECTION (to be completed first)  

 
Surname of child 
 

  
First name 

 

 
Date of birth  

 

  
Class 

 

 
Surname of 
parent/guardian  
 

  
First name 

 

 
Address of child 
 

 

 
Postcode  
 

  
Telephone 
number 

 

 
 
 
 
 
 
 
About the request 
for your childs 
leave of absence 

 
Reason for taking a 
holiday in term-
time 

 

 
Would (s)he miss any national tests or 
examinations?  

 
Yes / No  

 
Is his/her attendance already below 95% or 
previously had an individual agreed target? 

 
Yes / No  

 
Would s(he) be absent for more than ten school 
days?  

 
Yes / No  

 
Has (s)he already had leave during term-time this 
school year? (if so please also give dates and 
number of school days leave)  

 
 
 
Yes /No  

 
 
Did s(he) have leave of absence during time-time in 
the previous school year? (please continue overleaf)  

 
 
 
Yes / No  

 Do you feel you child’s attainment would be 
affected by missing time in school  

 
 
Yes / No 

 
Length of absence 
(school days  

  
From:  
(date)  

 
To:  
(date)  

 
Parent’s/Guardian’s 
Signature  

 

 



 11 

Appendix 3 

SCHOOL SECTION  
 

 
Previous holiday’s in 
Term Time  

 
Approved 
………………..school 
days   

 
Not approved ……………… school days  

 
Number of previous 
applications granted  

 

 
Current % attendance 

 

 
Class Teachers 
comments:  
 
(regarding attainment 

level and impact this 
time absent if approved 
will have upon the 
child’s  education, 
lessons which will be 
missed) 
 
 
 
 
 
 
 

 

 
Head Teachers approval 
Yes/ No  
 
comments:  
 
 
 

 
 
 
 
 
 
 
 
 

 
 Mrs J Webb 

    Head Teacher Inclusion  

 Co-ordinator (LA Attendance) 
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Rossmere Primary School 
 
 

 

Fast Tracking 
Policy  

 

 
 

Natalie Gooding  
School Attendance Officer 

September 2012 
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Proposal for Fast Tracking 
 

 Information to be sent to all parents across school re: attendance via newsletter by 

September 2012, and year 7 pupils by October 2012 half term. 

 Pupils to be targeted who have attendance between 70% and 85% depending on 

volume.  

 The monitoring to be split between the SAO and School depending on the number of 

pupils identified on each register check. 

 SAO to focus on pupils with less than 85% school attendance from the first school 

term of the new academic year. 

 School to target pupils where school attendance is between 85% and 95% and 

provide intervention and support as appropriate. 

 School Attendance Officer’s referral’s to be prioritised and accepted below 85% and 

up to 90% depending on size of current caseload, unless known truancy occurs 

from pupils above the threshold. 

 Following the first register check, targeted pupils will be sent a letter home and 

attendance monitored for 4 weeks.  If school attendance of 85% or above is not 

achieved during this time, parents will be invited to attend an Attendance Case 

Conference, as agreed with school.   (All those pupils monitored by school are to be 

referred to the SAO under the initiative following the next register check, if school 

attendance continues to be below 85% threshold). 

 A six week plan will be put in place and a Warning Letter issued. A minimum of 

85% attendance is expected for the duration of the plan, if attendance is below 85%, 

consideration will be given as to whether a Penalty Notice will issued or Prosecution 

will be best served. 

 Those parents who do not attend the meeting without contacting school or School 

Attendance Officer, consideration will be given to issuing a Penalty Notice 

immediately.   

 No absence (of targeted pupils) to be authorised unless agreed between school and 

the School Attendance Officer, for example a medical note is received. 

 Home visits to be carried out by School Attendance Officer during this period and all 

records kept as appropriate. 

 Failure to pay the Penalty Notice within 42 days will result in Court Action being 

taken under Section 444 of the Education Act 1996. 

 If attendance has improved, school will monitor attendance for the next half term. 
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Parents Newsletter 

 

Rossmere Primary School and the Local Authority are working together to raise 
the attendance of pupils at school and therefore improve how well they do. 

 
As you will be aware, if your child does not attend school regularly he/she will 
not progress as well as other pupils. 

 
During the October half term holidays, all pupils with between 75% and 95% 

attendance for the last half term will be identified and letters will be sent home 
informing parents of their child’s attendance. 
 

Those whose children’s attendance is of particular concern will be invited into 
school for a meeting.  Following this, an agreed plan will be put in place for each 
pupil to improve his or her attendance. 

 
The purpose of these meetings is to work together to improve your son or 

daughter's attendance. Failure to attend such a meeting may incur a Penalty 
Notice of £60 or £120. It is a parent’s / guardians legal responsibility to ensure 
regular attendance. Parents / Guardian’s who do not ensure their child’s 

attendance may be prosecuted under section 444a /4441a of The Education Act 
1996. 

 
Throughout the next school year, all pupils’ attendance will be monitored and 
parents of a pupil identified in this attendance target group will be invited into 

school. 
 
Rossmere Primary School and the Local Authority are committed to ensuring 

that your child receives the best possible education. 
 

We ask that you work with us to ensure that your child attends school every 
day. 
 

 
 

 
 
      

Head Teacher      
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   NG/JW 

 
   Natalie Gooding 
 
   01429 287361 
 
   Natalie.gooding@hartlepool.gov.uk 
    
 
  
 
  2012 
 

Dear Parent, 
 
As you will be aware, Rossmere Primary School and the Local Authority are working 
together to reduce absence and therefore improve pupils’ educational achievement. 
 
Your son/daughter ……………………… has been identified as having only ……….% 
between ……….. 2012 and  …………… 2012. 
 
We have therefore arranged a meeting, in school, on …………………….. 2012 
at…………… a.m/p.m. to discuss (name)’s absence and put a plan in place to improve 
…………’s attendance. 
 
NOTE: It is your legal responsibility to ensure your child attends school on a 

regular basis.  Failure to attend the above meeting without good cause and ensure 
your child is in school regularly may result in a Penalty Notice or Prosecution. 
 
It is hoped that by working together, we ill be able to avoid the necessity for a Penalty 
Notice being issued and that …………………… will be able to benefit from the 
educational opportunities available. 

 
If the time of this meeting is not convenient, or you require transport to get you to the 
meeting, please contact………………………, School Attendance Officer on 01429 
287361. 
 
Yours sincerely, 

 
 
Natalie Gooding  
School Attendance Officer  
 
Parent of  
 
Hartlepool, 
TS 
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Appendix 4 

Parents Newsletter 

 

Rossmere Primary School and the Local Authority are working together to raise 
the attendance of pupils at school and therefore improve how well they do. 

 

As you will be aware, if your child does not attend school regularly he/she will 
not progress as well as other pupils. 

 
The authorisation of school absence for family holidays is at the discretion of 
the school and not a parent’s right to remove their child from school for such 

holidays.  
 
If children are taken away for a two week holiday every year and have an 

average number of days off for sickness and appointments, then by the time 
they leave compulsory education at sixteen they will have missed a year of 

school.  
 
As a school we want to balance the requests for family holidays whilst ensuring 

children’s attendance and attainment is not adversely affected.  
 
As such every request for absence will be considered on its own individual 

merits.  Parents are required to make the request in writing by completing a 
form which is available from the Parent Support Advisor.  Once completed and 

returned to the Parent Support Advisor relevant information regarding your 
child’s attendance, attainment and the impact of the absence will be considered 
prior to the Headteacher making the final decision.  Parents will be then notified 

of the decision by the school.   
 

Where requests are made with exceptional circumstances parents may be 
invited into school for a meeting to discuss the request further.  Authorisation 
will not be granted should your child’s attendance be below 95%. 

 
Parents whom remove their children from school without authorisation incur a 
Penalty Notice of £60 or £120. It is a parent’s / guardians legal responsibility to 

ensure regular attendance. Parents / Guardian’s who do not ensure their child’s 
attendance may be prosecuted under section 444a /4441a of The Education Act 

1996. 
 
 

      
Head Teacher 
 

 

As part of the two year rolling programme this policy will be reviewed in Spring 2018. 

Reviewed by Mrs Banks (PSA) and Mrs Hopper (Deputy Headteacher). 


