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SAFEGUARDING 
The school has a statutory duty to safeguard children and all school 

policies and procedures should ensure that this is a priority.
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Introduction 
 
This policy is written in conjunction with The Education (Pupil Registration) (England) 
Regulations 2006 No. 1751; the Education Act 1996. 
 
There is a strong statistical link between attendance and attainment; schools with high 
attendance levels tend to have high levels of attainment at all key stages but those with low 
attendance levels tend to have low attainment levels. The attendance policy is therefore an 
important tool in the work of schools to drive up standards and pupils’ attainment.  It helps 
them to identify pupils who might need extra support to catch up lessons they may have 
missed along with action to tackle poor attendance. Missing out on lessons leaves children 
vulnerable to falling behind. Children with poor attendance tend to achieve less in both 
primary and secondary school. 

The government expect schools to and agencies to: 

 Promote good attendance and reduce absence, including persistent absence; 

 Ensure every pupil has access to full-time education to which they are entitled; 

 Act early to address patterns of absence. 
 
The government expects parents to: 

 Perform their legal duty by ensuring their children of compulsory school age who are 
registered at school attend regularly; 

 Ensure their child is punctual to their lessons 
 

See also the school’s admissions policy.  
 
Aims of the policy 
 

 To ensure high levels of attendance for all pupils 

 To raise attainment for pupils by improving attendance 

 To safeguard pupils  

Registers 
The school keeps 2 registers: one is the admissions register and one is the attendance 
register. All children who are receiving an education at the school during the traditional school 
day must be placed on both the admissions register and the attendance register. 

 
Admissions Register (Please see the Admissions Policy) 

 
Attendance Register 
Registers are marked in line with Authority guidelines, which are detailed within the register 
itself. 

 
Each school day has 2 sessions 
 
AM Session: 8.55am 
PM Session: 1.15pm 
 
Children not present at registration but arriving before 9.30am should be marked late-present- 
‘L’.  Children who arrive after 9.30am will be marked as late-absent – ‘U’. 
 
In order to comply with fire regulations, registers should be completed and returned to the 
office within 30 minutes of the start of each session. 
 
The school keeps registers for 3 years after the academic year in which the register ends.   
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The only personal information in the attendance register about pupils is their names. 

The school should follow up any absences to: 

 Ascertain the reason; 

 Ensure the proper safeguarding action is taken 

 Identify whether the absence is approved or not; and, 

 Identify the correct code to use before entering it into the school’s electronic register, 
or management information system which is used to download data to the School 
Census. 

 

LATES 

It is important the children attend school on time. Children can become unsettled if they are 
late and need to understand the importance of being punctual.  Children who attend late 
cause significant disruption to office staff, to the class teacher and to their classmates.  
Children who arrive late must enter school via the school office once the usual entry doors are 
locked (approximately 9.05am).  Staff will record on the late log children who are late and the 
time of arrival at school.  Lates are monitored rigorously and parents will receive a letter (see 
appendix one) if their child is late more than twice a month.  If the lates do not improve, or 
there is a significant number of lates in a short period, the Pupil Wellbeing Coordinator will be 
informed of this.  

Authorised absence 

Illness/medical conditions 

 
Parents should contact the school on the first day of absence (ideally between 8:30am and 
9:00am). Messages can be left on the school’s answerphone regarding absence.  
 
Unexplained Absences 

 
The school operates a system of ‘First Day Calls’ for all pupils. This means that the school will 
contact parents on the first day of absence as soon after 9.30am as possible, if there has 
been no contact from an appropriate adult to explain the absence.  A note will be made in 
Sims/Attendance of an N code (no reason for absence).  If the school has concerns about 
unexplained absence, the Pupil Wellbeing Coordinator will be informed and may visit home. 
 
Long term illness/medical conditions 

 
Children with longer term illnesses or conditions (longer than 2 continuous weeks) may 
require home tuition. Parents should contact the school to arrange this.  

 
Religious Observance 

Absence for religious observance will be granted based on the Local Authority Guidelines, 
which is one day per Religious festival which has been set aside by the religious body. All 
applications for leave of absence for religious observance must be made in advance of the 
date(s). Parents should request a form from the office for these purposes.  
 
Unavoidable causes 

Parents should inform the school as soon as possible and briefly explain the situation. Leave 
of absence will be authorised at the discretion of the Principal or Vice Principal.  

Holidays 

Parents should apply for leave of absence, using a form which can be obtained from the 
school office. (see appendix two).  They should give the school as much notice as possible 
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when requesting this.  Holidays taken in term time will be unauthorised; Parents may be 
prosecuted for significant unauthorised absence. Leave of absence requests will not be 
authorised retrospectively, so permission must be requested prior to the start of the holiday 
date or it will be unauthorised. 

 
Extended leave of absence without explanation 

 
The school will do all in its power to investigate the circumstances of extended leave of 
absence without explanation. If a child has been missing for two weeks the child will be 
referred to the Child Missing in Education Team.  
 
Deletion from registers 
 

The regulations enable schools to delete compulsory school-age children in the following 
circumstances:  

 permanent exclusion 

 death of the pupil 

 transfer between schools; and 

 Education otherwise (other than school). 

 For any other reason, see above (Child Missing in Education).  

Parental Responsibility 
 
Parents are responsible for making sure that their children of compulsory school age receive 
a suitable full-time education.  This can be by a regular attendance at school, at alternative 
provision, or otherwise (e.g. the parent can choose to educate their child at home).  

 
A child reaches compulsory school age on or after their fifth birthday.  If they turn 5 between 1 
January and 31 March they are of compulsory school age on 31 March; if they turn 5 between 
1 April and 31 August they are of compulsory school age on 31 August’; if they turn 5 
between 1 September and 31 December, then they are of compulsory school age on 31 
December. 
 
Prosecutions by local authorities 
 
If a child of compulsory school age fails to attend regularly at a school at which they are 
registered, or at a place where alternative provision is provided for them, the parents may be 
guilty of an offence and may be prosecuted by the local authority.  Only local authorities can 
prosecute parents and they must fund all associated costs.  
 
Penalty Notices 
 
Penalty notices are fines of £60/£120 imposed on each parent.  They are an alternative to the 
prosecution of parents for failing to ensure that their child of compulsory school age regularly 
attends the school where they are registered or at a place where alternative provision is 
provided.  Penalty notices can only be issued by a head teacher/principal or someone 
authorised by them (a deputy or assistant head), a local authority officer or the police.  
Penalty notices are issued to each parent liable for the attendance offence or offences. 
Penalty notices can be used where the pupil’s absence has not been authorised by the 
school.  Penalty notices may also be issued where parents allow their child to be present in a 
public place during school hours without reasonable justification during the first five days of a 
fixed period or permanent exclusion.  The parents must have been notified by the school at 
the time of the exclusion of this and the days to which it applies.  
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Dealing with poor attendance 

The government requires schools, by law, to set attendance targets to deal with poor 
attendance. The school aim is for an overall attendance rate of 97%.  In 2019, attendance 
was 95%. 

In order to improve attendance figures and keep parents informed, the school operates a 
‘traffic lights’ system assessed each term.  

 Green Pupils with an attendance between 97% and 100%. 

 Amber Pupils with attendance between 90% and 97%. 

 Red Pupils with attendance below 90% 
. 

A letter is sent to all parents whose child is red or amber at the beginning of each term 
informing them of their child’s attendance for the previous term. 

In addition to the above, attendance is monitored every half term to identify children early who 
are not attending well.  Parents will be notified if their child’s attendance is not acceptable, 
unless there are exceptional circumstances which the school is aware of, by a letter.  No 
further absences will be authorised without medical evidence.  Medical evidence MUST be 
produced within 1 week after the first day of absence, after this time medical evidence WILL 
NOT be accepted and the absence will be marked as unauthorised. This will remain the case 
until there is a sustained improvement in attendance over a period of time of at least 1 term. 
This is at the discretion of the Principal.  The school will write to parents to notify them if 
circumstances change. 

An annual Certificate of Attendance is sent home with the annual report in July to report on 
the full school year from September to a date specified annually by the Principal to 
correspond with the date reports are sent out. 
 
Termly Certificates of Attendance are issued for those children with 100% attendance and 
97%+ attendance at the beginning of each term for the previous term’s attendance.  
  

Monitoring 
 

1. The School Administrator is responsible for monitoring registers daily and amending 
codes as information is obtained. 

2. The School Administrator is responsible for first response calls and/or texts as soon 
after 9.15am as possible. 

3. The School Administrator is responsible for monthly late letters.  
4. The PA to the Principal is responsible for RAG letters at the beginning of spring and 

summer terms.  
5. The School Administrator is responsible for termly certificates. 
6. The HSLO is responsible for sourcing reasons for absence coded as N and changing 

to O (unauthorised absence) if no reason has been provided after two weeks.  
7. The HSLO is responsible for Home Visits. 

  
The Home School Liaison Officer is responsible for the monitoring and review of this policy 
and makes decisions in line with school policy. 
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Appendix 1a – Late letter (twice in one month) 
 
 
 
Dear  
 
I am writing to let you know that during (month) (name of child) was late twice.  This level of 
punctuality is a concern. 
 
When a child is late it means that they are not prepared for school. They may well miss a 
vital part of the day’s lessons and it can mean they struggle all day.  It can also lead to 
difficulties with friendship groups in school as lateness disrupts the learning of others.  
Children who are often late are also much more likely to fall behind at school. 
 
If you feel you want to discuss this with me, please do not hesitate to make an appointment 
to see me.  Often school can help with issues such as lateness.  Sometimes it is the child(ren) 
contributing to lateness – in these circumstances it often helps the problem if I talk to the 
child(ren) and explain the importance of being prompt and organised in the morning. 
 
In conclusion, I cannot stress too highly the importance of good attendance and punctuality. 
 
Thank you very much for your co-operation in this very important matter. 
 
 
Yours sincerely 
 
 

 
Mrs Lewis 
Principal 
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Appendix 1b – Late letter (more than twice in one month) 
 
 
Dear  
 
I am writing to let you know that during (month) (name of child) was late (number of times) 
times.  This level of punctuality is unacceptable. 
 
When a child is late it means that they are not prepared for school. They may well miss a 
vital part of the day’s lessons and it can mean they struggle all day.  It can also lead to 
difficulties with friendship groups in school as lateness disrupts the learning of others.  
Children who are often late are also much more likely to fall behind at school. 
 
If you feel you want to discuss this with me, please do not hesitate to make an appointment 
to see me.  Often school can help with issues such as lateness.  Sometimes it is the child(ren) 
contributing to lateness – in these circumstances it often helps the problem if I talk to the 
child(ren) and explain the importance of being prompt and organised in the morning. 
 
In conclusion, I cannot stress too highly the importance of good punctuality and attendance.  
I expect to see a much improved level next month. 
 
Thank you very much for your co-operation in this very important matter. 
 
Yours sincerely 
 
 
 
 
 
Mrs Lewis 
Principal 
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Appendix 2 – Leave of absence request form 
 
Children’s Service and Inclusion and Place Planning Team Education Directorate 

APPLICATION FOR DISCRETIONARY LEAVE OF ABSENCE 

 

Email address 

Home address  

Home Tel  

Reason for request  

Date of departure  

 

 

 

P   ARENTS '  SECTION  

  First Name   

 Year Group    Male/Female  

Surname of child  

Date of birth    

Surname of parent/carer 1    First Name  

  First Name  

 1        2  

Surname of parent/carer 2  

Relationship to child          

 Parent’s mobile   Pupil’s mobile  

Le ngth of absence (number of school days)  Destination (city and country)     

Date due back in school  

Emergency contact in Blackburn/Darwen (inc. tel)  

Parent/ C arer’s signature    Date  
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Name of School _______________________________________________ DfE 

Number_______________  

If you wish to request discretionary leave of absence for your child, please complete this application 

form and return it to the Headteacher as soon as possible and in advance of making any travel 

arrangements. Please note that there is no entitlement for parents to take their children out of school 

during term time without first obtaining permission from school. 

If you do take your child out of school without securing advance permission or he/she fails to return to 

school on the agreed due date, you are likely to be issued with a Penalty Notice under Section444 of the 

Education Act 1996. If you pay within 21 days of receiving a penalty notice the amount is £60 per parent, 

per child. The fine increases to £120 per parent, per child if you pay after 21 days but within 28 days. 

Thank you.  

EVERY SCHOOL DAY COUNTS, AND EVERY DAY IS 

IMPORTANT 
 

 

SCHOOL SECTION        UPN   

Date of meeting/conversation with parent/carer      Leave granted      Yes         No  

Exceptional circumstances  

Head teacher’s/Principal’s signature      Date  

Ethnic origin of child   White      Bangladeshi   Indian   Pakistani       Eastern European GRT  

White other        Black-Caribbean        Black-African      Black other       Chinese                 Other  

Number and date(s) of previous applications granted  

For absences of 10 days or more p lease  forward this  
form to   CME@blackburn.gov.uk   
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Appendix 3a – Red/Amber/Green (RAG) letter - RED 
 

Date: 

XX Term 2019/20: Attendance Percentage 
 

 
Dear Parent or Carer of          
 
We have recently been analysing the attendance of all the children in school in line with our 
Attendance Policy and your child’s attendance for the last half term is in the ‘RED’ category 
which means it is less than 90%.  I enclose an attendance certificate for your information. 
 
I fully understand that absences sometimes cannot be avoided and it may be that there are 
good reasons for this level of absence. However, if your child’s attendance was to improve 
during the next half term, it would make a big difference to progress, achievement and 
general enjoyment of school. 
 
Sometimes attendance problems are caused by issues that can be solved through discussion 
with school. If you would like to discuss this with me or Mrs Riding, our Home School Liaison 
Officer, please telephone school on 01254 703440.  
 
Please return the reply slip below to acknowledge receipt of this letter. 
 
 
 
Mrs Lewis 
Principal 
 
 

RED ATTENDANCE LETTER – 2019/20 
 
Child’s Name         Class 
 
Comments 
 
 
 
 
 
 
Signed (Parent)         Date  
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Appendix 3b – Red/Amber/Green (RAG) letter – AMBER 
 
 

Date: 

XXXX Term 2019/20: Attendance Percentage 
 

 
Dear Parent or Carer of          
 
We have recently been analysing the attendance of all the children in school in line with our 
Attendance Policy and your child’s attendance for the last half term is in the ‘AMBER’ 
category which means it is between 90% and 97%.  I enclose an attendance certificate for 
your information. 
 
I fully understand that absences sometimes cannot be avoided and it may be that there are 
good reasons for this level of absence. However, if your child’s attendance was to improve 
during the next half term, it would make a big difference to progress, achievement and 
general enjoyment of school. 
 
Sometimes attendance problems are caused by issues that can be solved through discussion 
with school. If you would like to discuss this with me or Mrs Riding, our Home School Liaison 
Officer, please telephone school on 01254 703440.  
 
Please return the reply slip below to acknowledge receipt of this letter. 
 
 
 
Mrs Lewis 
Principal 
 
 

AMBER ATTENDANCE LETTER – 2019/20 
 
 
Child’s Name         Class 
 
Comments 
 
 
 
 
 
Signed (Parent)         Date  

 



Appendix Ci 

Appendix 4 – Explanation of codes 
 

Key to codes 

/  Present (AM) J  Interview U  Late (after registers closed) 

\  Present (PM) 
L  Late (before registers 

closed) 
V  Educational visit or trip 

B  Educated off site 

(not Dual reg.) 

M  Medical/Dental 

appointments 
W  Work experience 

C  Other authorised 

circumstances 

N  No reason yet provided 

for absence 

#  Planned whole or partial 

school closure 

D  Dual registration O  Unauthorised Abs 
Y  Unable to attend due to 

exceptional circumstances 

E  Excluded 
P  Approved sporting 

activity 

X  Non-compulsory school age 

absence 

G  Family Holiday (not 

agreed) 
R  Religious observance Z  Pupil not on roll 

H  Family holiday 

(agreed) 
S  Study leave 

-  All should attend / No mark 

recorded 

I  Illness T  Traveller absence    

 


