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Attendance Policy

 
 

The Mercia Primary Academy Trust follows all DFE and Local Authority advice regarding Attendance and any 
information from them runs in concurrence with the below.  
 

The schools in Mercia Primary Academy trust set a minimum attendance target of 97% 
 
This policy aims to raise the profile of attendance by encouraging and promoting a positive attitude 
in order that all children can achieve a good rate of attendance throughout their time at school. 
Promoting positive behaviour and excellent attendance is the responsibility of the whole school 
community. The school will promote positive behaviour and good attendance through its use of 
curriculum and learning materials. Good attendance and behaviour by pupils will be recognised 
appropriately.  
 
All children should be at school, on time, every day the school is open. Children are sometimes 
reluctant to attend school. Any problems that arise with attendance are best resolved between the 
school, the parents/carers and the child. If a child is reluctant to attend, it is never better 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/carer.  
 

The attendance and behaviour policy must include procedural referral agreements that are designed 
to promote and safeguard the welfare of pupils. Schools have a duty in law to refer any absence of 
10 sessions (5 days) or more over a 10-week period where they have been unable to make contact 
with the parent/carer, their child or have general concerns about the absence.  Schools will refer 
to the Education Welfare Service and you may receive a notice to improve letter, a penalty warning 
notice and also potentially a fine if the attendance concern continues. 
 

Schools are required to take an attendance register twice a day, and this shows whether the pupil is 
present, engaged in an approved educational activity off-site, or absent. Only school can authorise 
the absence, not the parent/carer. This is why information about the cause of each absence is always 
required. Authorised absences are mornings or afternoons away from school for a good reason like 
illness or other unavoidable cause. Unauthorised absences are those which the school does not 
consider reasonable and for which no “leave” has been given. This includes:  
• Parents/carers keeping children off school unnecessarily  
• Truancy before or during the school day  
• Absences which have never been properly explained 
• Children who arrive at school too late to receive a mark 
 
Parents/carers whose children are experiencing difficulties should contact the school at an early 
stage and work together with the staff in resolving any problems. This is nearly always successful. 
Our school’s attendance officers are Mrs Male and Angie Doxford (Family Support Worker) and 
they will work with parents/carers to resolve problems which may affect the child’s attendance.  
We may involve representatives of other agencies that work within the school i.e. the School Nurse, 
Tier 2/3 services such as Malachi, Family Hub, Family Practitioner Service, where required, in order 
to ensure all children benefit from consistently good punctuality and attendance.   
 
Please contact office@lakeside.staffs.sch.uk to report absences, if you have any queries, or if you 
have any concerns about school attendance. 

mailto:office@lakeside.staffs.sch.uk
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School Attendance and the Law 
 
Under Section 44 of the Education Act 1996, parents/carers of a child of compulsory school age are 
under a legal duty to ensure the regular attendance of that child at the school where he/she is a 
registered pupil. Failure to discharge this duty may result in the LA prosecuting the parents/carers. 
 
This policy reflects the most up to date legal powers and duties that govern school attendance in 
accordance with The Education Act 1996 and subsequent regulations and amendments.  
 

● Authorised absence means that the school has given approval in advance for a pupil of 
compulsory school age to be absent from school. 

 

● Unauthorised absence is where a school is not satisfied with the reasons given for the 
absence. 
 

Authority to decide whether to authorise an absence can only be given by the Headteacher or a 
person acting in the absence of the Headteacher.  This is to agree that there was a legitimate reason 
for a child not to be in school.   
 
The Headteacher is responsible for: 

● The day-to-day implementation of this Policy and all relevant procedures across the school. 
● Appointing a member of the SLT to the Attendance Officer role - This is Angie Doxford. 
● Ensuring all parents are aware of the school’s attendance expectations and procedures. 
● Ensuring that every pupil has access to full-time education and will act as early as possible to 

address patterns of absence. 
 
Staff are responsible for: 

● Following this Policy and ensuring pupils do so too. 
● Modelling good attendance behaviour. 
● Using their professional judgement and knowledge of individual pupils to inform decisions as 

to whether any welfare concerns should be escalated. 
● Where designated, taking the attendance register at the relevant times during the school day 

- there are two sessions each day (morning and afternoon). 
 
The Attendance Officers are responsible for: 

● Developing a clear vision for improving attendance. 
● Monitoring attendance and the impact of interventions and support. 
● Analysing attendance data and identifying areas of intervention and improvement. 
● Communicating with pupils and their parents/carers with regard to attendance. 
● Leading a compassionate approach when listening to parents/carers and pupils regarding 

barriers to attendance. 
● Following up on incidents of persistent poor attendance. 
● Enforcing attendance through statutory interventions in cases of persistent poor attendance 

where other support has not succeeded. 
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● Informing the Local Authority of any pupil being deleted from the admission and attendance 
registered. 

Pupils are responsible for: 
● Arriving punctually to school each morning. 
● Attending their lessons and any agreed activities when at school. 
● Following any support provided by the school to improve attendance. 

 
Parents are responsible for: 

● Providing accurate and up-to-date contact details and providing the school with more than 
one emergency contact number. 

● The attendance of their children at school. 
● Promoting good attendance with their children. 
● Proactively engaging with any attendance support offered by the school and the Local 

Authority. 
● Notifying the school by 9.30am when their child has to be absent. 
● Booking any medical appointments around school where possible. 
● Requesting leave of absence only in exceptional circumstances, and in advance. 

 
Daily contact with the parents/carers of children not attending without a reason is important. Schools 

should endeavor to deal with the issue of a child missing from education by taking action to trace children 

whose whereabouts are not known. Children who are missing, either at the start or part way through a school 

day, need to be accounted for by their education setting. 

Illness 
 
Parents/carers are required to notify the school on the first day the child is absent due to illness by 
9.30am.  Medical evidence can support any illnesses or health conditions reported regarding the 
school absence.  This can be provided by hospital letters, appointment cards from GP/Dental 
surgeries, medicine prescribed.   
 
The school will record the absence as unauthorised if they are not satisfied of the authenticity of the 
illness. 
 
Pre-booked Medical or dental appointments 
 
Where appointments are unable to be made out of school hours, the pupil should only be out of 
school for the required time for the appointment.  Authorisation of the appointment will be marked 
with an ‘M’ - medical evidence can be provided to support this absence code. 
 
The school will record the absence as unauthorised if they are not satisfied of the authenticity of the 
appointment. 
 
Religious observance 
 
The day must be exclusively set apart for religious observance by the religious body to which the 
parents belong.  Advice is sought from parents’ religious body about whether it has set the day apart 
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for religious observance. The Head teacher may request proof that the child will be attending a 
religious observance. 
 
SEND and health-related absences  
 
The school recognises that pupils with SEND and/or health conditions, including mental health 
issues, may face greater barriers to attendance than their peers, and will incorporate robust 
procedures to support pupils who find attending school difficult.  
 
In line with the SEND Policy and Supporting Pupils with Medical Conditions Policy, the school will 
ensure that reasonable adjustments are made for the pupils to reduce barriers to attendance, in 
line with any EHC plans or IHPs that have been implemented.  The school will secure additional 
support from external partners to help bolster attendance where appropriate.  
 
Where the school has concerns that a pupil’s non-attendance may be related to mental health 
issues, parents will be contacted to discuss the issue and whether there are any contributory factors 
to their child’s lack of attendance. Where staff have a mental health concern about a pupil that is 
also a safeguarding concern, they will inform the DSL and the Child Protection and Safeguarding 
Policy will be followed. All pupils will be supported with their mental health in accordance with the 
school’s Social, Emotional and Mental Health (SEMH) Policy.  We will closely work with the 
Education Mental Health Team and this would be an avenue to refer a pupil to should they have 
any mental health difficulties. 
 
If a pupil is unable to attend school for long periods of time due to their health, the school will:  
 
• Inform the Local Authority if a pupil is likely to be away from the school for more than 15 school 
days.  
• Provide the Local Authority with information about the pupil’s needs, capabilities and programme 
of work.  
• Help the pupil reintegrate at school when they return.  
• Make sure the pupil is kept informed about school events and clubs.  
• Encourage the pupil to stay in contact with other pupils during their absence. 
 
The school will incorporate an action plan to help any pupils with SEND and/or health issues cope 
with the stress and anxiety that attending school may cause them. Such plans will be regularly 
monitored and reviewed until the pupil is attending school as normal and there has been signs of 
significant improvement.  
 
To support the attendance of pupils with SEND and/or health issues, the school will work alongside 
the School’s SENDCo Mrs Davies and consider: 
 
• Holding termly meetings to evaluate any implemented reasonable adjustments.  
• Incorporating a pastoral support plan.  
• Using an internal or external specialist, such as the Education Mental Health Team.  
• Enabling a pupil to have a reduced timetable if necessary.  
• Phased returns to school where there has been a long absence.  
• Ensuring a pupil can have somewhere quiet to spend lunch and breaktimes (ie lunchtime nurture).  
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• Tailored support to meet their individual needs.  
 
Authorising absence requests 
 
Parents/carers will be required to request certain types of absence in advance and are expected to 
complete a Request for Leave Form.  
 
All requests for absence will be handled by the headteacher – the decision to grant or refuse the 
request will be at the sole discretion of the headteacher, taking their attendance record, the best 
interests of the pupil and the impact on the pupil’s education into account.  
 
The headteacher’s decision is not subject to appeal; however, the school will be sympathetic to 
requests for absence by parents. 
 
A letter confirming the unauthorised request will then be sent back to the Parent/Carer. 
 

● The updated working together to improve school attendance statutory guidance has changed 
the way we issue holiday fines. 

 

● If the Parents/Carer still takes the child out of school or extends the agreed leave of absence, 
the absence will be recorded as unauthorised in the register.  

 

● Parents should request a leave of absence but often don’t. A suspected holiday absence 
letter can be used in this scenario (See Appendix 5). 

 

● Parents must be issued with a letter by school informing them that the absence has been 
unauthorised. 
 

● Leave of absences for holidays have to be referred to the Local Authority who will assess 
and decide if a fine is issued.  This is not a decision made by the School. 

 
From the 19th August 2024 the fines increased to: 
 

● £160 for the first offence in a 3-year period, but reduced to £80 if paid within 21 days * 
 

● £160 for a second offence in a 3-year period. 
 

● Each offence after the second offence will be processed as a Single Justice Procedure with a 
fine of up to £1000. 

 
The DfE states that parents include all those with day-to-day responsibility for a child – the fines are 
per parent, per each child. For example, * a family of four with 2 children would amount to £640 or 
reduced to £320 if paid within 21days of receiving the penalty notice. 
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Persistent Absence 
 
There are various groups of pupils who may be vulnerable to high absence and persistent absence, 
such as: 
 

● Children in Care 
● Children open to Social Services 
● Young Carers 
● Pupils that are eligible for Free School Meals 
● Pupils with EAL 
● Pupils with SEND 
● Pupils with medical illnesses 
● Pupils who have faced bullying and/or discrimination 

 
The school will use a number of methods to help support pupils at risk of persistent absence.  These 
will include: 
 
•  Offering catch-up support to build confidence and bridge gaps.  
• Meeting with pupils to discuss patterns of absence, barriers to attendance, and any other problems 
they may be having.  
•  Establishing plans to remove barriers and provide additional support.  
•  Leading weekly check-ins to review progress and the impact of support.  
•  Making regular contact with families to discuss progress.  
•  Assessing whether an EHC plan or IHP may be appropriate.  
• Considering what support for re-engagement might be needed, including for vulnerable groups. 
 
The school will focus particularly on pupils who have rates of absence over 10 percent, and will work 
with the Local Authority and other partners to engage all relevant services needed to identify and 
address the wider barriers to attendance these pupils are facing. Where a pupil at risk of persistent 
absence is also at increased risk of harm, the school will work in conjunction with all relevant 
authorities, e.g. social services, to support the pupil in line with the school’s duty of care. The school 
will also bear in mind that the continuation of severe persistent absence following intervention may, 
in itself, constitute neglect, and will escalate any concerns in this regard in line with the Child 
Protection and Safeguarding Policy.  
 
Elective Home Education 
 
If a school receives written notification from parents/carers that they wish to home educate their child 
then the school will inform the Local Authority of the parents/carers decision to remove their child’s 
name from the admissions register.   
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Whilst school will not seek to prevent parents/carers from choosing to electively home educate their 
child, neither will they seek to encourage them to do this – particularly as a way of avoiding exclusion 
or due to a poor attendance record. 
 
 
 
Monitoring and analysing absence  
 
The attendance officers will monitor and analyse attendance data regularly to ensure that 
intervention is delivered quickly to address habitual absence at the first signs.  
 
The school will collect data regarding punctuality, truancy, and authorised and unauthorised absence, 
for:  
• The school cohort as a whole.  
• Individual year groups.  
• Individual pupils.  
• Demographic groups, e.g. pupils from different ethnic groups or economic backgrounds.  
• Other groups of pupils, e.g. pupils with SEND, LAC and pupils eligible for FSM.  
• Pupils at risk of PA.  
 
The attendance officers will conduct a thorough analysis of the above data on a half-termly, termly 
and full-year basis to identify patterns and trends. This will include identifying, for each group:  
• Patterns in uses of certain codes.  
• Particular days of poor attendance.  
• Historic trends of attendance and absence.  
• Barriers to attendance.  
 
The attendance officers will provide regular reports to the Headteacher, Governors and staff to 
enable them to track the attendance of pupils and to implement attendance procedures. The 
attendance officers will also be responsible for monitoring how attendance data changes in response 
to any interventions implemented to increase attendance in future.  
 
The Local Authority Education Department will regularly review attendance data, including 
examinations of recent and historic trends, and will support the Attendance Officers  in setting goals 
and prioritising areas of focus for attendance support based on this data. The school will also 
benchmark its attendance data against local-, regional- and national level data to identify areas of 
success and areas for improvement, and will share practice which has been shown to be effective 
with other schools.  
 
The Code of Conduct 
 
The Education (Penalty Notices) Regulations 2007 set out the details of how the penalty notice 
scheme must operate.  This includes a requirement that every local authority must draw up and 
publish a Code of Conduct for issuing penalty notices, after consulting all schools, including 
academies, and the police.  The code should set out the criteria that will be used to trigger the use of 
a penalty notice. 
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Please see Appendix 1 for Staffordshire Local Authority Code of Conduct for issuing Penalty Notices 
August 2024.  
 
 
 
 
Lakeside Primary School 
 

● School staff will be on duty by 8.45am 
 

● Children go into class from 8.45am.  School staff will be on duty to ensure children do not leave 
after they arrive 

 

● The doors to classrooms and external gates will close at 8.55am 
 

● Children may be registered in class (1st session) and this process should be finished by 8.55am so 
that lessons may begin 

 

● Children who arrive after 8:55am should enter school by the main doors at the School Office   
 

● If children arrive at school between 8.55-9.25am, they will be recorded with a late mark (L) and 
will include how many minutes late they are, which is monitored 

 

● If children arrive later than 9.25am, they will be recorded with an unauthorised late mark (U).  
Any child with 10 unauthorised late marks (U) over a 10-week period, will be referred to the 
Local Authority Education Department.  (Please refer to SCC Code of Conduct regarding Penalty 
Notices and Fines issued to parents/carers whose child/ren is persistently late)  

 

● If children arrive late to school due to a medical appointment, which the school has received in 
advance or it is an unavoidable medical emergency, they will be recorded with a medical mark 
(M) 
 

● Parents/carers are expected to provide a reason for absence by phoning or emailing the school 
before 9.30 am on the first day of absence. 

 

● In the first instance, after 9.30am, a text/email will be sent requesting a reason for absence. If no 
reply is received from the text message, this will be followed up with a phone call for 
parents/carers to provide reason for absence.  Medical evidence can be provided to support this 
absence. 
 

● If no response is received from the parent to our attempts to contact you, your child will receive 
an unauthorised absence mark in the register. 
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● The Local Authority regularly monitors attendance figures. 
 

● The school’s attendance register is monitored regularly by our schools Attendance Officers and 
report back to the Headteacher. 
 

● Lunchtime is 12.15 - 1.15pm and after lunch, the attendance register is taken again (2nd session). 
 

● The school day ends at 3.15pm. 
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Procedures  
 
The school applies the following procedures in deciding how to deal with individual absences:  
 

● Parents/carers are informed by text/email after 9.30am if their child is absent from school 

and no reason has been given. By contacting the parent/carers, we hope to ensure that the 

parent/carer is aware their child is not in school, enabling the parent/carer where necessary 

to establish their child is safe.  Those pupils who are open to Social Services, school are 

expected to inform the Social Worker of their absence. 

 

● Where possible we use the child’s attendance from last year as our starting point when 
calculating any child’s attendance, especially during the first term of a new academic year 
(within a 10-week period).  

 

● Parents whose children have an attendance rate below 90%, can be asked to provide medical 
evidence for absences relating to illness i.e. GP appointment card, correspondence, medicine 
prescribed etc. for every absence. If these are not forthcoming or if the school is not satisfied 
of the authenticity of the illness, the absence will be recorded as an unauthorised absence. 
 

● When an individual pupil’s attendance level falls below 95% in any term without good reason, 
a letter is sent home raising concerns that their attendance has fallen below school’s expected 
standard.  If after two weeks, attendance does not improve, a meeting may be arranged for 
the parent/carer to meet with the schools Family Support Worker, to discuss any individual 
issues and how the school can support the improvement in their child’s attendance.  
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● Following ongoing monitoring, any unresolved issues and 10 unauthorised sessions over a 10-
week period, may result in a further meeting with the Headteacher / a referral to the Local 
Authority Education Department. This may result in the parent receiving a Notice to Improve 
Letter, Penalty Notice, fine or ultimately a prosecution under the Education Act 1996 Section 
444.  
 

Rewards and incentives for attendance 
 
Parents/carers are informed by letter, three times a year (Autumn half term, Spring half term, 
Summer half term), of their child’s attendance using a set template letter (appendix 2) 
 
Attendance certificates and prizes will be awarded to those children who have a mark of 97% and 
above. These will be awarded at the end of the Autumn term, Spring term and the Summer term. 
 
At the end of the Academic year, children who have a mark of 97% and above, will be awarded a 
certificate and a prize. 
 
Each week, the best attending classes also receive additional playtime and are awarded a certificate.  
 
 
 
Appendix 

Appendix 1  Staffordshire County Council’s Code of Conduct (19.08.2024) – See below link 

https://www.staffordshire.gov.uk/Education/Education-
welfare/Documents/Penalty-Notice-Code-of-Conduct-July-24-FINAL.pdf 

Appendix 2  Termly Attendance Letters – Colour coded (Blue 97% and above, Green 95-97%, 
Amber 90-95%, Red 90% and below). 

Appendix 3  Request for Leave Form 

Appendix 4  Request for Leave Outcome Letter 

Appendix 5  Letter to Parents/Carers regarding suspected leave 

Appendix 6  Guidance Notes for Parents requesting Leave in Term Time 

Appendix 7  Notice to Improve Letter 

Appendix 8  Successful Notice to Improve Letter 

Appendix 9  Letter from Staffordshire County Council regarding Attendance changes 

 

 

 

https://www.staffordshire.gov.uk/Education/Education-welfare/Documents/Penalty-Notice-Code-of-Conduct-July-24-FINAL.pdf
https://www.staffordshire.gov.uk/Education/Education-welfare/Documents/Penalty-Notice-Code-of-Conduct-July-24-FINAL.pdf
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Appendix 2 – Blue Attendance Letter 
 
 
 
Date:   

Parent/Carer of ……………… 
 
 
Your child is in the BLUE GROUP - 97% AND ABOVE - Excellent 
 
We are writing to congratulate you and …………. 
 
Since the beginning of the academic year, «his_her» attendance percentage is %. This is excellent! 
 
Such good attendance is ensuring that …………… is missing as little teaching and learning as possible. 
 
Information we are obliged to inform you of is regarding unauthorised absences: 

● Any parent/carer whose child gains 5 days (10 sessions) over a 10-week period of 
unauthorised absences will be referred to the Local Education Authority 

● The parent/carer may receive a Notice to Improve letter / Penalty Notice Referral. 
 
Our Attendance Policy is available for you to read on our Schools Website. 
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We operate a colour code system in an attempt to improve the attendance of all the children here at 
Lakeside Primary School, as evidence shows that attendance does affect a child’s learning and 
attainment. 
 
Thank you for your continuing support. 
 
Yours sincerely 
 
 
 
 
Neil Probert 
Head Teacher 
 
 
 
 
 
 
 
 
 
 
Appendix 2 – Green Attendance Letter 
 
 
 
Date:   

Parent/Carer of ……………… 
 
Your child is in the GREEN GROUP - 95-97% - GOOD 
 
Since the beginning of the academic year, your child’s attendance percentage is ….%.  This is classed 
as good, but we do recommend that your child is not absent unnecessarily for the rest of the year, 
so that they may achieve an attendance percentage of over 97%. Good attendance ensures that your 
child is missing as little teaching and learning as possible. 
 
Information we are obliged to inform you of is regarding unauthorised absences.  Any parent/carer 
whose child gains 5 days (10 sessions) over a 10-week period of unauthorised absences will be 
referred to the Local Education Authority and the parent/carer may receive a Notice to Improve letter 
/ Penalty Notice Referral from them.   
 
We operate a colour code system in an attempt to improve the attendance of all children here at 
Lakeside Primary School, as evidence shows that attendance does affect a child’s learning and 
attainment.  
 



Attendance Policy

 
 

All children should have an attendance percentage of at least 97%, unless there are exceptional 
circumstances that allow them to be in the green group.  Our Attendance Policy is available for you 
to read on our Schools Website.  
 
Should you have any concerns regarding your child’s attendance mark, or require any additional 
support, please do not hesitate to make contact with us. 
 
Thank you for your continuing support. 
 

Yours sincerely 
 
 
 
 
Neil Probert 
Head Teacher 
 
 
 
 
Appendix 2 – Amber Attendance Letter 
 
 
Date:   

Parent/Carer of ……………… 
 
Your child is in the AMBER GROUP - 90-95% - NEED TO IMPROVE 
 
This is an awareness letter. 
 
Since the beginning of the academic year, your child’s attendance percentage is ….%.  We 
recommend that your child is not absent unnecessarily for the rest of the year, so that they may 
achieve an attendance percentage of over 95%. Good attendance ensures that your child is missing 
as little teaching and learning as possible.  Our policy is to contact parents when this dips below a 
certain threshold.  
 
We operate a colour code system in an attempt to improve the attendance of all children here at 
Lakeside Primary School, as evidence shows that attendance does affect a child’s learning and 
attainment.   All children should have an attendance percentage of at least 97%, unless there are 
exceptional circumstances that allow them to be in the amber group.  Absences from school may 
now require proof of medical attention i.e. GP appointment card or medication prescribed by a GP. 
If this is not provided, an unauthorised absence mark may be recorded in the register.   
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Your child’s attendance will continue to be monitored, and should this not improve over the following 
two weeks, an attendance meeting will be arranged to discuss further and look at what support can 
be put in place to ensure the attendance mark does not regress any further. 
 
Information we are obliged to inform you of is regarding unauthorised absences.  Any parent/carer 
whose child gains 5 days (10 sessions) over a 10-week period of unauthorised absences will be 
referred to the Local Education Authority and the parent/carer may receive a Notice to Improve letter 
/ Penalty Notice Referral from them.   
 
Should you have any concerns regarding your child’s attendance mark, or require any additional 
support, please do not hesitate to make contact with us.  Our Attendance Policy is also available for 
you to read on our Schools Website.  
 
Thank you for your continuing support. 
 

Yours sincerely 
 
 
 
Neil Probert 
Head Teacher 
 
Appendix 2 – Red Attendance Letter 
 
Date:   

Parent/Carer of:   
 
Your child is in the RED GROUP (Below 90%) - PERSISTENT ABSENCE 
 
This letter is an awareness letter.   
 
As part of ensuring our pupils at Lakeside Primary continue to get the best possible education, we 
have a statutory duty to ensure that all children attend school regularly. Our policy is to contact 
parents when this dips below a certain threshold.  
 
Since the beginning of the academic year, your child has missed ……….sessions, which is the 
equivalent to……… days.   
 
We operate a colour code system in an attempt to improve the attendance of all children here at 
Lakeside Primary School, as evidence shows that attendance does affect a child’s learning and 
attainment. All children should have an attendance percentage that allows them to be in the blue or 
green group (over 95%). 
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Due to your child’s attendance being …………, you are requested to attend a school attendance 
meeting on …….. to discuss this further and devise an action plan to support your child to ensure their 
attendance does not regress further and to stop any further action from being taken.   
 
Additionally, absences from school will require proof of medical attention i.e. GP appointment card 
or medication prescribed by a GP. If this is not provided, an unauthorised absence mark will be 
recorded in the register.   
  
As your child is currently in the red group, they are now categorised as a “Persistent Absence Pupil” 
by the Local Authority. Any parent/carer whose child gains 5 days (10 sessions) over a 10-week 
period of unauthorised absences or is late 10 times after register closes, will be referred to the Local 
Education Authority, and the parent/carer may receive a Notice to Improve Letter / Penalty Notice 
from them, which could result in Court action should the attendance concern continue.   
 
Should you have any concerns regarding your child’s attendance mark, or require any additional 
support, please do not hesitate to make contact with us.  Our Attendance Policy is also available for 
you to read on our Schools Website.  
 
Yours sincerely 
 
 
 
Neil Probert 
Head Teacher 
Appendix 3 - Request for Leave during Term Time 

Child’s Full Name _________________________________________________ DOB _____________ 

Child’s Address_____________________________________________________________________ 

_____________________________________________________________ Postcode ____________ 

I request leave of absence from school (exceptional circumstances only) during term time for the period 
from 

______________________________________ to _________________________________________ (Dates). 

Total number of school days requested for leave ______________________________________(Days). 

Reason for request for leave during term time. Please include supporting evidence (This section must be 
answered in full with as much detail as possible and supporting evidence must be provided along with this 
application). 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

I have other children in different schools: 

Childs Full Name ___________________________ School Attending _________________________ 
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Childs Full Name ___________________________ School Attending _________________________ 

Childs Full Name ___________________________ School Attending _________________________ 

 

Signature of 1st Parent/Carer _________________________ Print Name__________________________ 

Signature of 2nd Parent/Carer _________________________ Print Name _________________________ 

Date: ____________________________________________ 

Please return the completed form to the school office. The school will write to you and inform you of the 
decision taken. 

Office use only 

Current Attendance _____________________ %    Last Year’s Attendance ____________________ %        

Signed ____________________________       Mr Probert (Head Teacher)   Date _____________________ 

 

Notification of decision:  Authorised / Unauthorised  Date letter sent to parent/carer __________________ 

 

Should your child be absent from school on the dates of …………………………..……….., a penalty notice request 
will be completed and passed to the Local Authority Education Welfare Service for further action.  

Appendix 4 – Outcome Letter to Parents/Carers regarding Request for Leave 

 

Dear Parent/Carer of:      

CHILDS NAME / DOB  

Thank you for your leave of absence request informing us that ……………….…… will be absent from school from 

……………………………………………….. (ABSENCE DATES). 

You will be aware that the Department of Education made important changes to the law for families wanting 

to request leave of absence in term time. The changes made it clear that Headteachers may not grant any 

leave of absence during term time unless there are exceptional circumstances.  The Local Authority and School 

Governors support this; therefore, pupils will only be given permission to take leave in term time if there are 

exceptional circumstances. 

I have considered your application very carefully.  Although I understand the reason for your request, I am 

unable to approve leave of absence in this instance, as I believe the circumstances are not exceptional or in 

line with school policy. Therefore, your child’s absence from school during this period has been recorded as 

Unauthorised Absence and will be recorded in the attendance register with the “G” code. 

As a school we are obliged to inform you that you may be subject to a Penalty Notice if your child’s absence 

from school is unauthorised.  This is in line with Staffordshire County Councils Code of Conduct and the 
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“Working Together to Improve School attendance” statutory guidance (effective 19th August 2024). The 

penalties for unauthorised leave of absence in term time will be:  

For a First offence the Penalty Notice fine would be:  

● £80 per parent, per child if paid within 21 days, rising to 

● £160 per parent, per child if paid between 21-28 days. 

 

For a Second offence within 3-years of the first penalty notice being issued, the penalty notice fine would be:  

● £160 per parent, per child if paid between 28 days. 

 

Following the second offence, every new offence within the 3-year period, will be prosecuted under S444.1 

of the Education Act 1996. I must advise you that if the prosecution takes place, the maximum fine is £1,000 

per parent, per child. This reflects the seriousness of unauthorised absence from school.  

 

Our key priority is to ensure that your child is as successful as possible and can achieve their full potential. 

I would hope that upon reflection you are able to support this decision in line with the Local Authority and 

Government policy, that leave should be planned for the 13 weeks school holidays except in exceptional 

circumstances. 

Yours sincerely 

Headteacher 

Appendix 5 – Letter to Parents/Carers regarding suspected leave 

 

Dear Parent/Carer of 

CHILDS NAME / DOB  

We have reason to believe that CHILDS NAME absences during DATES were due to unrequested leave. The 

reason for this is because: (select which is appropriate or enter your own) 

● SCHOOL CALLED & RECEIVED A FOREIGN DIAL TONE  

● SCHOOL CALLED YOU AND YOU INFORMED US THAT YOU WERE ON HOLIDAY 

● CHILD TOLD SCHOOL STAFF 

● HOME VISITS WERE COMPLETED AND THERE WAS NO ANSWER   

As a school we want to make every effort to establish the reason for a pupil’s absence. Where no reason for 

absence is provided within 5 school days or the school is not satisfied that the reason given is legitimate the 

school is required to amend the pupil’s attendance to be recorded as unauthorised. 

We understand that you may wish to offer an alternative explanation for your child’s absence. We will, 

therefore, allow you 5 school days from the date of this letter to provide evidence to us that supports a 
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legitimate reason for the absence. If we do not receive appropriate evidence, by this time, then we will 

continue to code your child’s absence as unauthorised.  

As a school we are obliged to inform you that you may be subject to a Penalty Notice if your child’s absence 

from school is unauthorised.  This is in line with Staffordshire County Councils Code of Conduct and the 

“Working Together to Improve School attendance” statutory guidance (effective 19th August 2024). The 

penalties for unauthorised leave of absence in term time will be:  

For a First offence the Penalty Notice fine would be:  

● £80 per parent, per child if paid within 21 days, rising to 

● £160 per parent, per child if paid between 21-28 days. 
 

For a Second offence within 3-years of the first penalty notice being issued, the penalty notice fine would be: 

● £160 per parent, per child if paid between 28 days 
 

Following the second offence every new offence within the 3-year period, will be prosecuted under S444.1 

of the Education Act 1996. I must advise you that if the prosecution takes place, the maximum fine is £1,000 

per parent, per child. This reflects the seriousness of unauthorised absence from school.  

Our key priority is to ensure that your child is as successful as possible and can achieve his full potential. 

Yours sincerely 

 

Head Teacher 

 

Appendix 6 - Guidance Notes for Parents requesting Leave of Absence during Term Time 

 

1. Parents who want the school to consider granting leave of absence in school term time should 

read these notes carefully, complete the attached form and return it to the school office. This 

form should be returned to school giving enough time for your request to be considered and well 

before the desired period of absence. Parents are strongly advised not to finalise any booking 

arrangements before receiving the school’s decision regarding their request. Headteachers are 

unable to authorise any leave of absence unless the request is received before the period of 

absence begins. 

 

2. The Department for Education makes it clear that Headteachers may not grant leave of absence 

during term time unless there are exceptional circumstances. Headteachers now also determine 

the number of school days a child can be away from school if the leave is granted. 

 

3. There is no automatic right to any leave in term time. 
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4. Mercia Primary Academy Trust understands the challenges that some parents face when booking 

holidays particularly during school holidays. However, we believe that, in order to ensure children 

receive the best education and prospects, they should be in school during term time. 

 

5. Each case will be considered individually and on its own merit. Parents need, therefore, to 

consider very carefully before making any request for leave of absence. In considering a request, 

the school will take account of: 

 

● The exceptional circumstances  

● The attendance pattern of the child 

● Frequency of similar requests 

● The stage of the child’s education and progress 

● Effects this will have on the child’s future progress 

● Whether the parent made the request in advance 

● If the child is due to sit any exams including SATS – They will not normally be granted leave 

of absence 

 

6. Where parents have children in more than one school, a separate request must be made to each 

school, as well as if you have more than one child attending this school. The Headteacher of each 

school will make their own decision based on the factors relating to the child, their school and 

their stage of education. However, Headteachers may choose to liaise with each other as part of 

their decision-making process. 

 

7. Should the school decide to grant leave of absence, but the child does not return to school at the 

same time they were expected to and no information is available to the school to explain and 

justify their continuing absence, they will be recorded as unauthorised. The school must be 

satisfied with any reason justifying the absence, and if they are not, then the absence will also be 

recorded as unauthorised.  The school may then complete a Penalty Notice Request to the Local 

Authority Education Welfare Service for further action. 

 

8. Should the school decide not to grant leave of absence and parents still take their child out of 

school, the absence will be recorded as unauthorised, and may be subject to Penalty Notice 

Referral / fine of £160 per parent, per child or £80 per parent, per child if paid within 21 days.  

 

9. If there is a second leave of absence unauthorised within the three years of the first leave of 

absence, the fine, if issued, will be £160 per parent, per child. 
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10. If there is a third leave of absence unauthorised within the three years of the first leave of 
absence, then each offence after the second offence will be processed as a Single Justice 
Procedure with a fine of up to £1000. 

 
In cases where the Single Justice Procedure is proving ineffective the local authority may consider 
prosecution under section 441a of the education act. A parent can be fined up to £2500, given a 
community order or a custodial sentence of up to 3 months. We always involve social care when 
assessing for a 4441a. 

 

11. The Local Authority will continue to monitor all school absences during term time and support 

Headteachers in challenging parents who ignore the law. 
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Appendix 7 – Notice to Improve Letter 

 

 

Date 
 
PARENT/CARERS  NAME 
Address 
 

                                                                                 
Dear PARENT NAME 
 

RE: Attendance concern to be referred to the Local Authority  

 

It has come to my attention that Student Name has recently had ………… sessions of unauthorised 

absence between …………… and …………….  As a parent of Student Name, under section 7 Education 

Act 1996, you have a duty to ensure your child receives a suitable education by regular attendance 

at school. 

 

Unfortunately, the support we have offered you has not improved your child’s attendance. This 

support remains open to you, and though we would urge you to engage with us and this offer, we 

are now required under the new national framework for improving school attendance to notify the 

Local Authority’s Education Welfare Officer of the unauthorised absence.   

 

The Education Welfare Officer will now consider issuing a Notice to Improve letter which is intended 

as a final opportunity for you as a parent to engage in support and improve your child’s attendance 

before a penalty notice is issued.  

 

As a school we are required to report continued unauthorised absence to the Local Authority, but it 

is our hope that as parents/carers, you will work with us to ensure STUDENT NAME attends school 

every day. 

 

The Education Welfare Officer will write to you shortly with their decision and if appropriate the 

details of the notice to improve. 

 

Yours sincerely 
 
 
 
Neil Probert 
Headteacher 
 

  



Attendance Policy

 
 

Appendix 8 – Successful Notice to Improve Letter 

 

 

 

Date 
 
PARENT/CARERS NAME 
Address 
 
 

                                                                             
 

 
Dear PARENT NAME 
 

RE: Notice to Improve - Successfully Completed 

 

I am pleased to inform you that I have been notified by Staffordshire County Council’s Education 

Welfare Officer that the Notice to Improve you were issued has been successfully completed.  

 

The satisfactory attendance of your child means that the Education Welfare Officer is no longer 

involved and you will not receive a penalty notice. 

 

Although there has been a marked improvement in the period, the Education Welfare Officer has 

asked to be notified if attendance declines again, at which point they may consider issuing you with 

a penalty notice or taking steps towards prosecution for unauthorised absence. 

 

I sincerely hope that it will not be necessary to re-refer any further attendance concerns and your 

child will attend school regularly from now on.  

 

Yours sincerely 
 
 
Neil Probert 
Head Teacher 
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Appendix 9 – Letter from Staffordshire County Council regarding Attendance changes 

 
Children and Families  
Staffordshire Place 1 

Tipping Street  
Stafford 

ST16 2DH 
 

 
Date 3rd June, 2024 

Changes to issuing penalty notices for leave in term time 
 
Dear Headteacher,  
 
In February 2024, the Department for Education published Working together to improve School 
Attendance. Within this document, in Chapter 6, it lays out the changes to issuing penalty notices. 
 
The changes to the law are introduced through the Education (Penalty Notices) (England) 
(Amendment) Regulations 2024 and will come into effect from 19 August 2024. This means that any 
unauthorised leave taken after this date will be dealt with under the new Regulations. However, for 
clarification if the unauthorised leave took place prior to this date, but we didn’t receive the 
notification from you until after the 19th August 24 then it will still be dealt with under the previous 
regulations.  
 
The changes to the regulations are significant so it is important to ensure your parents understand 
them, so they can consider the consequences for themselves before taking leave in term time. 
 
New two penalty notice limit in a three-year period 
The three-year rolling period starts for parents when the first penalty notice is issued to them after 
the 19th August 2024. 
 
The first Penalty Notices for leave in term time will increase to £160 per parent per child but can be 
reduced to £80 per parent per child if paid within 21 days. 
 
If a second penalty notice is issued within three years of the first penalty notice, then this will be at 
a fixed rate of £160 per parent per child, with no reduction for early payment.  
 
A third penalty notice cannot be issued within the three-year period; therefore, the county council 
will deal with any further unauthorised leave through prosecution in the Magistrates Court. If the 
parent is found guilty, the potential fine is up to £1000.  
 
Please note.  
If a parent books a holiday now to take place after the 19th August 2024, they will be dealt with in 
line with when the actual unauthorised leave from school occurs, not the date of the booking. If the 
penalty notice is not paid within the given period, the county council with prosecute for the original 
offence to which the notice applies.  
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To clarify in terms of the three-year period, Penalty Notices issued for unauthorised absences taken 
before the 19th August 2024 will not be included in the three year period. However, all penalty 
notices issued for any reason connected to unauthorised absences after the 19th August 2024 will 
be counted in the three-year period, even if they are not paid by the parents. The only penalty 
notices not counted in the three-year period will be those withdrawn by the county council due to 
an error related to them being issued. 
 
National threshold for issuing penalty notices. 
Parents may have heard about the new national threshold for issuing penalty notices which has been 
set at 10 sessions (5 school days) of unauthorised absence in a rolling period of 10 school weeks.  
 
However, if in an individual case the local authority believes a penalty notice would be appropriate, 
they retain the discretion to issue one before the threshold is met.  
 
For example - where parents are deliberately avoiding the national threshold by taking several term- 
time holidays below threshold, or for repeated absence for birthdays or other family events.  
 
It is important for your parents to know that in the new regulations when a school becomes aware 
that the threshold has been met, they are expected in every case to consider whether to request the 
county council issue a penalty notice. Therefore, we will continue to ask schools to notify us of all 
unauthorised leave in term time that meets the threshold of 5 school days, and any below this 
threshold that you want us to consider if it falls within our discretionary powers to issue one.  
 
New code of conduct for issuing penalty notices. 
We will publish a new code of conduct for issuing penalty notices in August 2024 to coincide with the 
new regulations coming into force. This will contain the details of how the penalty notices will be 
issued and other uses of penalty to improve attendance. 
 
We advise you that your parents are communicated with as soon as possible about these changes. 
You are welcome to share this letter with them or use the content in your own communications.  
 
Regards 
 
 
 
Karl Hobson 
Head of Attendance and Inclusion 
 
 

This information can be made available in a range of formats and languages, including Braille and 
large print.   If this would be useful to you or someone you know, please contact your Directorate HR 
Unit. 
 
 
A signed copy of this document is available from the school office. 
Version Control 
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Version Date 
Approved 

Changes Reasons for Alterations 

V2 24.10.2018 No Changes  

V3 12.11.2019 Updated to include Lakeside  

V4 01.03.2021 Appendix to add additional COVID codes Covid amendment 

V5 24.03.2021 Added a range of different format. Accessibility. 

V6 17.06.2022 Updated Policy as a single policy, removing 
Flax Hill and Lark Hall Academy 

Covid rules/information removed 

Times for when register closes updated  

Change in family support 
worker. 

No longer a requirement 

Lakeside specific not 
MAT generic 

V7 19.08.2024 New legislation with regards to leave of 
absence 

New legislation with regards to 
unauthorised marks and lateness 

New registration codes 

Amendments to termly attendance letters 
and request for absence forms 

Removal of Sapling as a support service 

Appendixes  

In-line with the Local 
Authority 

 

 

 

 

Sapling is no longer in 
place 

Providing additional 
information of 
Attendance changes and 
new Attendance Letters 

V8 19.08.2025 Removal of incentive regarding best class 
following an academic year 

Change to Holiday Request Form 

Certificates and prizes 
for the individual remain 

Added date to be 
completed by 
parent/carer 

V9 26.06.26 Change to letter templates and introduce 
Blue, Green, Amber and Red letters. 

 

Incentives for pupils and classes 

This is to ensure that 
pupils 90-95% are 
monitored more closely. 

 

Following additional 
funding, we are able to 
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Named Attendance Officers 

 

Staff / Pupils / Parents and Carers 
Responsibilities 

 

Including SEND and other health absences 

 

Advising parents/carers of our duty to 
care with pupils who have a Social Worker 

 

Persistent Absence 

 

 

Monitoring and Analysing Attendance 

 

Procedures of Attendance 

 

 

 

offer more incentives to 
pupils to ensure better 
attendance. 

Mrs Male and Angela 
Doxford 

Accountability 

 

How to support 
absences relating to this 
and to improve marks. 

School have a duty to 
inform a Social Worker 
when a pupil is absent 
from school. 

Providing information 
relating to what 
persistent absence 
means 

As per target set by 
Ofsted 2026 

Informing 
parents/carers of the 
new arrangements 
regarding attendance 
marks under 95% 

 


