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LEEK COUNTY FIRST  

SCHOOL 
East Street, Leek, Staffordshire, ST13 6LF 

Telephone: (01538) 714905 

Head Teacher: Mr K Allbutt 

 

ATTENDANCE POLICY 

Pupils need to attend school regularly to fulfil their potential and to benefit from their 

education.  Missing out on lessons leaves children vulnerable to falling behind.  Children 

with poor attendance tend to achieve less in both first and middle school. 

The Government expects schools and authorities to: 

 Promote good attendance and reduce absence, including persistent absence 

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

and act early to address patterns of absence 

 Parents  to perform their legal duty be ensuring their children of compulsory 

school age who are registered at school attend regularly 

 All pupils to be punctual to their lessons. 

Aims 

 Achievement of our Attendance target of 97% 

 Demonstrate the importance of attending school on a regular basis 

 Effective, open and honest communication is developed and maintained between 

both home and school 

The attendance 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 days or more where they have been unable to make contact with the 

parent/child or have general concerns about the absence to the Education Welfare 

Service. 

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.  If a pupil of compulsory school age is absent every half day absence from 

school has to be classified by the school, as either AUTHORISED or UNATHORISED.  

Only school can authorise the absence, not parents.  This is why information about the 

cause of each absence is always required. 
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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 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 get a mark 

All children should be at school, on time, every day the school is open, unless the reason 

for the absence is unavoidable.  Good attendance is important because: 

 Statistics show a direct link between under-achievement and poor attendance 

 Regular attenders make better progress, both socially and academically 

 Regular attenders find school routines, school work and friendships easier to 

cope with 

 Regular attenders find learning more satisfying 

If your child is taken out of school without the Leave of Absence granted, the school 

and the local council can use various legal powers:- 

 Parenting Order 

 Education Supervision Order 

 School Attendance Order 

 penalty notice 

You can be given one or more of these orders but the council doesn’t have to do this 

before prosecuting you. 

Parenting Order 

This means you have to go to parenting classes. You’ll also have to do what the court 

says to improve your child’s school attendance. 

Education Supervision Order 

If the council thinks you need support getting your child to go to school but you’re not 

co-operating, they can apply to a court for an Education Supervision Order.  

A supervisor will be appointed to help you get your child into education. The local 

council can do this instead of prosecuting you, or as well. 
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School Attendance Order 

You’ll get a School Attendance Order if the local council thinks your child isn’t getting 

an education.  You have 15 days to provide evidence that you’ve registered your child 

with a school or that they are receiving home education.  

The order will require you to send your child to a specific school. If you don’t, you may 

be prosecuted. 

Penalty notice 

Instead of being prosecuted, you can be given a penalty notice. The penalty is £60, 

rising to £120 if paid after 21 days but within 28 days. If you don’t pay the fine you 

may be prosecuted. 

Prosecution 

You could get a fine of up to £2,500, a community order or a jail sentence up to 3 

months. The court also gives you a Parenting Order. 

Procedures 

The school applies the following procedures in deciding how to deal with individual 

absences: 

The school takes an attendance register at the start of the first session of each day 

and beginning of the afternoon session.  On each occasion we record whether the pupil 

is; 

 Present 

 Attending an approved educational activity; 

 Absent; or 

 Unable to attend due to exceptional circumstances. 

The school follows up any unexplained absences on the first day of absence 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 on the school management 

information system (which is used to download to the school census). The 

absence and attendance codes are national codes enabling the school to record 

and monitor attendance in a consistent way which complies with regulations. 

Registration closes at 9.30 am. 

https://www.gov.uk/home-education
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Illness 

 If your child is poorly and is unable to attend school, we request that you notify 

the School Office either by leaving a telephone message, email or popping into 

the office personally and advising of the reasons for the absence and the 

potential time that your child will be away from school.  If no contact is made by 

10.00 am, the School Office will make contact with the parent / carer to 

ascertain the reasons why.  We may choose to contact via our text message 

service, this will prompt you to call the school. If there is no response this is 

followed up with a phone call. 

Medical appointments 

 Encouragement is provided for parents / carers to make medical appointments 

(where appropriate) outside of the school day, so not to have an adverse effect 

on your child’s education. 

Leave of Absence during term time 

As of 1 September 2013 there has been a change in the Education Regulations 2006 

(Pupil Registration) (England). Where there used to be the option for Head teachers to 

grant leave of absence during the term time in ‘special circumstances’ of up to ten days 

in a year, this has been removed. 

Leave of absence in term time is discouraged. Parents are not automatically allowed to 

take their child out of school on holiday. Principals are now only allowed to authorise 

any leave of absence when an application is made in advance and it is felt to be for an 

exceptional circumstance; the annual family holiday would not be deemed an exceptional 

circumstance. 

What should parents do if they wish to request a leave of absence? 

Parents should contact the school to find out how to make a request for permission. We 

would strongly recommend that this is done before planning any leave of absence. 

What happens if a child goes on holiday in term time or takes leave of absence for 

other reasons without permission from the school? The absences will be marked in the 

school register as unauthorised absences and this may result in a Penalty Notice of 

£60 (rising to £120) per parent per child being issued by the Local Authority. In some 

cases, parents may be prosecuted for the offence of failure to ensure regular 

attendance at school. 
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Circumstances where a Penalty Notice may be issued: 

 A Penalty Notice can only be issued in cases of unauthorised absence. 

 There will be no limit on the times a Penalty Notice for unauthorised leave of 

absence can be used in an academic year. 

 In cases where there is more than one pupil in a family with unauthorised 

absences, Penalty Notices may be issued for more than one child. 

 The presence of an excluded child in a public place at any time during school 

hours in the first five days of exclusion. 

Penalty Notices may be considered appropriate if the following criteria is met: 

 

 There is a period of leave due to unauthorised absence during the current term. 

   

Religious beliefs 

 We will, of course discuss with you any time that your child will not be in school 

due to your own religious beliefs.  

Monitoring Absence 

The school will monitor your child’s attendance and inform you of the percentage 

attendance by adhering to the following:- 

Attendance Colour Codes 

95% - 100% 

WELL DONE THIS IS EXCELLENT 

If you are in the green group you have 

been absent for less than two weeks 

in the whole year or you may have 

attended school every day. 

 

91% - 94% 

IMPROVEMENT NEEDED! 

If you are in the yellow group you 

could be missing at least 2 weeks of 

learning in the school year. 

 
90% or less 

PERSISTENT ABSENCE PUPIL 

You are now a Persistent Absence 

Pupil and are missing at least 4 weeks 

of learning in the school year. 

 

 

Attendance Monitoring Codes 

 

The following codes are used to record pupil’s attendance in school: 

 

Code Description 

L Late before register closes (recorded if pupil arrives between 9.05am and 9.30am) 

U Late after register closes (recorded if pupil arrives after 9.30am) 

C Other authorised circumstances (as agreed by the Headteacher) 

H Family holiday agreed (as authorised by the Headteacher) 



E-mail: office@leek-first.staffs.sch.uk Website: www.leek-first.staffs.sch.uk 

G Family holiday not agreed (unauthorised by the Headteacher) 

O Unauthorised absence (not agreed by the Headteacher and/or no contact made) 

M Medical appointment 
 

 

Roles and Responsibilities: 

 

Headteacher  Implementation and adherence of the policy 

 Parent / Carer liaison – ensuring that the communication 

between parents and school are open and honest 

 Informing parents of the decision of their request for the 

Leave of Absence – written communication, Appendix 1 and 2 

 Working in conjunction with the Local Authority / Education 

Welfare Officer 

 Monitoring of the Attendance target and ensuring actions 

are put in place for the achievement of the target 

Governing Body / 

Attendance Linked 

Governor 

 Ensuring that the policy is adhered to 

 Monitoring the progress of the achievement of the 

Attendance target 

Role of Parents  Ensuring that the children are ready for the start of the 

school day and have an understanding for good attendance 

 Notifying the school by 10.00 am of the child’s absence 

 Notifying the school of any change of contact details 

 Completion of “Leave of Absence” request forms providing 4 

weeks’ notice is provided to the school 

Pupils  Understand the importance of good attendance 

 Promote within their peer group their achievement 

School Office  Assist with the implementation of the policy and adherence 

 Monitor and produce relevant colour coded letters to 

parents in a timely manner 

 Support parents / carers and pupils with their understanding 

of good attendance 

 Provide statistical information to the Headteacher ensuring 

attendance information is clear and concise 
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Appendix 1 

 

Leave of Absence Request Form 

 

This form should be completed and submitted at least four weeks before the start of 

the proposed leave of absence.  Separate forms should be completed for each child if 

more than one. 

Parents and carers are reminded that leave of Absence taken without permission may 

result in the issuing of fixed penalty fines by the Local Authority up to £120.00 per 

parent per child. 

Parents are also reminded that Leave of Absence for the purpose of holidays in term 

time can no longer be granted except in the most exceptional circumstances. 

 

Name of Child:  

Registration Group:  

Are there siblings in a local school(s): Yes        /            No 

Please state school(s): 

 

 

Name of sibling(s): 

 

 

Name of parent / carer making request:  

Address: 

 

 

 

 

Telephone number(s): 

 

 

Start date of proposed leave of absence:  

End date of proposed leave of absence:  

 

Please turn over to continue 

Reasons for request: 

 

 

Signed ………………………………………………………………………….  Date ……………………………………………... 

Name …………………………………………………………………………… 

Please return this completed form to the school office.  
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Appendix 2 

Parent/Carer of Name 

Address 1  

Address 2 

Address 3 

Address 4 

 

Dear Parent/Carer 

 

Re: Leave of Absence Request for (NAME) 

 

I refer to your recent request of “Leave of Absence”. 

 

For the reasons outlined in your application, I can confirm that the School is happy to 

grant your request of leave of absence for (Name) as your circumstances fall within the 

Government guidelines determining “Exceptional Circumstances”. 

 

Yours sincerely 

 

 

 

 

Mr K Allbutt 

Headteacher 
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Appendix 3 

 

Parent/Carer of Name 

Address 1  

Address 2 

Address 3 

Address 4 

 

 

 

Dear Parent / Carer 

 

Re:  Leave of Absence request for (Name) 

 

I refer to your recent request of “Leave of Absence”. 

 

Unfortunately, for the reasons outlined in your application, I can confirm that the 

School is not able to grant your request of leave of absence for Name as your 

circumstances do not fall within the Government guidelines determining “Exceptional 

Circumstances”. 

 

May I take this opportunity to remind you that if Leave of Absence is taken without 

permission, the Local Authority may issue a fixed penalty fine of up to £120.00 per 

parent per child. 

 

Yours sincerely 

 

 

Mr K Allbutt 

Headteacher 
                                  

Policy Review 
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