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At Parkfield Primary School we believe in providing the best opportunities to support and develop 
children’s learning. We must ensure that all our pupils have an equal chance to make good use of the 
education that the school offers by providing a positive and encouraging atmosphere. For this to be 
achieved it is important that each child attends school regularly and punctually. The school recognises 
that parents have a vital role to play in order to support and encourage good attendance and 
punctuality. By accepting responsibility in partnership with the school, we can work together to ensure 
the children’s right to a full education as well as enabling parents to fulfil their legal responsibility. 
 
Aims 
We aim to: 

 Develop supportive strategies to encourage good attendance and reduce authorised and 
unauthorised absences; 

 Develop supportive strategies to encourage good punctuality; 
 Raise pupil, parent and staff awareness of the importance of regular school attendance and 

punctuality; 
 Use attendance data to show the status and trends of individuals, classes, year groups, key 

stages and whole school where appropriate; 
 Offer rewards and incentives for regular attendance and punctuality; 
 Set targets for attendance annually with particular regard to the reduction of unauthorised 

absences and submit these to the LA. 
 Work with parents of children whose attendance is of concern. 

 
What is expected of parents and carers? 

 

 Parents and carers must notify school on the first day of absence/lateness either by 

telephone or personally before 9.30am)  

 Parents to ensure that their children receive their right to an education in order to develop 

their personalities, talents and abilities.  

 To keep their child’s absences to a minimum.  

 To offer a valid reason for any period of absence or lateness.  

 To contact the school on the first day of absence and to keep school informed throughout the 

absence.  

 To ensure their child arrives on time, properly dressed, with the right equipment and in a good 

condition to learn.  

 To work closely with the school and the Education Welfare Officer (EWO) to resolve any issues 

that may impede a child’s attendance  

 To be aware of curriculum requirements and be especially vigilant with regards to attendance 

during times such as Assessment weeks and SAT’s tests  

 To support their child and recognise successes and achievements  

 To keep school updated with changes to contact numbers or address details.  

 If a child is unable to attend school, make sure that the school is fully aware of the 

circumstances. However, please remember that school are very limited in the type of 

absences that they can accept and that they are required to notify the local authority if a pupil 

misses school for an unacceptable reason. The Head teacher reserves the right to decide 

whether an absence is authorised or unauthorised. 
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What is expected of school? 

 To give a high priority to punctuality and attendance 

 To develop procedures that enable school to identify, follow up and record unauthorised absence, 
patterns of absence and parent condoned absence with effective monitoring and intervention 

 To consistently record absence within the guidance of the 1996 Education Act 

 To develop a range of strategies to follow up intermittent and long term absenteeism and promote 
good attendance 

 To encourage communication between home and school 

 To inform parents when a pupils attendance begins to be of concern. 

 To work together with the Educational Welfare Officer to develop procedures leading to a formal 
referral to the Education Welfare Officer 

 Referral to the Education Welfare Service can result in legal proceedings if poor attendance 
continues.  Under the 1996 Education Act parents have a legal responsibility to ensure regular 
school attendance. 

 

Authorised Absences include: 

Medical appointments, hospital appointments, dental appointments, religious holidays.  Medical and 

dental appointments should be arranged during holidays or outside of the school day.  Where this is 

not possible it is expected that pupils only miss part of the day and that an appointment card or letter 

is brought into the school office as evidence.  

Illness should be reported to the school office. Illness can be reported as authorised, unless the child 

is considered to be a persistent absentee (below 90%).   

Unauthorised Absences include: 

Holidays in term time, visiting relatives, parent/s or sibling/s unwell, parent/s or sibling/s 

appointments, other family circumstances. 

Term Time Holidays: 

The law states that any holidays taken in term time will be marked as an unauthorised absence and 

may also result in a penalty notice being issued.  

Response to Absence: 

If any child has not been registered or the school has not been notified about a child’s absence, the 

office will contact parents by telephone soon after 9.30am. 

The administration staff will continue to call parents if they have been unable to make contact which 

may trigger a home visit in certain circumstances. 

In some cases, poor attendance and punctuality could possibly indicate other health, welfare or child 

protection concerns for a child. The Family Liaison Worker may initiate an Early Help Assessment in 

order to help support the family in identifying issues surrounding the reasons for poor attendance or 

punctuality. 

At each stage of this process, parents are welcome to speak to the Family Liaison Worker, Deputy 

Headteacher or Headteacher if they have specific concerns or issues.  
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Lateness: 

School doors to each classroom area are open from 8.45am.    

They are then shut at 8.50am.  Any arrivals after this time will need to access school through the office.   

Between 8.50 and 9am a record will be monitored of late arrivals. 

Pupils arriving between 9am and 9.30am will be recorded as a late. 

Arrival after 9.30am will be an unauthorised absence unless school has been contacted. 

Punctuality is monitored regularly and letters are sent home to the parents informing them of the lost 

lesson time and disruption caused to the child and the class as a whole.  Persistent lateness could 

result in a referral to the Education Welfare Officer (EWO).  

 

The Education Welfare Service: 

Parkfield Primary School works together with the Education Welfare Service to improve the 

attendance of all our children.  Our target attendance is 96% and whilst the majority of our children 

achieve this, there are a number who do not. There are different strategies used by the Education 

Welfare Service to support families and raise awareness of the importance of school attendance.  

 

Persistent Absentees: 

The Headteacher and Family Liaison Worker meet regularly to identify parents who are required to 

attend an attendance panel.  Parents of any child who has an attendance figure below 90% would be 

invited to an attendance panel meeting. 

Parents who fail to attend a panel meeting could receive a home visit from the EWO. 

A child who has an attendance figure below the 90% threshold is classed as a persistent absentee and 

could be referred to the EWO.  

Where the absences continue, parents will be served with a penalty notice which may lead to court 

action. 

A child who has an attendance percentage between 85% and 90% will be closely monitored and will 

be referred where their attendance is a cause for concern. 
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Penalty notice: 

Unauthorised Absences Penalty Notices are issued if a minimum of 20 sessions (10 school days) are 

lost to unauthorised absence by the pupil during the current term or within any 12 week period.  The 

Local Authority will issue a warning to allow the parents a specified period, usually 15 school days, to 

effect an improvement. 

Penalty Notice for Unauthorised Leave during Term Time are issued if a pupil is absent for a minimum 

of 10 sessions (5 school days) for an absence relating to leave during the term time (Family Holidays). 

A penalty Notice for Unauthorised Leave during Term Time will be issued without the issue of a 

warning if a pupil is absent for a period not agreed or authorised by the Head Teacher. 

Procedure for issuing Penalty Notices 

The Education welfare service will issue penalty notices on behalf of Rochdale Local Authority.  This 

will ensure consistent and equitable delivery, retain school-home relationships and allow cohesion 

with other enforcement sanctions. 

Penalty Notices will only be issued by post and never as an on the spot action; this is to satisfy that all 

evidential requirements are in place and to meet Health and Safety requirements. 

The Education Welfare Service will receive requests to issue Penalty Notices from schools and from 

the Police. These requests will be considered individually and against the following:  

 All relevant information is supplied in the specified manner,  

 The circumstances of the pupil’s absence meet all the requirements of this Protocol.  

 Family circumstances/ability to pay is set against the likelihood of securing an improved attendance 

by issuing a Penalty Notice (this to include any cases of possible multiple issue to any one family).  

 The issue of a Penalty Notice does not conflict with other intervention strategies in place or other 

enforcement sanctions already being processed. 

The Education Welfare Service will respond to all requests within 10 school days and will:  

 Issue a formal written warning to the parent(s) on behalf of the referrer outlining the details of the 

offence and advising that a Penalty Notice may be issued if the referral for a fine relates to 

unauthorised absences. In the same letter, set a period of time, usually 15 school days, within which 

the pupil must have no further unauthorised absence if the issue of the Penalty Notice is to be averted  

 Issue a Penalty Notice through the post at the end of the prescribed period if the required level of 

improvement has not been achieved.  

 If the referral is for unauthorised leave during term time, the Local Authority will issue the fine 

without the issue of a warning, subject to the matter meeting the referral criteria. 

Payment of Penalty Notices:  

Arrangements for payment will be detailed on the Penalty Notice.  
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Payment of a Penalty Notice discharges the parent/carer liability for the period in question and they 

cannot subsequently be prosecuted under other enforcement powers for the period covered by the 

Penalty Notice.  

Payment of a Penalty Notice within 21 days is £60 and payment after this time but within 28 days is 

£120.  

The Local Authority retains any revenue from Penalty Notices to cover enforcement costs (collection 

or prosecuting in the event of non-payment). 

 

Non-payment of Penalty Notices:  

Non-payment of a Penalty Notice will result either in the withdrawal of the Notice or will trigger the 

prosecution process under the provisions of Section 444, 1996 Education Act as detailed above 

 

Monitoring and Evaluation: 

Daily 

At Parkfield Primary School, attendance and punctuality are monitored regularly by the Headteacher, 

office staff and Family Liaison Worker.  Details of all absences and lateness are recorded.  

Contact is made with parents of all pupils absent from school. 

Weekly 

Percentage attendance figures in each class for the current week are announced in assembly each 

week. The trophy is given to the class with the highest attendance.  Attendance is displayed in school 

and on the website.   Furthermore, it is shared with parents and the school community in monthly 

newsletters, or on Twitter. 

Termly 

The Headteacher and Family Liaison Worker meet regularly to identify parents who are required to 

attend an attendance panel.  Parents of any child who has an attendance figure below 90% will be 

invited to an attendance panel meeting. 

 

Rewarding Attendance 

Class Award - Weekly 

Percentage attendance figures in each class for the current week are announced in assembly each 

week. Attendance Ted is given to the class with the highest attendance. 

The winning class are celebrated on newsletters, on Twitter and on the school website. 
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Individual Awards – Half-Termly 

At the end of each half term, we will also be having a special attendance celebration in a bid to improve 
attendance throughout school. To qualify for the reward, your child will need to have had 100% 
attendance. 
 

Individual Awards - Yearly 

All children with 100% attendance in an academic year will be awarded a special certificate and will 

receive an attendance badge and also put into the grand prize draw. 

 

 

Appendix 1: attendance codes 

The following codes are taken from the DfE’s guidance on school attendance. 

 

 

Code Definition Scenario 

/ Present (am) Pupil is present at morning registration 

\ Present (pm) Pupil is present at afternoon registration 

L Late arrival Pupil arrives late before register has closed 

B Off-site educational activity 
Pupil is at a supervised off-site educational activity 
approved by the school 

D Dual registered 
Pupil is attending a session at another setting 
where they are also registered 

J Interview 
Pupil has an interview with a prospective 
employer/educational establishment 

P Sporting activity 
Pupil is participating in a supervised sporting 
activity approved by the school 

V Educational trip or visit 
Pupil is on an educational visit/trip organised, or 
approved, by the school 

W Work experience Pupil is on a work experience placement 
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Code Definition Scenario 

Authorised absence 

C Authorised leave of absence 
Pupil has been granted a leave of absence 
due to exceptional circumstances 

E Excluded 
Pupil has been excluded but no alternative 
provision has been made 

H Authorised holiday 
Pupil has been allowed to go on holiday due 
to exceptional circumstances 

I Illness 
School has been notified that a pupil will be 
absent due to illness 

M Medical/dental appointment Pupil is at a medical or dental appointment 

R Religious observance 
Pupil is taking part in a day of religious 
observance 

S Study leave 
Year 11 pupil is on study leave during their  
public examinations 

T 
Gypsy, Roma and Traveller 
absence 

Pupil from a Traveller community is travelling, 
as agreed with the school 

Unauthorised absence 

G Unauthorised holiday 
Pupil is on a holiday that was not approved 
by the school 

N Reason not provided 

Pupil is absent for an unknown reason (this 
code should be amended when the reason 
emerges, or replaced with code O if no 
reason for absence has been provided after 
a reasonable amount of time) 

O Unauthorised absence 
School is not satisfied with reason for pupil's 
absence 

U Arrival after registration 
Pupil arrived at school after the register 
closed 
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Code Definition Scenario 

X Not required to be in school 
Pupil of non-compulsory school age is not required 
to attend 

Y 
Unable to attend due to exceptional 
circumstances 

School site is closed, there is disruption to travel 
as a result of a local/national emergency, or pupil 
is in custody 

Z Pupil not on admission register 
Register set up but pupil has not yet joined the 
school 

# Planned school closure 
Whole or partial school closure due to half-
term/bank holiday/INSET day 

 


