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1. Legislation 
 

The Education Act 1996 states that: 
 
“If a child of compulsory school age, who is a registered pupil at a school, fails to attend regularly 
at the school, his parent is guilty of an offence”. 
 
There are two offences relating to parental responsibility for ensuring regular attendance at school 
or alternative provision:  
 

1. If a registered pupil is absent without authorisation then the parent is guilty of an offence 
under Section 444(1) of the Education Act 1996.  A conviction for this offence can result in a 
fine of up to £1,000. 

2. If the parent knows that their child is failing to attend regularly at the school and fails to 
cause him/her to do so, he/she is guilty of an offence under Section 444(1A) of the 
Education Act 1996.  This is known as an aggravated offence.  A conviction for this offence 
may result in a substantial fine up to a maximum of £2,500 and/or a term of imprisonment 
not exceeding 3 months and/or a community penalty. 

 
 

2. Introduction 
Academy 360 is committed to providing a full and effective educational experience for all students. 
We believe that if students are to benefit from education, good attendance is crucial. Irregular 
attendance undermines the educational process and can lead to educational and social disadvantage. 
As an Academy, we do all that we can to ensure maximum attendance for all students. Any problems 
that prevent full attendance will be identified and addressed as speedily as possible.  
 
It is the policy of our Academy to celebrate achievement. Attendance is a critical factor to a productive 
and successful school career and establishes a good pattern for later life. Our Academy will actively 
promote and encourage 100% attendance for all our students. We recognise that parents have a vital 
role to play and that there is a need to establish strong home-school links and communication systems 
that can be utilised whenever there is concern about attendance. 

 
 

3. Objectives 
 

• To encourage full attendance and punctuality; 

• To ensure that parents / carers are aware of attendance / punctuality concerns;  

• To work with Sunderland Local Authority Attendance Team and other appropriate 
agencies to support good attendance & punctuality; 

• To record and monitor attendance and absenteeism and apply appropriate strategies;  

• To acknowledge and reward a successful record of attendance through the Academy’s 
rewards system; 

• To ensure a consistent approach throughout the Academy;  

• To improve attainment and achievement of pupils through improved levels of 
attendance.  
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4. Statutory Duty of School, Parents and Local Authority 

• The Education Act 1996 requires parents/carers to ensure their children receive effective, full-
time education, either by regular attendance at school or otherwise. Schools and Colleges are 
responsible for recording student attendance twice a day; once at the start of the morning 
session and once during the afternoon session. At Academy 360 an electronic registration 
system is in place. Student attendance is recorded for every lesson.  

 
• Parents/carers are legally responsible for ensuring that their children attend school. This 

extends to ensuring that students arrive at Academy on time, properly attired, with correct 
equipment and in a condition to learn. The Academy will make every effort to promote good 
attendance, giving advice and support where needed.  

 
• The Attendance Team is a part of the Sunderland Local Authority (the LA). Its aim is to ensure 

that every child has the opportunity to benefit from a full-time education by attending school 
regularly. It is the responsibility of parents/carers to ensure that their child attends school 
regularly and the Attendance Team expects parents/carers to do all that is necessary to make 
sure this happens. 

 

  

5. Statutory Attendance Responsibilities 
 
There is a legal responsibility to have a morning and an afternoon registration. 
 
The Academy will: 

• Record and monitor attendance and absence. Legally we are required to do this at least twice 
a day; 

• Use an electronic registration system to record and monitor attendance of all lessons during 
the school day to ensure the safety and welfare of all pupils; 

• Record and monitor the punctuality of all students and, where necessary, inform parents of 
persistent lateness and apply appropriate consequences. Pupils arriving after registers are 
closed will be recorded as an unauthorised absence (U); 

• Only authorise pupil absence in exceptional circumstances; 
• Maintain strong home-school liaison to inform and support parents with their child's 

attendance. The Academy’s Attendance Officer will follow up daily absences; 
• Work closely with appropriate agencies where there are concerns regarding attendance;  
• Help to investigate, identify and resolve any issues with children and their families which 

prevent full attendance at Academy 360 and will do everything possible to help return 
students to full attendance; 

• Promote the importance of attendance through weekly assemblies and celebrate students 
who achieve 100% attendance. 

  
Parents should: 

• Ensure their children arrive on time to the Academy with the correct equipment and full 
uniform; 

• Be aware that any person who has the care of a child or who has parental responsibility is 
responsible for ensuring good attendance; 
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• Understand that a parent can offer an explanation for their child's absence but the law clearly 
states that it is the Principal’s decision as to whether it is felt the explanation offered by a 
parent for an absence is justified;  

• Ensure that they are fully aware of school procedures – See appendix A. 

 

6. Reporting Absences 

 
Up to 3 Days' Absence 

• It is the responsibility of the parents/carers to inform the Academy of the reason for a 

student's absence by 8.35am on the day of absence. This can be done through Class Charts 

(Secondary) or by contacting Main Reception on 0191 300 6506 (Primary); 

• The Academy will operate a First Day Calling system and the parents/carers of every absent 
student will be contacted by either an Attendance Officer or Welfare Manager. 

More than 3 Consecutive Days' Absence 
• Parent/carer must contact the Attendance Officer on the 3rd day of absence giving expected 

date of return; 

• Where there has been no parental/carer notification after 3 consecutive days, Attendance 
Officer should contact parents/carer; 

• Where there has been an absence of more than 3 consecutive days and parents/carers have 
not made contact or cannot be contacted by school, the Attendance Officer will carry out a 
home visit; 

• Where contact was still not possible via a home visit, the Attendance Officer will report the 
safeguarding concern to the police via the 101 service; 

• In the case of long-term illness, the Academy should be notified so that teachers can set work 
via Google Classroom. 
 

Methods of Reporting Absences 
• In any case of absence, parents/carers should contact the Academy by one of the following 

methods:  
o Though the Report Absence section on Class Charts (Secondary); 
o By phone to the Welfare Manager using the Academy’s automated system; 
o Personal contact with the Welfare Manager at the school; 
o Notification to the Attendance Officer via email. 

7. Authorised Absence 
 
Reasons for Absence 
Be aware that absence from school will only be authorised if it is for the following reasons:  

• Genuine illness; 
• Unavoidable medical / dental appointments (but try to make these after school if at all 

possible); 
• Days of religious observance; 
• Exceptional circumstances, such as bereavement or marriage of immediate family member;  
• External examinations. 
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Leave of Absence (LOA) during Term Time 

 
Requests for LOA will not usually be authorised unless deemed exceptional circumstances.  
LOA Forms must be submitted in advance to the Academy (available from Main Reception or the 
school website). The LOA will only be authorised at the Principal’s discretion.  
 
In exceptional circumstances a parent/carer can apply for a LOA of longer than 10 days. In this 
situation the Principal or Governors will decide if this can be authorised. 
 
If a parent/carer is refused a LOA request and the student is still taken out of school by the 
parent/carer, the LA will normally issue a Fixed Penalty Notice if the holiday consists of 20 
continuous sessions or more. 

 
Important Information 
LOA requests are only authorised in exceptional circumstances. The Principal will make final decisions 
on all LOA Requests.  

 
 

8. Truancy 

It is the legal responsibility of parents/carers to ensure their child attends all lessons as required. 
Parents/carers will be informed by the Welfare Manager if their child has been identified as truanting 
from the Academy. Persistent cases may be referred to the LA Attendance Team who will issue a 
Penalty Notice.  

 
 

9. When Attendance causes concern 
 

• Welfare Managers and tutors will set targets to encourage good attendance and to address 
any concerns; 

• Contact will be made with parents to advise them of poor attendance; 

• Individual Attendance Improvement Plan for lateness or poor attendance; 

• Parents must provide medical evidence for absence due to illness; 

• A referral will be made to Early Help or LA Attendance Team. 
 
 

10. Punctuality 

 
It is the responsibility of parents/carers to ensure their child attends full time education and arrives at 
school on time. Punctuality is monitored by the Academy and parents will be contacted if their child 
is not arriving to school on time.  

 
Persistent cases may be referred to the LA Attendance Team who will consider issuing a Penalty Notice 
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11. Staff Guidance and Procedures 

 

Roles and Responsibilities 

 
• Role of Governing Body: Reviews policy, receives termly report via Principal’s Report to 

Governors. A Governor will have specific responsibility for attendance. 

 
• Assistant Principal (Curriculum & Standards): oversight and implementation of policy. 

 

• Attendance Officer: Administration of attendance and punctuality data within the framework 
of the policy, production of statutory attendance data, production of daily attendance data 
for each year group, production of data for SLT/Governors on a half-termly basis, review of 
PA students on a daily basis. 
 

• Welfare Manager: Monitoring of year group attendance data with Attendance Officer, first 
day contacts, quality assurance of effectiveness of tutors in delivering the policy, and follow 
up procedures for students with high levels of truancy, unauthorised absence and lateness 
 

• Tutor: Keeping an accurate register and follow up of absences and lateness within the systems 
and procedures in this policy 
 

• Subject Teacher: take appropriate action with students who are persistently late to lessons. 
Report any missing students straight to reception.  

 
• Local Authority School Attendance Enforcement Officer: Implementation of LA procedures 

in enforcing attendance and assisting year teams with advising students and parents of the 
legal consequences of failing to meet these obligations. The LA Attendance Team is the 
attendance enforcement arm of the LA.  

 
 

Attendance Procedures 

 
• There should be a clear start to registration at 8:35am in Secondary Phase and 08.55 in 

Primary Phase  when all tutors/primary teachers should take their registers; students will be 
encouraged to value the registration session each morning with their tutor/class; staff will 
make students feel valued. 

 
• Teachers will take a class register for every lesson they teach to safeguard all children and 

alert the school immediately to any missing child. 

 
• Tutors and Welfare Managers will reinforce the importance of good attendance and 

punctuality through assemblies and tutor time. 

 
• The Attendance Officer has responsibility for following up any concerns for attendance, 

informing Welfare Managers where there are concerns.  

 
• The Welfare Managers will actively promote 100% attendance and will praise students with 

improving attendance. 
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• Regular information will be sent to parents through the reporting cycle informing them of 
attendance levels. Annual Report to parents/carers includes summative information on 
attendance as well as comment on punctuality. 

 
• Parents should inform the school by telephone (primary) or Class Charts (secondary) by 

8.35am on the first day their child is absent 

 
• Parents will be contacted by the Welfare Manager on the first day of absence whenever any 

student is absent without reason, or persistently late, and will be reminded, if necessary, of 
their legal responsibility for ensuring that a child of compulsory school age attends school 
regularly. 

 
• Parents will be encouraged to assist in promoting their child’s attendance, and not authorised 

to take family holidays within term time. 

 
• The Attendance Officer will regularly review the progress of any student causing concern and 

will consult with the Welfare Manager and the LA Attendance Team to develop and maintain 
good practice for attendance. 

 

Distribution of Data 

 
The Attendance Officer will produce the following attendance and punctuality data: 
 
For Assistant Principal and Welfare Managers: 
 
Attendance Data, including: - 

  
• Whole school attendance data including lates; 

• Official register report; 

• Percentage attendance report; 

• Group monitoring reports; 

• Weekly minutes late report. 

 

For SLT 
 

• Monthly attendance percentage report sheet including all attendance codes 
• Monthly report on lateness 
• Monthly report on LA Attendance Team and Early Help Assessment referrals 
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User Codes and Reconciliation of Registers 

 
• If a student is absent, use Code N (unless there is already a code which has been entered. Do 

not overtype absence codes unless the student is present) 

 
• If a student is late during registration use Code L and enter the number of minutes late. 

 
• Only the national attendance codes issued can be used. 

 
• Attendance Officer should reconcile registers each day. 

 
• Attendance Officer must reconcile registers fully for Termly Census (dates in Academy 

calendar). 

 

 
Absence from the Academy 

 
Authorisation of absences from school by the tutor: 
 

• Tutor to insist on a written, signed note from parent/carer on students return, unless 
parents/carer has informed the Academy Attendance Officer by another acceptable means. 

 
• Tutor to record on electronic registration system using appropriate code. 

 
• Tutors to hand in absence notes/records daily/weekly to the Attendance Officer. These will 

be archived for 5 years. 

 
Follow up procedures for unauthorised absence from Academy: 
 

• Welfare Manager will apply first day response in first instance to try to clear all absences. 

 
• Tutor checks previous days attendance and pursues any reasons for non-attendance. 

 
• If no reason for absence has been given, the Attendance Officer will send home an absence 

letter for completion by the parent/carer. 

 
• Tutor monitors absences from the weekly attendance records and the “official 

o register” provided by Attendance Officer. 
 

• Attendance Officer provides Welfare Manager with names of students who have 3 or more 
unauthorised absences. Welfare Managers and Attendance Officer decide appropriate 
intervention. 

 
• Attendance Officer provides Welfare Manager with names of students with less than 96% 

attendance (counted from the start of academic year). Welfare Managers and Attendance 
Officer to decide appropriate intervention. 
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• Students with less than 90% attendance are discussed by Welfare Managers and Attendance 
Officer at daily meeting. Referral will be considered for LA Attendance Team involvement. 

 

Persistent Absences 
 

• Where over the course of an academic year, a student’s attendance drops below 94% the 
Attendance Officer will write to parents to ask them to provide medical evidence for each 
future period of illness related absence. This evidence could be a Doctor’s note, appointment 
card or copy of a prescription. 

 
 

Truancy 

 
Truancy from Lessons: 
 

• Students out of lessons without authorisation will be considered as truanting. Parents will 
receive a telephone call and letter from Welfare Manager.  It is the legal responsibility of 
parents to ensure that their children attend full time education and therefore attend all 
lessons. 

 
• An SLT detention will be set for all instances of truancy. 

 
• Teachers who suspect truancy from lesson(s) should phone the Main Office immediately.  

 
• In cases of confirmed/suspected truancy from lessons the Main Office will alert the Welfare 

Manager. 

 
• Telephone calls will be made to inform parents/carers in cases of confirmed truancy. 

 
• Welfare Manager will notify police in cases of off-site truancy where a young person is 

considered to be at risk of harm. 

 
• Welfare Manager will meet with parents/carers to discuss truancy and Penalty Notice 

sanctions. Targets will be set and monitored. 

 
• If truancy continues to persist the Attendance Officer will refer the student to LA Attendance 

Team who will instigating legal procedures. 
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12. Agreed Attendance Intervention Levels 

Stage 1 

Criteria: 

1. Student currently has an attendance percentage of 96% or below; 
2. Student has had an absence in the previous ten school days. 

The student may be monitored for the next 10 school days before moving to stage 2 if they meet the 
criteria. If deemed appropriate Stage 2 may be initiated before the end of the 10 day monitoring 
period. 

 Stage 2 

Criteria: 

1. Student currently has an attendance percentage of 96% or below; 
2. Student has absence in the previous ten school days and has previously been issued Stage 1. 

The student may be monitored for the next 10 school days before moving to Stage 3 if improvement 
criteria is not met. If deemed appropriate Stage 3 may be initiated before the end of the 10 day 
monitoring period.  

Stage 3 
Criteria: 

1.    Student currently has an attendance percentage of 96% or below 
2.    Student has unauthorised absences codes in the previous ten school days and has 

previously been issued Stage 2. 

Parent/s will be issued with an Attendance Action Plan during a meeting with the Attendance 
Officer/Welfare Manager. The student’s attendance will be monitored for twenty school 
days.  However, if the pupil has further instances of unauthorised absence within the monitoring 
period, the student will be escalated to Stage 4. If no further unauthorised absences are recorded 
within the monitoring period, then the student will remain at Stage 3.  If they have not had 
unauthorised absences during the twenty school days monitoring period, then the student will be de-
escalated to Stage 2 and the above criteria for the suggested stage two table will be followed. 

 Stage 4 

Referral to the Authority has been made for enforcement action and legal proceedings will commence. 

13. Rewards  

 
Attendance Rewards are phase specific and are included as part of the Behaviour and Rewards Policy.  
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14. Punctuality 
 
Lateness to School in the Morning 
 

• Registration is at 8:35am (secondary) and 08.55 (primary). Students arriving after this time are 
marked as late (Code L) and minutes late recorded. 

 
• Students arriving in school after 8:35am (secondary) and 08.55 (primary) must be marked in 

at the Attendance Office or after 9.30am at the Main Reception.  
 

• Anyone arriving after 9.30am (12.45pm) will be marked as unauthorised absence (Code U – 
Late after Registers have closed) and minutes late recorded. Parents/carers will be contacted 
by Attendance Officer or Welfare Manager if consistent or suspicious. 
 

• Students who are persistently late after 9.30am (Code U) will be referred by the Attendance 
Officer to the Welfare Manager (after 5 incidents). The Attendance Officer will consider issuing 
a Penalty Notice. 

 
Follow up procedures for lateness to School in the Morning: 
 

• Attendance Officer will alert Welfare Manager to any student who has 5 or more lates (arrived 
at school between 8.35am and 9.30am) in any half term. Welfare Manager must contact 
parents and student is put on attendance/punctuality report. After 10 or more lates (arrived 
at school between 8.35am and 9.30am) Attendance Officer alerts Welfare Manager who will 
enforce appropriate sanctions. 

 

• Any student arriving after 9.30am will be marked as U (unauthorised absence for the morning 
session). This unauthorised absence will be counted towards the absence procedures 
previously described. 

 

• If lateness continues to persist the school may consider instigating legal procedures. 
Follow up procedures for lateness to lessons: 
 

• Attendance Officer will issue reports on a daily/weekly basis. Welfare Manager will contact 
parents when required and student is put on attendance/punctuality report.  
 

• Persistent lateness will be monitored by weekly reports issued by Welfare Manager and 
standard letter to parent/carer will be issued followed by telephone call to parent and log on 
pastoral monitor. 
 

• If there continues to be a problem, Welfare Manager will contact parent/carer and set targets 
for improvement and impose appropriate sanctions if required. 

Subject Teacher 
 

• Mark with Code L and record number of minutes late. 
 

• Persistent lateness to lessons subject teacher will implement departmental sanctions and 
informs tutor. 
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Appendix A – Template letters and proformas 

 
Wording of first letter to be issued when attendance reaches 96%. A copy of the Attendance 
Certificate and Attendance Leaflet should also be sent. 
 
<Date> 
<ParentalSalutation> 
<FirstLineOfAddress> 
<SecondLineOfAddress> 
<PostCode> 
 
Name: <LegalForename> <LegalSurname> 
Class: <RegistrationGroup> 
 
Initial Attendance Concerns 
Attendance Period: <AttendancePeriod> 

 
Dear <ParentalSalutation>, 

 
As you are aware <SchoolName> uses the traffic light initiative to monitor the attendance of pupils. 
As part of our commitment to improving the attainment of our pupils we formally monitor 
attendance to identify any pupil whose attendance causes concern. We then issue a first letter to 
register our concerns with parents 
 

Red – Danger Zone - Below 91.9% 

 

Amber – At Risk Zone – 92% - 96.9% 
 

Green Zone – Safety Zone –97% and Above 

 
 

During this routine monitoring of attendance, we have noticed that <LegalForename>’s attendance 
is currently <PercentageAttendance>%. This is below the expected level of attendance. 
Please note that your child's attendance is calculated according to the number of days they have 
been available for education. In cases where children have had to self-isolate because of COViD-19 
related circumstances, this absence is marked as an 'X' code meaning that this time off school is not 
considered to be an absence and those days off school are removed from your child's attendance 
figures. 

 
At <SchoolName> we value and reward good attendance as research shows that your child is more 
likely to achieve their academic attainment if they have a good attendance record. The information 
below illustrates the impact that poor attendance can have on your child’s educational success. 
Above 97%: Less than 6 days absence a year Pupils in this group will almost certainly get the best 
grades they can, leading to better prospects for the future. Pupils will also get into a habit of 
attending school which will help in the future. 
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95%: 10 days absence a year 

 
Pupils in this group are likely to achieve good grades and form a habit of attending school regularly. 
Pupils who take a 10 days holiday during term time every year can only ever achieve 95% 
attendance. 

 
92%: 15 days absence a year 
Pupils in this group are missing three weeks of school per year; it will be difficult for them to achieve 
their best. The school may consider referring pupils with this level of attendance to the Local 
Authority. 

 
90%: 19 days absence a year 
The Government classes pupil’s in this group as “Persistent Absentees” and it will be almost 
impossible for them to keep up with work. Parents of pupil’s in this group could also face the 
possibility of legal action being taken by the Local Authority. 
 
Please ensure that over the coming weeks your child’s attendance improves to meet the minimum 
expected level of 97%. 

 
We can support you and your child around any attendance issues you may have therefore please do 
not hesitate to contact Attendance Officer CONTACT on TELEPHONE should you wish to discuss this 
further. 

 
Thank you for your cooperation and support with this matter. 

 
Yours sincerely 
 
Principal 
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Wording of second letter to be issued when attendance reaches 94% or three separate periods of 
absence. A copy of the Attendance Certificate should also be sent. 

<Date> 
 

<ParentalSalutation> 
<FirstLineOfAddress> 
<SecondLineOfAddress> 
<PostCode> 
 
Name: <LegalForename> <LegalSurname> 
Class: <RegistrationGroup> 
 
Ongoing Attendance Concerns 
Attendance Period: <AttendancePeriod> 
 
Dear <ParentalSalutation>, 
 
As you are aware the <SchoolName> uses the traffic light initiative to monitor the attendance of 
pupils. Since we wrote to you, <LegalForename>’s attendance has failed to improve significantly and 
is now <PercentageAttendance>%, this includes <NumberOfUnauthorisedAbsences> occasions of 
unauthorised absence.  
 
This is below the minimum expectation and is having an impact on your child’s education. To put this 
into perspective 90% attendance is equivalent to missing 19 days of school per year.   
 
 
 

Red – Danger Zone - Below 91.9% 
 
Amber – At Risk Zone – 92% - 96.9% 
 
Green Zone – Safety Zone –97% and Above 

 

Authorised absence means that school has given approval in advance for a pupil to be away from 
school or that the explanation offered afterwards by a parent/carer has been accepted. Decisions 
regarding the authorisation of absences are the responsibility of the Head Teacher. Unauthorised 
absences on your child’s attendance record may mean that you are liable to incur a Fixed Penalty 
Notice or could face prosecution.   
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Due to the current level of absence please note that any future absences relating to illness and/or 
medical reasons will not be authorised without some additional assurances that the absences are 
unavoidable. Some examples of evidence that could be used are: Prescriptions, Appointment Cards, 
Doctor’s Notes etc.  If this evidence is not supplied, your child’s absence will be recorded as an 
“unauthorised” absence.  
 
Only in exceptional circumstances will low attending students not get monitored these would be 
children with medical conditions requiring repeat treatment or who have had a stay in hospital. 
 
To support you and your child a parent survey has been attached to this letter. Please use this form 
as an opportunity to provide any further information that may help to understand your child’s 
absence.  
 
Please complete and return to the School Office as soon as possible.  
  
We would appreciate your support to make sure your child’s attendance improves.  We will continue 
to monitor the situation and will be in touch again if it does not improve and this may lead to a 
referral to the Attendance Team.  
 
We can support you and your child around any attendance issues you may have therefore please do 
not hesitate to contact Attendance Officer CONTACT on TELEPHONE should you wish to discuss this 
further. 
 
Thank you for your cooperation and support. 
 
Yours sincerely   
 

Principal 
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Parent Feedback form: Ongoing Attendance Concerns 

Name of Pupil: <LegalForename> <LegalSurname> Class: <RegistrationGroup> 

Comments: (Please advise of any further details regarding the absence of your child from school. 
This information will help to review your child’s current attendance.)  

 
 
 
 
 
 
 
 
 
 
 

                                    

Would you like a follow up call from school? (please state best 
time available) 
 

Y/N 

Name of Parent/Carer: <ParentalSalutation> 

Date: <Date> 

Contact Details: <SchoolName> 

Please complete and return this form to the school office. 
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Wording of letter to be issued when attendance goes below 94% inviting parents to an Attendance 
Planning Meeting to agree a Parent Contract. An appointment should have already been made by 
phone before issuing the letter. If parents are unable to be contacted by telephone, the letter 
should be issued with a date and time allocated. 

A copy of the Attendance Certificate and “Guide for Parents” on the next page should also be sent. 

 
<Date> 
<ParentalSalutation> 
<FirstLineOfAddress> 
<SecondLineOfAddress> 
<PostCode> 
 
Name: <LegalForename> <LegalSurname> 
Class: <RegistrationGroup> 
 
Serious Attendance Concerns 
Attendance Period: <Date> 
 

Dear <ParentalSalutation>, 
 
As a parent/carer you have a legal responsibility to ensure that your child attends school regularly. 
As your child <LegalForename> has an unsatisfactory level of attendance, which is 
<PercentageAttendance>% and there have been <NumberOfUnauthorisedAbsences> sessions of 
unauthorised absence to date, attendance will be monitored for four school weeks from 
<MonitoringStartDate> to <MonitoringEndDate>.  
 
During this monitoring period attendance and punctuality will be recorded daily. All pupils will be 
expected to have 100% attendance unless medical evidence is provided.  
 
All children of compulsory school age who are registered pupils at a school must attend regularly 
and punctually. It is your responsibility as a parent to ensure this. Should your child fail to attend 
regularly and punctually the school may consider referral to the local authority. 
 
The local authority has a duty to ensure that you fulfil your statutory responsibilities in relation to 
school attendance. You may be invited to answer questions under caution in accordance to the 
Police and Criminal Evidence Act 1984. The local Authority will then decide whether to take legal 
action against you which could mean applying for an Educational Supervision Order, issuing you with 
a penalty notice which is a fixed penalty fine or prosecuting you under Section 444 of the Education 
Act 1996. If you were found guilty, the maximum fine for the offence is £2,500 or up to 3 months’ 
imprisonment.  
 
If your child is experiencing any difficulties affecting attendance at school or you have any queries, 
please do not hesitate to contact our Attendance Officer CONTACT on TELEPHONE. 
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Yours sincerely 
Principal 
 
 
Attendance Action Plan 
 

Name of Child: <LegalForename> <LegalSurname>    

Date of Birth: 
 

Address: 

<ParentalSalutation> 
<FirstLineOfAddress> 
<SecondLineOfAddress> 
<PostCode> 

Name of Parent/Carer: <ParentalSalutation> 

Name of school: <SchoolName> 

Current Attendance: 
<PercentageAttendance>% 

Date:  <Date>  

Target Attendance: 
 
100%  

Monitoring period: 
 
<MonitoringStartDate> to <MonitoringEndDate> 

Additional information: 

 
 
 
 
 
  

Signature on behalf of 
school: 

 
Parent/Carer 
Signature: 

 

Name: <HeadTeacher> Name: 
 

Date: <Date> Date: 
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Wording of Persistent Absent letter to be issued when attendance reaches 90%. A copy of the 
Attendance Certificate should also be sent. 

 
<Date> 
 
<ParentalSalutation> 
<FirstLineOfAddress> 
<SecondLineOfAddress> 
<PostCode> 
  
Dear <ParentalSalutation>,  
 

RE: REFERRAL TO THE LOCAL AUTHORITY ATTENDANCE TEAM 
 
As you are aware under the 1996 Education Act, all parents are required to ensure that a child of 
compulsory school age receives efficient full-time education suitable to their age, ability, aptitude 
and any special education needs they may have.  It is with extreme disappointment that I must 
contact you once again about <LegalForename>’s attendance. We have for some time tried to 
support you to improve <LegalForename>’s attendance in accordance with our school policy by way 
of letters, telephone contact, Meetings etc.  
 
Unfortunately, <LegalForename>’s school attendance is still causing concern. At the date of writing 
<LegalForename> attendance is <PercentageAttendance>% and has attended school on 
<NumberOfAttendances> occasions out of a possible <NumberOfPossibleSession> when the school 
was open for instruction under the Education Pupil Registration Regulations 2006; 
<NumberOfUnauthorisedAbsences> of these absences were considered to be unauthorised. As we 
have explained to you in the past a parent can offer an explanation for their child’s absence but the 
law clearly states that it is the Head teacher’s decision as to whether it is felt the explanation offered 
by a parent for an absence is justified. Our Attendance Policy outlines the procedures for dealing 
with a pupil’s absence and is available to Parents via the school website. 
 
As <LegalForename>’s attendance has not improved I have no other alternative but to refer this 
matter to the Local Authority’s Attendance Team. This Team has a statutory duty to investigate 
matters of on-going poor school attendance and to consider formal statutory action.  
 
Under Section 444 of the Education Act 1996, a criminal offence is committed if a registered pupil 
does not attend school regularly. The Attendance Service can issue a Penalty Notice to parents if a 
child has missed 20 or more sessions without permission from the school, the Local Authority 
Attendance Team can also instigate criminal proceedings against you in the Magistrates Court under 
section 444 of the Education Act 1996. 
 
I would strongly recommend you cooperate and work with the Local Authority Attendance Service to 
prevent the need for legal action.  If you wish to discuss the content of this letter further please 
contact me.  
 
Yours sincerely 
 

http://www.whitewaysprimary.co.uk/downloadfile/5543271?open=true
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Principal  
 

Appendix B- Leave of Absence Request 
 

 

PARENTAL NOTIFICATION FOR TERM TIME HOLIDAY  

 

NAME OF CHILD, TUTOR 

GROUP…………………………………………………………………………………………………………………. 

The above named child will be absent from Academy 360 

from…………………………….to………………………..for a holiday during term time. 

Please state the total number of school days absent:……………………………………………………… 

If travelling abroad please state country/ countries you are visiting 

……………………………………………………………………………………………………………………………………….. 

 

From 1st September 2013 under new regulations schools are no longer allowed to authorise leave of 

absence for family holidays.  The Principal may not grant any leave of absence for students during 

term time unless there are exceptional circumstances. 

Below is the reference to the Government website where this is outlined: 

http://www.education.gov.uk/schools/pupilsupport/behaviour/attendance/a00223868/regulations-

amendments 

Please give details if you consider this term time leave qualifies as exceptional circumstances: 

 

 

 

 

 

Signature of Parent/Carer:……………………………………………………….. Date:……………………………………. 

Name; please print:…………………………………………………………………… 

 

http://www.education.gov.uk/schools/pupilsupport/behaviour/attendance/a00223868/regulations-amendments
http://www.education.gov.uk/schools/pupilsupport/behaviour/attendance/a00223868/regulations-amendments

