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1. Aims 

Our school aims to meet its obligations with regards to school attendance by: 

• Promoting good attendance and reducing absence, including persistent absence. 

• Ensuring every pupil has access to full-time education to which they are entitled. 

• Acting early to address patterns of absence. 

We will also support parents to perform their legal duty to ensure their children of compulsory school age 

attend regularly and will promote and support punctuality in attending lessons. 

It is important for children to attend school regularly as it has been proven that they can only do their best 

and flourish at school if they are present on a regular basis.  Children who are late for school and who miss 

school, often achieve less well than their peers. They also lack self-esteem and find it difficult to build and 

maintain friendships.   

We strive for a whole school and individual pupil attendance of 98%.  Any child with less than 90% is classed 
as “Persistent Absent” in line with the Department for Education’s Guidance.  We have robust systems in 
place to monitor attendance. 

2. Legislation and guidance 

This policy meets the requirements of the school attendance guidance from the Department for Education 
(DfE), and refers to the DfE’s statutory guidance on school attendance parental responsibility measures. 
These documents are drawn from the following legislation setting out the legal powers and duties that govern 
school attendance: 

• The Education Act 1996 

• The Education Act 2002  

• The Education and Inspections Act 2006 

• The Education (Pupil Registration) (England) Regulations 2006  

• The Education (Pupil Registration) (England) (Amendment) Regulations 2010  

• The Education (Pupil Registration) (England) (Amendment) Regulations 2011 

• The Education (Pupil Registration) (England) (Amendment) Regulations 2013  

• The Education (Pupil Registration) (England) (Amendment) Regulations 2016 

• The Education (Penalty Notices) (England) (Amendment) Regulations 2013 

This policy also refers to the DfE’s guidance on the school census, which explains the persistent absence 
threshold. 

3. School procedures 

3.1 Attendance register 

By law, all schools (except those where all pupils are boarders) are required to keep an attendance register, 
and all pupils must be placed on this register. 

The attendance register will be taken at the start of the first session of each school day and once during the 
afternoon session. It will mark whether every pupil is: 

• Present 

• Attending an approved off-site educational activity 

• Absent 

• Unable to attend due to exceptional circumstances 

Any amendment to the attendance register will include: 

• The original entry 

about:blank
about:blank
about:blank
about:blank
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• The amended entry  

• The reason for the amendment 

• The date on which the amendment was made  

• The name and position of the person who made the amendment 

See Appendix 1 for the DfE attendance codes. 

Every entry in the attendance register will be preserved for 3 years after the date on which the entry was 
made. 

Pupils must arrive in school by 8.50am on each school day. 

The register for the first session will be taken at 9am and will be kept open until 9.10am. A pupil who arrives 
after 9am but before 9.10am will be marked as late, using the L code. 

The register for the afternoon session will be taken at 1pm for KS1 and 1.15pm for KS2. 

 

3.2 Unplanned absence 

Parents must notify the school on the first day of an unplanned absence – for example, if their child is unable 
to attend due to ill health – by 9am at the latest or as soon as practically possible (see also section 6). 

Parents and Carers can inform the school of their child’s absence by: leaving a message on the dedicated 
24 hour absence telephone line (01271 812448 Option 1), sending an email via the Southmead App 
Absence Icon, sending an email to absence@southmead.devon.sch.uk or letting a member of the office staff 
know. 

Absence due to illness will be authorised unless the school has a genuine concern about the authenticity of 
the illness. 

If the authenticity of the illness is in doubt, the school may ask parents to provide medical evidence, such as 
a doctor’s note, prescription, appointment card or other appropriate form of evidence. We will not ask for 
medical evidence unnecessarily. 

If the school is not satisfied about the authenticity of the illness, the absence will be recorded as 
unauthorised and parents will be notified of this. 

If ongoing illness becomes a concern, we can refer the child (with parental consent) to the school nurse.  
See Appendix 2 for the School Nurse Referral Form. 

 

3.3 Medical or dental appointments 

Missing registration for a medical or dental appointment is counted as an authorised absence; advance 
notice is required for authorising these absences.  See Appendix 3 for the Medical Absence Request Form. 

However, we encourage parents to make medical and dental appointments out of school hours where 
possible. Where this is not possible, the pupil should be out of school for the minimum amount of time 
necessary. 

Medical Absence Forms are available from the school office and can be downloaded from the school 
website.  They should be completed as soon as the appointment has been made to give reasonable notice 
to the Headteacher and class teacher. 

Applications for other types of absence in term time must also be made in advance. Information relating to 
whether the school can authorise such absences can be found in Section 4. 

 

3.4 Miscellaneous Absence 

There may be occasions when known absence will not be due to a medical appointment or holiday.  For 
example, another family member has an appointment but there is no one to collect the child at the normal 
time.  The child must go with the parent / carer to drop off / collect a family member at boarding school or the 
airport.  In this instance we ask for a Miscellaneous Absence Request Form to be completed.  Please see 
Appendix 4. 
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3.5 Lateness and punctuality 

A pupil who arrives after 9am but before 9.10am will be marked as late, using the L code. 

A pupil who arrives after the register has closed at 9.10am will be marked with a U code.  This will be an 
unauthorised absence.  

Lateness will be regularly monitored and letters (Appendix 5) sent home to parents / carers of children who 
have 4 or more late codes in a half termly period.  We will offer support and help if there are certain 
circumstances where lateness is an issue.  

 

3.6 Following up absence 

The school will follow up any absences to ascertain the reason, ensure proper safeguarding action is taken 
where necessary, identify whether the absence is approved or not and identify the correct attendance code 
to use.  

The school Attendance Officer will check all the registers by 9.20am and call any unknown absences by 
9.30am.  If we are not able to obtain a reason for absence from any of the child’s contacts, the Headteacher 
will be informed.  We will send an Unexplained Absence Letter home for Parents and Carers to complete 
(Appendix 6).  Some cases may be referred immediately to the Education Welfare Officer. 

 

3.7 Reporting to parents 

Parents will be kept informed of their child’s attendance at parents’ evenings held in November and March.  
Any children falling below a 95% attendance figure will be routinely flagged up during half termly monitoring 
systems. Letters will be sent home to inform Parents and Carers.  Whole year Attendance will be reported on 
the child’s end of year report.  Copies of Letters can be seen at: 

Appendix 7 – EYFS Letter Attendance Awareness 

Appendix 8 - First Letter Attendance Concern Awareness 

Appendix 9 - Second Letter Attendance Concern Awareness 

Appendix 10 – Third Letter Attendance Concern Awareness 

Appendix 11 – Improved Attendance but still less than 95% 

Appendix 12 –Thank-you for Improved Attendance 

4. Authorised and unauthorised absence 

4.1 Granting approval for term-time absence 

Headteachers may not grant any leave of absence to pupils during term time unless they consider there to 
be 'exceptional circumstances'. 

We define ‘exceptional circumstances’ as:  

• If a parent is service personnel and is returning from a tour of duty abroad where it is evidenced the 
individual will not be in receipt of any leave in the near future that coincides with school holidays. 

• Where an absence from school is recommended by a health professional as part of a parent or child’s 
rehabilitation from a medical or emotional issue. 

• The death or terminal illness of a close relative; only if Headteacher is satisfied that the circumstances are 
truly exceptional. 

• Out of school programmes such as Music, Arts or Sport operating at a high standard of achievement. 
Documentary evidence of this event will be required. 

• Religious observance – The Education Act 1996 S444(3) (c), states, ‘’… on any day exclusively set apart for 
religious observance by the religious body to which his / her parent belongs” 

• To attend a wedding or funeral of a close relative, if the Headteacher is satisfied that the circumstances are 
truly exceptional. Leave should only be authorised for this purpose when a Headteacher is satisfied that 
there is a persuasive reason for holding the wedding during term time and there WILL be an onus on parents 
to show clear evidence that this absence is absolutely an exceptional circumstance. In difficult family 
situations, the Headteacher may use his / her discretion in granting leave and each case should be 
addressed on its individual merits, taking into account the overall welfare of the child. 
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The school considers each application for term-time absence individually, taking into account the specific 
facts, circumstances and relevant context behind the request. A leave of absence is granted entirely at the 
Headteacher’s discretion.  Please see Appendix 13 for the Absence Request Form. 

Valid reasons for authorised absence include: 

• Illness and medical / dental appointments – as explained in Sections 3.2 and 3.3. 

• Religious observance – where the day is exclusively set apart for religious observance by the religious 
body to which the pupil’s parents belong.  If necessary, the school will seek advice from the parents’ 
religious body to confirm whether the day is set apart. 

• Traveller pupils travelling for occupational purposes – this covers Roma, English and Welsh Gypsies, 
Irish and Scottish Travellers, Showmen (fairground people) and Circus people, Bargees (occupational 
boat dwellers) and New Travellers. Absence may be authorised only when a Traveller family is known 
to be travelling for occupational purposes and has agreed this with the school but it is not known 
whether the pupil is attending educational provision. 

• Music or Dance Examinations. 

• Absence due to a parent / carer being in the Military. 

 

4.2 Reduced Timetable 

There may be occasions when a child needs to be on a reduced timetable.  This could be due to illness / 
medical or behavioural / developmental circumstances. An online form (Annex R) is required to be submitted 
to Devon County Council at the start of a reduced timetable, followed by a maximum of 6 weeks until review.  
A further online form (Annex S) should be completed when a reduced timetable has finished.  Further 
information can be found in Appendix 14: Reduced Timetable Guidance. 

 

4.3 Legal sanctions 

Schools can fine parents for the unauthorised absence of their child from school, where the child is of 
compulsory school age. 

If issued with a penalty notice, parents must pay £60 within 21 days or £120 within 28 days. The payment 
must be made directly to the local authority. 

The decision on whether or not to issue a penalty notice ultimately rests with the Headteacher, following the 
local authority’s code of conduct for issuing penalty notices. This may take into account: 

• A number of unauthorised absences occurring within a rolling academic year. 

• One-off instances of irregular attendance, such as holidays taken in term time without permission. 

• Where an excluded pupil is found in a public place during school hours without a justifiable reason. 

If the payment has not been made after 28 days, the local authority can decide whether to prosecute the 
parent or withdraw the notice. 

Forms for the initiation of legal proceedings can be seen at Appendix 15 - PR1 and Appendix 16 - PR3. 

5. Strategies for promoting attendance 

Southmead Primary School has an Attendance Action Plan (Appendix 17) which details how we target 
attendance and steps we take to maintain, improve and monitor each child’s progress.  As well as absence 
monitoring, we have procedures in place to praise good attendance at half termly intervals throughout the 
school year.  Sample certificates can be seen at Appendix 18 – Certificate for Good Attendance and 
Appendix 19 - Certificate for Outstanding Attendance. 

We have an Attendance Noticeboard in the main office waiting area to highlight the importance of 
attendance and our expectations of Southmead pupils as regards attendance.   

The Home School Partnership Permissions Form signposts Parents and Carers to our joint commitment in 
working towards good attendance (Appendix 20).  This is completed by all new parents and is updated every 
September. 

We have an Attendance Leaflet (Appendix 21) which forms part of the prospectus for new parents.  It is 
available from the school office and is also displayed on the noticeboard. 
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An article reminding Parents and Carers of the reasons for good attendance is published in the school 
Newsletter (Appendix 22) at the start of each half term. This is updated and amended when necessary. The 
Newsletter also shows which class has had the highest attendance for the previous week.  The top class in 
KS1 and KS2 get an extra 5 minute break time on the following Monday as a reward. 

6. Attendance monitoring 

The Attendance Officer monitors attendance on a daily, weekly, half termly, full term and end of year basis. 
Procedures for monitoring can be found at Appendix 23. 

Parents are expected to call the school in the morning if their child is going to be absent due to ill health (see 

Section 3.2). 

Parents are expected to call the school each day a child is ill, unless they have diarrhoea and / or vomiting 
when they are required to stay away from school for 48 hours from the time they last suffered an episode. 

If after contacting parents, a pupil’s absence continues to rise, we will consider involving an Education 
Welfare Officer.  

The persistent absence threshold is 10%. If a pupil's individual overall absence rate is greater than or equal 
to 10%, the pupil will be classified as a persistent absentee.  

Pupil-level absence data is collected each term and published at National and Local Authority level through 
the DfE's School Absence National Statistics releases. The underlying school-level absence data is 
published alongside the national statistics. We compare our attendance data to the National Average, and 
share this with governors. A sample report can be seen on Appendix 24.  

Attendance data is inputted and saved on the Sims network provided by Scomis.  It is used by teachers to 
take twice daily registers.  Each class has a hard copy register provided in the event of a breakdown of 
technology.  The Attendance Officer updates the codes so each child’s record is accurately updated twice a 
day.  It is used for all attendance monitoring purposes. 

7. Roles and responsibilities 

7.1 The governing board 

The Governing Board is responsible for monitoring attendance figures for the whole school on at least a 
termly basis. It also holds the Headteacher to account for the implementation of this policy. We have a 
dedicated Attendance Governor. 

 

7.2 The Headteacher 

The Headteacher is responsible for ensuring this policy is implemented consistently across the school, and 
for monitoring school-level absence data and reporting it to governors.  

The Headteacher also supports other staff in monitoring the attendance of individual pupils and issues fixed-
penalty notices, where necessary. 

 

7.3 The Attendance Officer 

The Attendance Officer: 

• Monitors attendance data at the school and individual pupil levels. 

• Reports concerns about attendance to the Headteacher. 

• Works with Education Welfare Officers to tackle persistent absence. 

• Arranges calls and meetings with parents to discuss attendance issues. 

 

7.4 Class teachers 

Class teachers are responsible for recording attendance on a daily basis, using the correct codes, and 
submitting this information to the school office.  
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7.5 Office staff 

Office staff are expected to take calls from parents about absence and record it in the school absence diary.  
They are also expected to check emails and other forms of communications (e.g. Absence Request Forms) 
which notify school of absence. 

8. Monitoring arrangements 

This policy will be reviewed annually by the Headteacher. At every review, the policy will be shared with the 
Governing Board for adoption. 

9. Links with other policies 

This policy is linked to our Whole School Safeguarding and Child Protection Policy. 
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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 

 

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 
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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 Traveler 
absence 

Pupil from a Traveler 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 

 

 

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 
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Appendix 2: School Nurse Referral Form 
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Appendix 3: Medical Absence Request Form 

 

Medical Absence Request Form 

To: Headteacher of Southmead Primary School 

I wish to apply to have an absence authorised for 

Child’s Name ……………….......…..……………………… Class ………......……. 

Appt Date ……………..........................………   Appt Time ……..............................… 

Time Leaving School: ................................ Time Returning to school: ...................... 

Doctor / Dentist / Hospital Consultant / Other (please specify) ................................ 

(Please circle) 

Reason ..................................................................................................................... 

Name of Practice....................................................................................................... 

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

Authorised by Headteacher ......................................................... Date ...................... 

 

WHERE POSSIBLE PLEASE BOOK APPOINTMENTS  

OUTSIDE OF SCHOOL TIMES 
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 Appendix 4: Miscellaneous Absence Request Form  

Miscellaneous Absence Request Form    

To: Headteacher of Southmead Primary School  

I wish to apply to have an absence authorised for  

Child’s Name ……………………......……..……… Class ……….....  

Reason:……………......................................……............................ 

........................................................................................................ 

.......................................................................................................        

Date: ...........................  

Time leaving school: .............................   

Time returning to school: .......................  

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

Authorised by Headteacher ................................... Date ................  

 

WHERE POSSIBLE PLEASE BOOK APPOINTMENTS  

OUTSIDE OF SCHOOL TIMES 
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Appendix 5: Half Termly Lates Letter to Parent and Carers 
 
 
 

XXXXXXXX 

Dear Parents / Carers of  

 

XXXX   

 

in class XXX 

Late Morning Marks XXX 

 

Late marks XXX 

Minutes late XXX 

 

I am writing to inform you that your child has received late marks, as stated above, so far 
this academic year. 

I am sure you are aware of the importance of your child being punctual for school.   

If there are circumstances which are making it difficult for you to get your child to school on 
time, the office staff can arrange a confidential meeting for you with your child’s class 
teacher to discuss any issues and help with a solution. 

We appreciate your cooperation and hope that you will wish to work with us to ensure your 
child is able to do their best at school, by attending regularly and on time. 

Mr Nicholas Plumb 
Headteacher 
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Appendix 6: Unexplained Absence Letter 

XXXXXXXX 

Dear Parents / Carers of  

 

XXXX   

 

in class XXX 

 

Unexplained Absence - Date/s XXX 

 

Your child was absent from school on the date/s above with no explanation.  All absences 
must be accounted for by a parent / carer and recorded in the attendance diary. 

 

The school has a duty to monitor children’s attendance. It is a priority issue for Ofsted, and 
it is the school’s duty to keep abreast of any circumstances which mean that children are 
not in school.  We have regular meetings with the Education Welfare Officer and are 
obliged to share attendance information with them.   

 

It is important for your child to attend school regularly as it has been proven that children 
can only do their best and flourish at school if they are present on a regular basis.  
Children who are late for school and who miss school, often achieve less well than their 
peers. They also lack self-esteem and find it difficult to build and maintain friendships.   

 

Please complete the slip below giving reasons for absence on the dates stated and return 
it to the school office.  Failure to do so will mean that your case will be passed to the 
Education Welfare Officer for their consideration.  Once this stage has been reached, the 
case is no longer in the school's hands. 

 

Mr Nicholas Plumb 
Headteacher 
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Unexplained Absence 

(To be returned as soon as possible to the school office) 

Child’s Name XXX        Class XXX 

Absence date/s XXX 

Reason ________________________________________________________ 

Signed Parent / Carer ___________________________ Date ______________ 
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Appendix 7: EYFS Letter Attendance Awareness 

XXXXXXXX 

Dear Parents / Carers of XXXX  in class XXX 

Attendance Concern Awareness - EYFS 

I am writing to you as our routine monitoring systems have flagged up that your child has an 

attendance of XX% for the period: XXXXXXXXXXXXXXXXX. 

This is a concern to us as our expectation for attendance at Southmead is 98%, with the 

National Average being 96%.  Whilst we understand that some EYFS pupils have not yet 

reached their 5th birthday, it is still important for them to maintain regular school attendance. 

We have robust systems in place to quickly and routinely identify children whose attendance 

drops below 95%.  Our aim is to work with you to improve your child’s attendance and avoid it 

falling further.  If there are issues which impact on your child’s ability to attend school regularly 

then it may be possible for the school to access some additional support under Early Help.  If 

you would like us to explore this with you then please get in touch. 

We of course consider that illness, which is unavoidable and absences (authorised or not) may 

have contributed to this lower attendance rate and therefore this letter is merely to inform you 

of our concern.  

The school has a duty to monitor children’s attendance. It is a priority issue for Ofsted and it is 

the school’s duty to keep abreast of any circumstances that mean children are not in school.  

We have regular meetings with the Devon County Council Education Welfare Officer and are 

obliged to share attendance information with them.   

It is important for your child to attend school regularly as it has been proven that children can 

only do their best and flourish at school if they are present on a regular basis.  Children who 

are late for school and who miss school, often achieve less well than their peers. They also 

lack self-esteem and find it difficult to build and maintain friendships.   

We appreciate your cooperation and hope that you will wish to work with us to ensure your 

child is able to do their best at school by attending regularly. 

Mr Nicholas Plumb 

Headteacher 
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Appendix 8: First Letter Attendance Concern Awareness 

XXXXXXXX 

Dear Parents / Carers of XXXX  in class XXX 

First Letter of Attendance Concern Awareness 

I am writing to you as our routine monitoring systems have flagged up that your child has an 

attendance of XX% for the period: XXXXXXXXXXXXXXXXX. 

This is a concern to us as our expectation for attendance at Southmead is 98%, with the National 

Average being 96%.  We have robust systems in place to quickly and routinely identify children 

whose attendance drops below 95%.  Our aim is to work with you to improve your child’s 

attendance and avoid it falling further.  If there are issues which impact on your child’s ability to 

attend school regularly then it may be possible for the school to access some additional support 

under Early Help.  If you would like us to explore this with you then please get in touch. 

We of course consider that illness, which is unavoidable and absences (authorised or not) may 

have contributed to this lower attendance rate and therefore this letter is merely to inform you of 

our concern.  We can administer over the counter medications like Calpol to keep fevers at bay 

and for pain relief, so if this would help your child attend school, please call into the office with the 

medication and complete the relevant paperwork.  Whilst we understand children get ill, it is 

important they learn resilience to minor ailments, which will inevitably make them stronger. 

The school has a duty to monitor children’s attendance. It is a priority issue for Ofsted and it is the 

school’s duty to keep abreast of any circumstances that mean children are not in school.  We have 

regular meetings with the Devon County Council Education Welfare Officer and are obliged to 

share attendance information with her them.  Any child with an attendance below 90% is classed 

as a “Persistent Absentee” and DCC will automatically become involved. 

It is important for your child to attend school regularly as it has been proven that children can only 

do their best and flourish at school if they are present on a regular basis.  Children who are late for 

school and who miss school, often achieve less well than their peers. They also lack self-esteem 

and find it difficult to build and maintain friendships.   

We appreciate your cooperation and hope that you will wish to work with us to ensure your child is 

able to do their best at school by attending regularly.  Should you wish to discuss this further, 

please call, email or make an appointment to see me. 

 

Mr Nicholas Plumb 

Headteacher 
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Appendix 9: Second Letter Attendance Concern Awareness 

XXXXXXXX 

Dear Parents / Carers of XXXX  in class XXX 

Second Letter of Attendance Concern 

I am writing to express my continued concern about your child’s attendance as there has 

been no significant improvement since last term.  Our monitoring systems have identified 

that your child has an attendance of XX% for the period: XXXXXXXXXXXXXXXXX. 

I wrote to you previously to raise awareness of your child’s low attendance and to offer 

help and support if there were any issues which impacted on your child’s ability to attend 

school regularly.  Regular school attendance is a legal requirement and it is important that 

any issues are addressed as soon as possible.  Section 444(1) of the Education 

Act 1996 states: If a child of compulsory school age who is a registered pupil at a school 

fails to attend regularly at the school, the parent of the child shall be guilty of the offence 

against that section. 

The current percentage will be influencing your child’s overall education.  Therefore, if we 

do not see an improvement in your child’s attendance you may be asked to provide 

additional information or documentation as evidence of any future absences. 

If you believe your child has an ongoing medical condition which is affecting their ability to 

regularly attend school, please come and discuss this with us as we are able to make 

School Nurse Referrals and can engage external agencies to support you and your child 

with their education. 

We appreciate your cooperation and hope that you will wish to work with us to ensure your 

child is able to do their best at school by attending regularly.  Should you wish to discuss 

this further, please call, email or make an appointment to see me. 

 

 

Mr Nicholas Plumb 

Headteacher 
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Appendix 10: Third Letter Attendance Concern Awareness 

XXXXXXXX 

Dear Parents / Carers of XXXX  in class XXX 

Third Letter of Attendance Concern 

I write to express my ongoing concern that unfortunately, there has been no significant 

improvement in your child’s attendance despite the previous two letters I have sent.  Your 

child now has an attendance of XX% for the period: XXXXXXXXXXXXXXXXX. 

 

My previous letters were to raise awareness of your child’s low attendance and to offer 

help and support if there were any issues which impacted on your child’s ability to attend 

school regularly.  I would now like to invite you into school for an informal meeting with me 

so we can discuss strategies to improve your child’s attendance and allow us to help in 

any way we can.   

 

Date: XX 

Time: XX 

 

Please contact the school office to confirm you can attend this date and time or re-arrange 

for a time that is convenient for you. 

From this point forward absences will only be authorised if we are sufficiently satisfied that 

the reasons for absence were completely unavoidable.  You are invited to provide us with 

additional information or documentation to enable us to make an informed decision 

regarding authorisation for each absence should you wish to do so.  

I look forward to meeting with you. 

 

Mr Nicholas Plumb 

Headteacher 
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Appendix 11: Improved Attendance But Less than 95% 

XXXXXXXX 

Dear Parents/Carers of XXXX  in class XXX 

 

Improvement in Attendance 

In routine monitoring, our systems have flagged up that your child has an attendance of XX% 

for the period: XXXXXXXX. 

We would like to thank you for your child’s improved attendance from the previous term; 

however, it remains under 95%. 

If a child’s attendance falls below 90% it is automatically referred to the Education Welfare 

Officer.  The national average attendance for primary schools is 96.4% and the government 

classifies anything below 90% as “Persistent Absence”.  Whilst 90% in a test would be a very 

positive score, 90% attendance equates to half a day missed every week or over the whole 

year equates to a child missing 20 school days or four weeks, which will have a significant 

impact on their learning. 

We of course, take into account that illness, which is unavoidable and absences (authorised or 

not) may have contributed to this lower attendance rate and therefore this letter is merely to 

inform you. However, if you feel that there are other circumstances that school may be 

unaware of, that have caused your child to be absent more frequently and you would like to 

discuss this, please contact the school office to arrange an appointment with Mr Plumb. 

The school has a duty to monitor children’s attendance. It is a priority issue for Ofsted, and it is 

the school’s duty to keep abreast of any circumstances that mean children are not in school.  

We have regular meetings with the Education Welfare Officer and are obliged to share 

attendance information with them.   

It is important for your child to attend school regularly as it has been proven that children can 

only do their best and flourish at school if they are present on a regular basis.  Children who 

are late for school and who miss school, often achieve less well than their peers. They also 

lack self-esteem and find it difficult to build and maintain friendships.   

We appreciate your cooperation and hope that you will wish to work with us to ensure your 

child is able to do their best at school by attending regularly. 

Mr Nicholas Plumb 

Headteacher 
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Appendix 12:  Congratulations on Improved Attendance 

XXXXXXXX 

Dear Parents/Carers of XXXX in class XXX 

Congratulations: Improved Attendance 

 

In routine monitoring, our systems have flagged up that your child has an attendance of 

XX% for the period: XXXXXXX 

We recognise that this is a significant improvement and want to say thank you for working 

with us to improve your child’s attendance.  We fully understand that previous illness may 

have affected your child’s percentage but are still grateful for your continued support. 

We appreciate your cooperation and hope that you will continue to work with us to ensure 

your child is able to do their best at school by attending regularly. 

 

Mr Nicholas Plumb 

Headteacher 
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Appendix 13: Absence Request Form 

S2 

A request by a parent, that a future 
absence / period of absence be 

authorised by a 
school/college/academy  

  

Schools are only allowed by law, to authorise non-medical absences if requested in advance by a parent with 

whom the pupil normally resides.  A school can only authorise such a request if they are satisfied that there 

are “exceptional circumstances” which apply.  However, even if there are exceptional circumstances, schools 

can still consider any other relevant factors such as previous attendance rates, the ability of the pupil to 

catch-up on missed work and / or the wider impact of missing the specified period of time.  

Devon County Council’s advice is that schools must be extremely cautious about approving such requests if 

the pupil’s education is likely to be significantly impacted upon.    

Parents should ensure that they know whether the absence will be authorised or not before they go away as 

an unauthorised absence will likely result in a penalty notice or court summons being issued to each parent 

for each pupil affected.  It is therefore recommended that this completed form is sent into the school at least 

three school weeks before the intended absence.  

 To be completed by a parent with whom the child(ren) lives.  

Child’s name: ………………….…………………………………………  Class / Year Group: ….……..  

Child’s name: ………………….…………………………………………  Class / Year Group: ….……..  

Full name(s) of all parents going away with the child(ren) listed above:  

Parent 1:  …………………………………………………………………………………………………….  

Parent 2:  …………………………………………………………………………………………………….  

Period Absent:  From ……………………….   To………………………….   

Number of school days that will be missed: ……………….  

Please explain the reason for the absence (consider that the school will use this to determine whether the 

“exceptional circumstances” criteria is met). 

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………… 

You are asked to sign this request to confirm that the information provided above is correct, and that you 

 have read the warning contained in the Additional Information overleaf.    

 Name of parent completing this form: ………………………..………… Signed:…………………………...…  

Date: ……………………..  

Revised October 2018  
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For school use.  To be completed by a member of staff so authorised  

Date form received in school: ………………………………..  

  

Pupils current attendance rate:          ……..%      

  

Number of unauthorised absences in last 6 months:   ……..  

  

 Absence authorised – the school authorises the above absence as requested as they 

are satisfied that exceptional circumstances apply to this specific request. 

   

 Absence unauthorised – the school is unable to authorise the absences specified 
 
overleaf.    

  

 

  

If request is unauthorised, the main reason(s) are:  (please tick all / any that apply)  

 Circumstances not deemed to be exceptional   Current attendance rate is low  

 The period covered by this request (length)     Number of unauthorised absences is high  

 The time of the school year                                        Other (please specify)  

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

Date parent notified of school decision: ……………………………………………….………………….  

Signed (member of staff making determination): ………..…………      Designation:……………........ 

    

Additional information for parents.  

If this request is unauthorised by the school and the parent(s) decides for the child to be 

absent from school anyway, a penalty notice may be issued by Devon County Council.  A 

penalty notice offers a parent the opportunity of dealing with a potential offence without 

going to court, by paying a penalty. If parents can’t afford to pay, or for any other reason 

do not take the offer of paying the notice within a set time, then the case will proceed to a 

magistrates court.  The provision of penalty notices is set by Regulations and the amount 

of the penalty, timeframe for payment or payment method are not able to be varied by 

Devon County Council.  
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Parents should note that only one penalty notice per parent per child will normally 
be issued within a two year period.  Any second ‘offence’ within a two year period will 
be referred straight to court.  
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Appendix 14: Reduced Timetable Guidance 
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Appendix 15: PR1 

FORMAL NOTIFICATION  
CONCERNING A PERIOD OF UNAUTHORISED ABSENCE  

FROM SCHOOL 
Section 444 Education Act 1996 

 

This form may be used in legal action under the above Act relating to non-school attendance of a registered pupil 

at a school / college / academy. The information provided will inform Devon County Council’s decision as to 

whether formal Parental Responsibility measures are instigated.  The information on this form may be shared with 

parent(s) in the event of legal action being instigated. 

 
1. Full name of Pupil: ………………………………………………… D.of B:  ……………….  NCY: ……. 
 
2. Certificate of School Attendance dated ………..… and signed by ……….…………………..refers.  
 
3. Details of all adults with parental responsibility, against whom legal action is being considered: 
 
 A. First name ……………..……….  Family name ……………….………………  (Mr / Mrs / Ms / …..) 

  Date of birth (if known) ………….………..  Relationship to pupil ……………….……………… 

  Address ……………………….……………………………………………………………………….. 

   

 
 B. First name ……………………..  Family name ……………….………………  (Mr / Mrs / Ms / …..) 

  Date of birth (if known) …….………..…..  Relationship to pupil …………………….…………… 

  Address ………………………….…………………………………………………………………….. 

 

4. Has / have the parent(s) detailed above received a written warning that future unauthorised 
absences may result in legal action being instigated? 

 Parent 1.    Yes / No      Parent 2.    Yes / No / Not Applicable 
 
  

5. Please supply details of who will provide a full witness statement and / or attend court should this be 
required (for schools using the EWS, this will normally be the EWO):  

 Name:       Contact Details: 
 
 
6. Documents                 This form – Form PR/1;            Certificate of School Attendance - Form PR/3 

required:    Registration Certificate;  Copy of the written warning (mentioned      
at 4 above) 

 
 

 

7. To the best of your knowledge, does the pupil have any medical condition(s) which could justify the 

absences quoted?          Yes   No 

  

 

 
 

 

BACKGROUND INFORMATION 
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8. Was the absence connected to a family bereavement?     Yes   No  

  (If the answer to 7. or 8. is Yes, please provide fuller details below). 

9. Is the pupil currently on a Child Protection Plan or  

classed as a Child In Need?       Neither CP CIN
     

  If open to social care, name of social worker:   ………………...……………………………………… 

10. Please complete the following tables: 

Overview of previous absences 
Unauthorised 

absences (half day 
sessions) 

Authorised absences 
(half day sessions) 

During the period quoted on the Attendance Certificate 
(i.e. the PR2), the number of: 

  

In cases where the time period above is less than 12 
school weeks (one term), the total number of absences 
including the previous 1,2 or 3 terms (school to determine 
period, depending on ease of obtaining information).    

PERIOD: 

From…………………….   To ……………………. 

  

 

Any other information that you believe Devon County Council should consider in 

determining how this should be dealt with: 

 

 

 

 

 

Dated the ……..  day of …………………………………….  20 
 

Signature: …………………………………..  Full Name (printed): ……….………………………………….. 

 

Contact tel:  ………………………………..   Contact email:  ………………………………………………… 

 

Send this form to:     Legal Proceedings Officer, Devon County Council, Room L60, County Hall, 
Topsham Road, Exeter, EX2 4QD 
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Appendix 16: PR3 

Certificate of School Attendance 

 

The Education Act 1996 and the Children Act 1989 

This form is to be completed by the Headteacher / Principal.  It will be used in any legal 

action under the above Acts relating to non-attendance of a registered pupil at the school. 

NAME OF PUPIL  

DATE OF BIRTH OF PUPIL  

NAME & ADDRESS OF PARENT 1.   

NAME & ADDRESS OF PARENT 2.  

NAME OF SCHOOL / COLLEGE: 

DFE NUMBER: 
 

NAME OF HEADTEACHER /  

PRINCIPAL 
 

 

 

Declaration 
 
I am the Headteacher / Acting Headteacher of the school named above.  Attached to this 

certificate is a true copy of the school register (Registration Certificate) as it applies to the 

pupil named above for the exact period as detailed below.  The attachment shows that 

during the period ………………….. to ………………….. ,out of ________  half day 

sessions, the above name child only attended on ________ occasions. During this period, 

there were ________ sessions of unauthorised absence. 

I hereby certify that the information given in this form is true to the best of my knowledge.  

The information has been extracted from the school’s register of attendance which can be 

made available to confirm it is an accurate record. 

 
Dated this ……………………..  day of ……………..…………………. 20 
 
 
Signature ……………………………………………………………..…………



Appendix 17: Attendance Action Plan 

SOUTHMEAD PRIMARY SCHOOL 

SCHOOL IMPROVEMENT ACTION PLAN for Attendance 2019-2020    SEPTEMBER 2019 

Key Issue 1 – 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 patter so absence.] 

 

Success Criteria 

 

Improve overall school attendance – aiming for 98%. 

Reduce persistent absence to at least below National. 

Pupils to want to come to school and enjoy school. 

Secure positive relationships with parents/carers. 

Improve communication regarding attendance and absence. 

Praising good attendance and improved attendance. 

 

 

We strive for a whole school and individual attendance 
rate of 98%. 

We have robust systems in place to monitor attendance. 

Objectives Specific Actions 

(who will lead actions in school/associates/advisers/partners) 

Monitoring 
arrangements 

Evaluation/eviden
ce of impact on 
pupil progress 

Date of 
Completio

n: 

Action Who? Date? Who? Date? 

Review and 
audit current 
Attendance 
Policy and 
Procedures. 

1. Review current policy and update as necessary – including DfE 
Guidance. 

Headteache
r and 
Attendance 
Officer. 

Yearly. Governo
rs 

4/2/20 Ensure up-to-date 
guidance is used 
effectively and 
efficiently to inform 
correct procedures. 

Refreshed procedures 
and created flow-charts 
which has improved 
processes in school to 
support and promote 
attendance. 

July ’19 and 
on-going. 

Policy – Jan 
2020. 
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2. Ratify updated Attendance Policy with Governing Body. 
 
*Deploy Attendance Governor. 

Headteache
r. 

As 
required. 

Governo
rs – MS. 

4/2/20 Clear procedures 
followed by all. 

Staff aware of process. 

Parents aware / have 
accessibility to policy 
and processes. 

All stakeholders 
informed about policy. 

Feb. 2020. 

 

3. Attendance Officer and HT to meet to review current 
procedures. 

Headteache
r and 
Attendance 
Officer. 

Termly. AD Termly. Updated folders – with 
sections to ensure 
easy/clear procedures 
and tracking. 

Discussion to ensure 
improved attendance 
procedures. 

Clarified and 
challenged discussions 
where necessary. 

Sept. ‘19. 

Jan. ‘20. 

Termly – on-
going. 

4. Generate a flow-chart of updated practises for all staff to be 
familiar with. 

Attendan
ce 
Officer. 

HT2. NP 17/1/20 Clear simple process 
for all to follow. 

Consistent or all pupils. 

Parents feel that all 
children are treated 
equally in terms of 
absence. 

20/1/20 

5. Create attendance letters (and continue to update as necessary) 
to communicate attendance concerns with parents. 

Attendan
ce 
Officer. 

As 
required. 

NP 16/9/19 Reducing work load – 
moving forward for 
Attendance Officer. 

Equality for all 
children/parents. 

Clear benchmarks and 
expectations. 

Greater communication 
with parents – 
staggered with %. 

EWO more informed 
and in the loop. 

9/9/19 

 

Termly 
meetings to 
check 
relevance. 

6. Audit staff regarding importance of Attendance accuracy. Headteache
r. 

Termly. NS/BW 28/10/19 Staff aware of the legal 
obligations of 
registration – reiterated 
via Slack on 17/1/10. 

16/12/19 
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Less discrepancies with 
registration but staff 
aware of these 
implications. 

 

*Staff Meeting 
Assembly on 12.2.20. 

To monitor 
and track 
attendance 
robustly. 

 

 

1. Raise the profile of attendance across the school – with teachers, 
staff and pupils. 

Headteache
r. 

Termly. MAR / 
NS / BW 

July 19. Changed mind-set of 
parent holiday requests 
– do not assume they 
will be authorised. 

Tracking % of holiday 
from last year to this 
year. 

Fining on 1st holiday 
request. 

Staff highlighting 
absence more – with 
concerns and reasons. 

Commenced 
September 
2018. 

On-going. 

2. Implementing and embedding SIMS Registers am and pm. 
Class 
Teachers. 

Daily. NP / 
MAR 

7/1/19 More 
streamlined/quicker 
processes. 

Less time elapsed 
between recognising 
unreported absence 
and calling home. 

Sept. 18 
implemented. 

Sept. ’19 
embedded. 

*Staff Meeting 
scheduled for 
12/2/20. 

3. Meet with Attendance Officer to discuss key areas to track – 90% 
and 95% triggers, Pupil Premium, Boys/Girls, FSM, EAL, 
EHCP/SEN, CIC and Non. 

Headteache
r and 
Attendance 
Officer. 

Half 
Termly. 

AD 4/9/19 Consistent approach. 

Support from SLT to 
ensure robust systems. 

Feedback in regards to 
processes being 
effective. 

Attendance % has 
become consistent. 

Tracking systems are 
highlighting more 
children to EWO. 

Continued. 

4. Attendance Officer to meet with SCOMIS to generate template 
specific to school and DCC requirements. 

Attendance 
Officer. 

As 
required. 

NP 10/6/19 Quicker reporting for 
Attendance Officer. 

Comparison to national 

15/10/19 
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easier. 

5. Attendance Officer to meet with EWO to discuss reporting for 
DCC. 

Attendance 
Officer. 

Monthly. NP 29/4/19 Up-to-date guidance for 
Attendance Officer. 

EWO auctioned legal 
letters. 

As required. 

6. To engage with EWO for support and guidance. Attendance 
Officer. 

As 
required. 

NP Continue
d. 

Robust systems 
becoming effective. 

Pupils/families receiving 
EWO support and 
direction. 

Families known to EWO 
rather than impersonal. 

Sept. ’19 and 
on-going. 

7. To communicate with parents in relation to tracking attendance 
and concerns. 

Headteache
r and 
Attendance 
Officer. 

As 
required. 

EWO / 
NP 

14/10/19 Feedback from letter s- 
created positive 
relations with parents 
and carers. 

Beginning to improve 
attendance. 

½ termly. 

8. Daily monitoring of attendance – including calling any 
unreported absentees. 

Attendance 
Officer. 

Daily. NP 9/12/19 Ensuring children are 
safe – implementing 
Safeguarding 
procedures. 

Increased % of reported 
absences – resulting 
with less admin. From 
school. 

On-going. 

9. Daily absence diary to record all absences. Attendance 
Officer and 
Office Staff. 

Daily. NP 23/9/19 All staff can access. 

Daily record ensure 
compliance with DCC 
requirements. 

Easy referral back to 
track dates with 
reasons for absence – 
highlight trends. 

Exact words for 
absence recorded. 

On-going. 

10. Use SIMs to inform staff/teachers of reasons for absence to 
identify trends and patterns. 

Attendance 
Officer. 

Daily. NP and 
CTs 

12/2/20 Staff aware of reason 
for absence to identify 
patterns. 

Greater awareness for 
staff – building a picture 
of absence in their 

10/1/20. 
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class/across the school. 

11. Attendance Officer reports daily absence concerns HT – continual 
dialogue. 

Attendance 
Officer. 

As 
required. 

NP 4/11/19 Safeguarding / absence 
overview to highlight 
any concerns. 

More information for 
EWO. 

29/4/19 

12. Attendance Officer trained in Level 3 Safeguarding with higher 
level access to CPOMs. 

Attendance 
Officer. 

Start of 
role. 

NP 18/11/19 

 

1/12/19 
for 
impact. 

Easier communication 
and cross-referencing 
of absence with 
Safeguarding pupils. 

More informed when 
speaking to families. 

18/11/19 

13. Establish 1 term and 2 term monitoring points for equality. Attendance 
Officer. 

Every 
half-term. 

NP 31/10/19 Ease of reference. 

Greater comparisons. 

Easier to identify 
patterns and 
improvements/declines 
in attendance. 

4/9/19 

14. Review and refine % at monitoring points in communication with 
EWO. E.g. one pupil away for 5 day holiday compared to 1 pupil 
with 5 sporadic absences. 

Attendance 
Officer. 

As 
required. 

NP 26/6/19 

 

Reviewed: 

17/12/19 

As above. 

Refining 
increases/declines with 
awareness of other 
factors. 

Parents aware that we 
are monitoring but 
considering other 
impacts – improved 
relations. 

4/9/19 

15. Establish and maintain good relationships with local secondary 
school Attendance Officer when tracking sibling absences. 

Attendance 
Officer. 

As 
required. 

NP / NS 7/10/19 Ease of tracking 
siblings – to identify 
absence trends. 

Safeguarding purposes 
highlighted other areas 
for MASH Referrals / 
building bigger picture 
for both schools. 

4/9/19 – as 
part of the 
BLC Trust. 

 
16. Monitor lates to identify punctuality concerns. Attendance 

Officer. 
½ 
Termly. 

NP 10/9/18 

 

Any with 4 or more 
receive a letter of 
concern about 
punctuality. 

This is aimed to 

On-going 
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improve attendance. 

Identifies any others 
arising issues in 
conjunction with 
CPOMs. 

Identify 
pupils with 
persistent 
absence 
(through 
tracking) and 
track 
improvement
. 

 

 

 

1. Commence Early Help process – inviting parent to come into 
school for an informal meeting with HT. 

Attendance 
Officer. 

As 
required. 

LH / JM 29/9/19 Improved relationships 
with parents. 

Attendance of pupils 
improved. 

28/10/19 

2. Deploy Home School Liaison Officer to support/work with family. 
Headteache
r. 

As 
required. 

LH / 
MAR 

10/9/19 Improved attendance 
for identified pupils. 

Positive relationships 
being built with parents 
as well as children. 

12/9/19 

3. Meet with Teacher / Pupil to identify any reasons, worries or 
concerns for absence. 

Headteache
r. 

As 
required. 

MAR / 
JM 

10/9/19 Looking at pupils as 
individuals not 
statistics. 

More personal – whole 
picture. 

Greater support 
auctioned quicker. 

11/9/19 

4. Engage with EWO to support school / parents and 
communication. 

Attendance 
Officer. 

As 
required. 

NP On-going Following DCC 
guidelines. 

Process implemented 
to reduce persistent 
absence. 

EWO visual around 
school / with parents. 

4/9/19 

5. School nurse referral with parental consent. Attendance 
Officer. 

As 
required. 

NP On-going 

Check: 
25/10/19 

Parents feel supported. 

Children’s health 
monitored. 

Children hood illnesses 
highlighted – asthmas, 
food allergies etc. 

3/6/19 

 

 

*Consent – 
4/9/19 

 
6. Inform parents/carers that future absence will require medical 

evidence. 
Attendance 
Officer. 

When 
attendanc
e falls 
below 
90% *for 
illness. 

NP 11/11/19 Reduce minor illness 
absence. 

Following EWO 
procedures/advice to 
improve attendance. 

15/11/19 
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7. Send out minor ailment (for prescribed and non-prescribed) 
letters to promote attendance. 

Attendance 
Officer. 

As 
required. 

NP Again 
6/9/19 

As above. 4/9/19 

8. Train office staff / first aiders to administer medication. 
Office 
Staff. 

Yearly. AD 4/9/19 

27/1/20 

Ensure competence. 

Improved attendance 
for minor illnesses. 

4/9/19 

Review March 
2020. 

Promote 
school 
attendance 

1. Promote school attendance with parents – changing mind-sets. 
All Staff. Ongoing. MAR 

and NP 
15/7/19 Improve attendance 

across the school. 

Draw importance to 
attendance. 

Improve academic 
achievement. 

5/9/18 

2. Ensure whole school buy-in to attendance – staff, pupils and 
parents. 

All staff. Ongoing. MAR 
and NP 

15/7/19 
and 
6/9/19 

Improved attendance. 

Greater awareness of 
the importance of 
attendance. 

Improved academic 
success/achievements. 

4/9/19 

3. Promote and reward good attendance (98%) and improved 
attendance. 

Class 
Teachers. 

Half 
Termly. 

NP and 
MAR 

14/2/20 Promoted in 
Newsletters to increase 
attendance. 

Improve attendance. 

Encouraging children to 
want to attend school. 

Improved academic 
success/achievements. 

14/2/20 

4. Reward outstanding (100%) attendance. 
Class 
Teachers. 

Half 
Termly. 

NP and 
MAR 

14/2/20 As above. 14/2/20 

5. Attendance Paragraph on Home School Agreement. 
Assistant 
Business 
Manager. 

Ongoing. NP 19/7/19 Setting expectations 
from the start. 

Reference to speak to 
parents if attendance 
drops. 

Improving school 
attendance and 
reducing persistent 
absence. 

4/9/19 

6. Weekly class attendance published on newsletter to parents. Administrato
r. 

Weekly. NP Regularly 
and 

Highlights the 
attendance in each 
class. 

5/9/18 and on-
going. 
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shared in 
Assembl
y from 
20/1/20. 

Drives competition 
which improves 
attendance. 

Highlighting school 
expectations for 
attendance. 

7. Reward highest class attendance with additional break time. 
Class 
Teacher. 

Weekly. NP Reviewe
d 1/2/20 

Promote attendance. 

Improve attendance. 

Draw attention to 
attendance. 

24/2/20 

8. ½ Termly 100% Pupil names in Newsletter – with a certificate / 
house points. 

Administrator. Half 
Termly. 

NP 14/2/20 As above. 

Recognise 
achievements and good 
at tenders. 

Promoting 100% 
attendance. 

24/2/20 

 
9. ½ termly reminders to parents/carers regarding the importance 

of attendance and absence notification. 
Administrator. Half 

Termly. 
NP 17/1/20 Promote attendance. 

Keep attendance at the 
forefront of 
parents/carers minds. 

Improve attendance. 

10/1/19 

10. Attendance Leaflet given to all new parents as well as being 
published on our website. 

Office 
Staff. 

As 
required. 

NP and 
AD 

4/9/19 Set expectations. 

Maintain / promote 
good attendance. 

Reduce persistent 
absence. 

1/7/19 

11. Send a letter home to notify parents of significantly improved 
attendance every half-term in line with monitoring. 

Attendance 
Officer. 

Half 
Termly 

DO 14/2/20 Positive recognition and 
reinforcement for 
attendance. 

 

Maintaining improved 
attendance. 

24/2/20 

12. 98% attendance certificate, sticker and 10 house points. 
100% attendance certificate, a sticker and 20 house points. 

Class 
Teachers. 

Half 
Termly. 

MAR 14/2/20 As above. 14/2/20 – 
reports run. 

24/2/20 
assembly 
presentation. 

13. Invite careers officers and local businesses to promote academic Headteache Termly. BW / NS 12/2/20 Setting high 27/4/20 
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success for the future. r. expectations for 
achievements to impact 
on attendance. 

Changing mindsets of 
pupils and 
parents/carers. 

Understanding the 
importance of academic 
achievement for their 
future – linked to 
attendance. 

14. Make learning fun and engaging. 
Class 
Teachers. 

Ongoing. NP / BW 
/ NS 

On-going 
– inc. 
Learning 
Walks 

Desire to come to 
school – improving 
learning attitudes – not 
miss out and improve 
attendance. 

4/9/19 

15. Make school a safe and welcome place to be – greeting pupils 
each morning, supportive pastoral team, Pudsey/Worry Boxes, 
online worry form, lunchtime club for social support, etc. 

All Staff Ongoing. NP / BW 
/ NS 

On-going 
– inc. 
Learning 
Walks. 

(Thursda
y 
monitorin
g time) 

Children know and 
recognise the 
Safeguarding Team. 

Children want to come 
to school which 
increasing attendance. 

Parents feel assured 
that their children’s 
needs are cared for – 
educationally and 
pastorally. 

Children are happier 
and mental health/well-
being is supported. 

September 
’18. 

 
16. Change mind-set regarding term-time holidays. Headteache

r 
Ongoing. MAR / 

Governors. 
1/12/18. Parents do not 

automatically book 
holiday thinking it will 
be authorised. 

Parents acknowledge 
the impact that term 
time holiday has on 
their child’s education. 

Reduction in authorised 
term time holiday 
applications. 

Improved attendance. 

September 
’18. 

Improve 
1. Initiate and utilise school app for 

School Start of NP and 15/7/19 Increase in absence 
reports – without the 

1/1/19 (app 
went live) 
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communicati
on and 
relationships 
with parents/ 
carers 
regarding 
attendance 
and 
absence. 

reporting attendance. Business 
Manager. 

Half Term 
1. 

KM need to chase. 

More time efficient for 
office staff. 

Parents know the 
importance of reporting 
absence. 

2. Answer phone and school website 
can have messages left 24 hours a 
day. 

Office 
Staff 

Daily. NP and 
AD 

15/7/19 As above. 

Less need to chase 
unreported absences. 

Parents do not need to 
wake up  

Continued. 

3. Letters to communicate / share 
concerns. 

Attendance 
Officer. 

As 
required. 

NP / JB 11/3/19 
and on-
going 

Positive relations with 
parents/carers 
established. 

More open dialogue 
with parents. 

Attendance improves. 

School Nurse is 
auctioned, where 
appropriate, to support 
needs. 

10/6/19 

4. Open door policy to discuss 
attendance informally and 
formally. 

Headteache
r 

As 
required. 

Governo
rs 

16/10/18 

28/1/19 

15/7/19 

18/11/19 

14/2/19 

6/7/20 

Improved relationships 
with parents resulting in 
less un-notified 
absence. 

Persistent absence 
students have started to 
improve. 

‘All in it together’ 
attitude established and 
maintained to support 
individual 
pupils/families. 

9/18 

5. Reviewed absence request letters. Headteache
r. 

As 
required. 

MAR 
and 
Governo
rs 

16/7/19 

14/2/20 

Letters are targeted and 
support and challenge 
attendance issues. 

More prominence 
regarding attendance 
across the school and 
at home. 

4/9/19 

6. Fining parents on second Headteache
r. 

As Governo On-going Reducing parents who 
continually remove 

4/9/19 
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unauthorised absence. required. rs and 
EWO 

12/7/19 
children from education. 

Improving attendance 
for identified children. 

Importance of good 
attendance brought to 
the forefront. 

7. Approachable manner on gate 
with parents. 

Senior 
Leaders. 

Daily. Governo
rs 

16/10/18 

28/1/19 

15/7/19 

18/11/19 

14/2/19 

6/7/20 

Attendance with 
specific children has 
improved. 

Positive relations built 
with parents. 

Open/honest 
discussions to ensure 
good attendance is 
supporting 
families/pupils. 

9/18 

8. Updated newsletter sharing 
attendance and initiatives. 

Administrator. Weekly. NP Regularly 
and 
shared in 
Assembl
y from 
20/1/20. 

Attendance is 
prominent around the 
school with pupils, staff 
and parents. 

Attendance will improve 
over time. 

14/12/18 

9. Welcome meetings with EYFS – 
sharing importance of good 
attendance. 

Headteacher. Start of 
Academic 
Year. 

NP 19/7/19 Setting the expectations 
from the beginning. 

Parents signing up to 
Home School 
Agreement to commit to 
good attendance and 
support learning. 

4/9/19 (as well 
as Welcome 
Mornings) 

10. Attendance Officer calls parents to 
share and discuss unauthorised 
absence. 

Attendance 
Officer. 

As 
required. 

NP / JB Regularly 
througho
ut the 
week. 

Parents aware of the 
importance of good 
attendance at school. 

Ensure children are 
safe and where 
parents/school expects 
them to be. 

Highlighting the need 
for pupils to be at 
school. 

4/9/19 

11. Deployed Home School Liaison 
Officer. 

Home 
School 

As 
required. 

LH / 
MAR 

10/9/19 Improved school 
relations which has 
improved attendance. 

4/9/19 
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Liaison 
Officer. 

Parents/school links 
have improved and it 
has identified additional 
need to support the 
family (parent in some 
cases). 

School attendance has 
improved.  See Case 
Study. 

12. Promoting and encouraging non-
intrusive medical appointments. 

Office 
Staff. 

As 
required.  

NP / AD 4/2/19 
and 
14/2/20 

Attendance has 
improved due to less 
intrusive appointments 
to the school day. 

Parents know and 
acknowledged missing 
lessons during the 
school day is not 
supporting learning. 

Pupils’ health and well-
being at the forefront 
without compromising 
on 
education/attendance. 

3/6/19 

 

 



Appendix 18: Certificate for Good Attendance 

 

 

Appendix 19: Certificate for Outstanding Attendance 
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Appendix 20: Home School Partnership Permissions Slip Attendance 
Paragraph 

 

We ask parents and carers to support us in ensuring their children attend 
school regularly and are on time for morning registration. Not only is this a 
legal requirement under Section 444 of the Education Act 1996 which holds 
all parents of school age children responsible for regular attendance, but it is 
essential for your child to make good progress and to develop good 
relationships with their peers and teachers. Any ongoing unreported or 
irregular attendance would require the school to refer to the local authority for 
investigation which could result in fines and / or court action. If you feel there 
could be issues which impact on your child attending regularly, it may be 
possible for us to access some additional support under Early Help. Please 
get in touch if this is the case. 

 

Signed...................................................................................................... 
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Appendix 21: Attendance Leaflet 
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Appendix 22: Newsletter Article on Attendance 

Why do we monitor Attendance?  

Daily attendance is monitored for safeguarding purposes. If your child is absent and no 

reason has been given, we will call you to find out why they are not in school. This is to 

rule out something that may have happened on the way to school.  

Regular attendance is a legal requirement – Section 444(1) of the Education Act 1996 

states: If a child of compulsory school age who is a registered pupil at a school fails to 

attend regularly at the school, the parent of the child shall be guilty of the offence against 

that section. 

If attendance drops and starts to become a concern, we may be able to offer support 

under Early Help. More serious attendance concerns (less than 90%) are dealt with by 

Devon County Council Education Welfare Officer – Linda Webster.  Failure to send your 

child to school regularly without authorisation may result in fines or court action. 

Why is good Attendance important?  

Children with good attendance have a better chance of achieving their best and flourishing 

in school. It builds their self-esteem and allows them to make and maintain friendships.  

What do we expect at Southmead?  

We expect every child to achieve 98% attendance over the year.  

What happens when you are Late? 

If your child is not in class for 9am registration they will need to be signed in at the school 

office on arrival. Children arriving after 9am will receive a late mark. Those arriving after 

9.10am will receive a U code which means the registers have closed and minutes late 

after 9.10am will be noted. This is monitored half termly. 

What to do in case of Absence?  

Call 01271 812448 and leave a message on the 24hr absence line. Report the absence 

via the Southmead App or email absence@southmead.devon.sch.uk  

  

about:blank
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Appendix 23: Monitoring Procedures 

Monitoring Daily Attendance 

1 Check absence emails and answerphone messages - write in Absence Diary. 

 

3 Check class registers on SIMS or hard copies. 

 

4 Enter codes on SIMS where known. 

 

5 Absences with no reason given / known write in Absence Diary in red. 

 

6 Call Parents, Carers, contacts of children with unknown absences. 

 

7 Highlight any concerns to Headteacher. 

 

8 Headteacher may refer to Home School Liaison and / or Education Welfare Officer. Check 
sibling attendance with Braunton Academy. 

 

 

Monitoring Weekly Attendance 

1 Publish weekly class percentage attendance figures on the school Newsletter. 

 

2 Class with highest attendance gets extra break time the following Monday for KS1 and 
KS2. 

 

 

Monitoring Half Term Attendance 

1 Produce SIMS report – all children 98% and above. 

 

2 Produce half termly report for Headteacher and Governors. 

 

3 Produce year to date report. 

 

4 EYFS 
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Children with below 95% to receive EYFS Attendance Concern Awareness Letter.  
Excluding those with known illness / exceptional circumstances. 

 

5 Year 1 - 6 

If absence is below 95% First Letter of Attendance Awareness Concern sent.  
Excluding those with known illness / exceptional circumstances. 

 

6 If attendance fails to improve at next monitoring, second Attendance Awareness 
Letter will be sent.  Excluding those with known illness / exceptional circumstances. 

 

7 If attendance fails to improve at next monitoring, third Attendance Awareness Letter 
will be sent.  Excluding those with known illness / exceptional circumstances. 

 

8 Persistent Late Mark Letter sent to pupils with 4 or more late and U marks in Half 
Term. 

 

9 If attendance is below 90% refer to Education Welfare Officer. 

 

10 Reward outstanding attendance: 100% with name in the Newsletter, Certificate and 
20 house points. 

 

11 Reward good attendance: 98%-99% with Certificate and 10 house points. 

 

12 If Attendance has improved, but is still less than 95%, send Letter of Praise for 
Improved but awareness still under 95% to Parents and Carers. 

 

13 If Attendance has improved, send Letter of Congratulations to Parents and Carers. 

 

14 Headteacher and Attendance Officer meet to discuss key areas to track. 

 

15 Include importance of Attendance and procedures in Newsletter at the start of next 
new Half Term. 
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Monitoring Full Term Attendance 

1 Produce Reports as per Half Term and follow procedures.  

 

2 Headteacher and Attendance Officer meet to review procedures. 

 

3 Headteacher to audit staff. 

 

4 Raise profile of Attendance. 

 

5 Raise awareness of successful careers to promote academic success.  Spark the 
desire to be in school to learn and achieve.  Target children in areas where 
improvement in attendance is needed. 

 

 

Year End Monitoring 

1 Produce reports as per Half Term. 

 

2 Pupils with 100% Attendance to receive Book Token and Certificate. 

 

3 Pupils with less than 95% get sent an initial letter at start of new academic year. 

 

4 Produce individual Attendance % for pupil reports. 

 

5 Ensure office staff trained in administration of medicine. 

 

6 Headteacher and Attendance Officer to review policies and procedures. 
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Appendix 24: Sample Half Term Monitoring Report to Headteacher and 
Governors 

 


