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Introduction: 
 
At Hunters Hall Primary School, we aim to create an environment which enables and 
encourages all members of the community to reach out for excellence. For our children to 
gain the greatest benefit from their education it is vital that they attend regularly and your 
child should be at school, on time, every day the school is open unless the reason for the 
absence is unavoidable. 
 
It is very important therefore that you make sure that your child attends regularly and this 
Policy sets out how together we will achieve this. 
 
Why Regular Attendance is so important: 
 
Any absence affects the pattern of a child’s schooling and regular absence will seriously 
affect their learning. Any pupil’s absence disrupts teaching routines so may affect the 
learning of others in the same class. 
Section 7 of the Education Act 1996 places a duty on parents to ensure that their child of 
compulsory school age receives a suitable education by regular attendance at school.  
 
Promoting Regular Attendance: 
 
Helping to create a pattern of regular attendance is everybody’s responsibility – parents, 
pupils and all members of school staff. 
 
To help us all focus on this we will: 
 

 Promote a culture across the school which identifies the importance of 
regular and punctual attendance. 

 Give you details on attendance in our regular newsletter / assemblies. 

 Report to you on how your child is performing in school, what their 
attendance and punctuality rate is and how this relates to their attainments. 

 Celebrate good attendance by displaying individual class achievements. 

 Reward good or improving attendance through certificates, prizes and letters 
to you. 

 Carry out transition work in school with pupils moving from year to year and 
class to class including nursery to reception, key-stage 1 and key-stage 2 then 
onto secondary school. 

 Further develop positive and consistent communication between home and 
school through information sharing, meetings and updates. 

 Make attendance and punctuality a priority for everyone associated with 
school, including parents, pupils, staff and governors. 

 Set targets to improve individual pupil and whole-school attendance – 
minimum attendance should be 96%. 

 
 
Understanding types of absence: 
 
Every half-day absence from school has to be classified by the school as either AUTHORISED 
or UNAUTHORISED. This is why information about the cause of any absence is always 
required. 



 

 

 
Authorised absences are mornings or afternoons away from school for a good reason like 
illness, medical / dental appointments which unavoidably fall in school time, emergencies or 
other unavoidable cause. 
 
Unauthorised absences are those which the school does not consider reasonable and for 
which no ‘leave’ has been given. This type of absence can lead to the Authority using 
sanctions and / or legal proceedings. This includes: 
 

 Parents / carers keeping children off school unnecessarily. 

 Truancy before or during the school day. 

 Absences which have never been properly explained. 

 Children who arrive at school after the register has closed. 

 Shopping, looking after other children or birthdays. 

 Leave in term time, including holidays, which has not been agreed. 

 Days that exceed the amount of leave agreed by the Attendance Manager 
and Head Teacher. The Head Teacher has the authority to authorise up-to 5 
days leave per academic year, in line with this policy for exceptional 
circumstances e.g. bereavement. 

 
Parents should be aware that the decision whether to authorise an absence or not rests with 
the school. Hence, if there is any ambiguity relating to an absence, school may request 
further evidence from parents before an absence may be authorised. This may be in the 
form of a prescription or appointment card or similar. 
 
Whilst any child may be off school because they are ill, sometimes they can be reluctant to 
attend school. Any problems with regular attendance are best resolved between the school, 
the parents and the child. If your child is reluctant to attend school it is better to speak to 
the school to resolve the issue, rather than trying to cover up the absence, or give in to 
pressure to let them stay at home. This gives the impression that attendance does not 
matter and usually makes things worse. 
 
Persistent Absenteeism (PA): 
 
A pupil becomes a ‘persistent absentee’ when they miss 10% or more of their schooling 
across the school year for whatever reason. Absence at this level is doing considerable 
damage to any child’s educational prospects and we need parents’ fullest support and co-
operation to tackle this. 
The school Attendance manager monitors all absence thoroughly and will inform any parent 
immediately if their child is likely to reach the PA threshold. 
PA pupils are tracked and monitored carefully through our pastoral system and we also 
combine this with academic mentoring where absence affects attainment. 
 
All our PA pupils and their parents will be offered support which may include: counselling, 
individual incentive programmes, Early Help assessments, referral to external services e.g. 
the Targeted Early Help Service, Navigator Service, and panel meetings including Inclusion 
hot clinic, 0 -5 Panel with the local authority external consultants. 
In instances where no improvement or engagement will support leads to positive outcomes 
for the child – a referral to children services will be considered and discussed. 
 



 

 

Severe Absenteeism (SA): 
Severe absence is when a child’s attendance fails to attend 50% of the time. 
As mentioned in the previous section – this can be of a similar cause to the child who is 
persistently absent. Children who fall into the SA category would have been offered support 
through both internal and external support services. This can offer guidance on next steps 
and support the family as a whole to reduce the level of absences and enhance the 
children’s ability to access learning. The Attendance Manager, in agreement with the Head 
Teacher and make recommendations and adaptions to the child’s learning environment – 
social stimulation and the length of the school day (known as an alternative timetable) 
 
Emotional Based School Avoidance (EBSA): 
 
Emotional based school avoidance is a broad umbrella term used to describe children who 
experience difficulty attending school due to emotional factors. 
There are a number of different triggers that can enhance EBSA both within school and 
outside of school. Hunters Hall primary and the Attendance Manager will work together with 
the family – both parents and child to help reduce and minimise the emotions, regulate and 
support the child to move forward with plans and interventions. 
 
Hunters Hall Primary recognise the need to build on a child’s strength and resilience to the 
triggers, helping your child to manage and control their symptoms. 
 
As part of the attendance process, support, adaptions, consultation and referrals to both 
internal and external support services will be considered, discussed and consented to. 
 
 
Absence Procedures: 
 
If your child is absent you must: 
 

 Contact us as soon as possible on the first day of absence through the 
reporting absence form on ParentHub. If this cannot be accessed, then a 
parent must either phone, email or call into school and report to reception. 

 Provide daily updates to your child’s illness / absence as required and agreed 
with the attendance manager. 

 
If your child is absent we will: 
 

 Call you on the first day of absence if we have not heard from you within 1 
hour. 

 Conduct a home visit if there’s no response and child does not return within 
the first 3 days. 

 Invite you to discuss the situation with the attendance manager if absence 
persist; 

 Refer the matter to the Local Authority School Attendance Team where 
appropriate as per Local Authority protocol. 

 
Children Missing in Education. 
Hunters Hall Primary understand that at times emergencies may occur where children are 
unable to attend school – or as a family you may need to travel. In these instance a leave of 



 

 

absence request form that requires you record when the leave starts and ends. In the 
instance when children do not attend school and no verified reason or contact has taken 
place the usual absence procedure will be followed (as listed below). Hunters Hall will 
endeavour to contact the family through all methods including telephone, email and home 
visit. 
If children are consistently absent for 20 days or more, with no return date a referral to the 
Missing in Education team will be made. This could result in the child / children’s place being 
removed. 
 
Telephone numbers: 
 
There are times when we need to contact parents about lots of things, including absence, so 
we need to have your contact numbers at all times. So help us to help you and your child by 
making sure we always have an up to date number and email address – if we don’t then 
something important may be missed. Contact details are collected once a year. 
 
In School Strategies to Improve Attendance / Punctuality (see appendix): 
 
Parents are expected to contact school at an early stage and to work with the staff in 
resolving any problems together. This is nearly always successful. School may consider using 
the following strategies to help support parents in improving their child’s attendance and / 
or punctuality. This includes; 
 

 Meetings in school between parents, pupils, attendance manager, class 
teacher and/or safeguarding lead. 

 Use of Early Help Assessment (EHA) and / or referral to outside agencies 
(including the Local Authority School Attendance Team) 

 Attendance Panels 

 Parent Partnership Plans and “Notice to Improve” letters 

 Use of Penalty Notices for unauthorised absence, include code U (late after 
registration closes) 

 
The Local Authority School Attendance Team: 
 
If difficulties cannot be resolved using in-school strategies, the school may refer the child to 
the Attendance Support Team. If other ways of trying to improve the child’s attendance have 
failed and unauthorised absences persist the attendance team may serve penalty notices or 
refer to court for prosecution. Full details of the options open to enforce attendance at 
school are available from the school or the Local Authority. 
As of 19th August 2024 Government changes have been made to the “Working Together to 
Improve School Education” that effect the way Penalty Notice system is regulated to ensure 
consistency. There have also been adaptions to the coding which school use to mark a child’s 
absence. For more information, please click on the link.  
Working together to improve school attendance (applies from 19 August 2024) 

(publishing.service.gov.uk)  
 
Lateness: 
 
Poor punctuality is not acceptable. If your child misses the start of the day they can miss 
work and do not spend time with their class teacher getting vital information and news for 

https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf


 

 

the day. Late arriving pupils also disrupt lessons, which can be embarrassing for the child and 
can in turn, encourage absence. Being 10 minutes late every day throughout the academic 
year is the same as missing two weeks of school. 
 
How we manage lateness: 
 
The school day starts at 8.30 am and we expect your child to be in class at that time the 
doors close at 8.45 am and your child will receive a late mark if they are not in by that time. 
 
Registers are marked by 8:50 am  
 
At 9.00 am the registers will be closed. In accordance with the Regulations, if your child 
arrives after that time they will receive a mark that shows them to be on site, but this will 
not count as a present mark and it will mean they have an unauthorised absence. This may 
mean that you could face the possibility of a Penalty Notice if the problem persists. 
 
For Health and Safety reasons it is essential that your child is signed into school at the school 
office, if they arrive late. This would ensure that all children could be accounted for during 
an evacuation situation. 
 
If your child is normally independent to and from school – and they are going to be late, then 
you will be required to bring your child to the reception and confirm the reason for their 
punctuality. This confirms you are also aware of the late mark. 
 
If your child has a persistent late record you will be asked to meet with the Attendance 
Manager to resolve the problem, but you can approach us at any time if you are having 
problems getting your child to school on time. 
 
Parents risk losing their child’s school place if their child is absent for more than 20 
consecutive days and re-admission cannot be guaranteed. 
 
Religious Absence: 
 
The school will authorise one day ‘leave’ (i.e. the day set aside by the Religious Body of 
which the parent is a member) per religious festival e.g. Eid, but no more than 3 days in any 
one academic year. Parents must request this leave in advance. 
 
Roles and responsibilities for attendance matters in this school: 
 
Parents: 

 Ensure children attend regularly and punctually 

 Contact school on 1st day of absence to identify the reason for absence and 
every day thereafter with updates. 

 Avoid holidays in term time 

 Attend and participate in attendance meetings in school 

 Participation in Early Help Assessment and cooperate in support and 
interventions offered by school or other agencies. 

Pupils: 

 Acknowledge behaviour needed out of school, e.g. early bedtime 

 Attend school / registration punctually 



 

 

 Speak to parents / teacher if issues arise that may have an effect on school 
attendance 

 Cooperate and participate in interventions and support offered by school or 
other agencies 
 

School Attendance Manager: 

 Take the lead in ensuring attendance has a high profile within the school 

 Ensure there are designated staff with day-to-day responsibility for 
attendance matters 

 Ensure adequate, protected time is allocated to discharge these 
responsibilities 

 Regularly identify and monitor pupil, class and whole school attendance and 
punctuality levels, particularly that of vulnerable groups 

 Regularly communicate pupil attendance and punctuality levels to parents 

 Senior Leaders/Admin to work with children and parents to remove barriers 
to regular and punctual attendance. 

 Attendance Manager to inform and discuss with parents regarding lateness 

 Take overall responsibility for ensuring the school conforms to all statutory 
requirements in respect of attendance. 

 
School Attendance manager / Designated Staff: 

 First day response: Contact parents if a reason for absence has not been 
provided. 

 Attendance manager will Inform the designated safeguarding lead if parents 
have been uncontactable. 

 Administration staff to submit completed late form to attendance manager 
on a daily basis. 

 Input and update the attendance registers 
 
All School Staff: 

 Provide a welcoming atmosphere for children and provide a safe learning 
environment 

 Ensure an appropriate and responsive curriculum 

 Provide a sympathetic response to any pupils’ concerns 

 To be aware of factors that can contribute to non-attendance 

 To see pupils’ attendance as the responsibility of all school staff 

 Participate in training regarding school systems and procedures 
 
Governors 

 Adopt the whole-school policy and review regularly 

 Monitor the consistent implementation of the attendance policy 

 Agree targets for the school 
 
 
School targets, projects and special initiatives 
 
The school has targets to improve attendance and your child has an important part to play in 
meeting these targets. 
 



 

 

The minimum level of attendance for this school is 96.6% attendance and we will keep you 
updated regularly about progress to this level and how your child’s attendance compares. 
Our target is to achieve better than this because we know that good attendance is the key to 
successful schooling and we believe our pupils can be amongst the best in the area. 
 
Each term we monitor absences and punctuality to show us where improvements need to be 
made. 
Information on any projects or initiatives that will focus on these areas will be provided in 
newsletters and we ask for your full support. 
 
Attendance meetings. 
These will be carried out with the parent and Attendance manager. The most appropriate 
member of the Senior Leadership Team may be asked to also attend were relevant. 
At the meeting a discussion will be had in regards to your child’s attendance or punctuality 
and the concerns the school and / or you hold. Solutions, recommendations and targets will 
be set including the agreement of a Parent Partnership Plan. Regular reviews will take place 
on a half termly basis to monitor the improvements made. 
 
Notice of Improvement. 
If children are falling into the red zone and under 90% the school will endeavour to meet and 
support the family. Regular reviews will be completed to review the plan and the targets set. 
If no improvements are made, then a Notice to Improve will be discussed and agreed. 
 
Fixed Penalty Notice. 
A decision was taken by the Hunters Hall Primary School Governing Body, in line with the 
advice of the local authority; not to authorise any leave for family holidays. This information 
is clearly stated on the school website, the school prospectus and newsletters. 
Fixed Penalty Notices will be issued for those families choosing to take children out of school 
for family Holidays. 
Any child being taken out of the country for medical procedures will need to provide 
evidence of appointments before they travel and on their return, medical evidence which 
reports of diagnosis and treatment required, including the urgency of the above stated. 
Absences for siblings will not be authorised and this will incur a fixed penalty notice. 
In the circumstance were family members are taken unwell and travel is required / death of 
a family member – then a meeting must first be requested with the Attendance Manager 
and each situation will be treated as individual. In the event unfortunate situation were a 
loss of a family member takes place – this is also to ensure the correct support is provided 
for the child. 
 
Summary: 
 
The school has a legal duty to publish its absence figures to parents and to promote 
attendance. Equally, parents have a legal duty to make sure that their children attend. 
All school staff are committed to working with parents and pupils, as this is the best way to 
ensure as high a level of attendance as possible. 
Register Codes, Colour codes and explanations 
 
Green  96.6% and above   Expected level of attendance 

Children will be recognised and rewarded.   
(Unless there are exceptional circumstances)  



 

 

Amber  96.5% - 91%  Attendance is becoming a concern. 
Attendance management strategies will be put 
in place 

 (Unless there are exceptional circumstances)  

Red   
 

Below 90%   
(Persistant Absence) 

Concerning 
Attendance management strategies in place    
(Unless there are exceptional circumstances)  

Red Below 50% 
(Severe Absence) 

Sifnificant Concern 
Attendance management stratagies are 
intensive. 
(unless there are exceptional circumstances) 

 
2024 Coding that will be adopted by Hunters Hall Primary. 
 

* Not yet marked 

/ Present 

B Educated off site 

C Other authorised circumstances 

C1 Authorised regulated performance 

C2 Temporary reduced timetable 

D Dual registration (attend elsewhere) 

E Excluded (no alternative provision) 

G Family Holiday (not agreed) 

I Illness (not medical or dental) 

J1 Interview (education admission) 

K Alternative provision (LA arranged) 

L Late (before registers close) 

M Medical / Dental appointment 

N No reason yet provided 

O Un-authorised absence 

P Approved sporting activity 

Q Unable to attend due to lack of access 
arrangements 

R Religious observance 

S Study Leave 

T Traveller Absence 

U Late (after registers close) 

V Educational trip or visit 

W Work experience 

X Non-Compulsory school age absence 

Y1 Unable to attend (transport normally 
provided unavailable) 

Y2 Unable to attend (widespread travel 
disruption) 

Y3 Unable to attend (part school closure) 

Y4 Unable to attend (Whole school closed) 

Y5 Unable to attend (sentence of 
detention) 

Y6 Absent in accordance with Public health 
guidance 

Y7 Unable to attend (unavoidable 
circumstances) 

Z Pupil not on role 

# Planned whole school closure 

 
DfE stats that are published weekly.  
 
https://explore-education-statistics.service.gov.uk/find-statistics/pupil-attendance-in-schools   

 

https://explore-education-statistics.service.gov.uk/find-statistics/pupil-attendance-in-schools

