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Th e  s c h o o l will re vie w th is  p o lic y e ve ry  ye a r a n d  a s s e s s  it s  im p le m e n ta tio n  a n d  e ffe c t ive n e s s  
th ro u g h o u t th e  s c h o o l. 

 
Ta b le  o f Ch a n g e s :-  

Da te  Na m e  Pa g e  No  Se c tio n  Ch a n g e   

Se p te m b e r 
2025  

Ga b b y 
Ho we lls  

n / a  n / a  No  c h a n g e s  

 
Sig n e d  ( Ch a ir) : Na m e : An d y Wa ts o n  Da te : Se p te m b e r 2025  

Sig n e d  ( He a d ) : Na m e : Ga b b y Ho we lls  Da te : Se p te m b e r 2025  

Au th o r:  Ga b b y Ho we lls  -  He a d te a c h e r 

La s t Ra tifie d  b y LGB Da te : Se p te m b e r 2025  

Re vie w Da te : Se p te m b e r 2026  Ne xt Re vie w Da te : Se p  2026  
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Ha n h a m  Prim a ry Fe d e ra tio n  Eq u a lity Im p a c t As s e s s m e n t ( EIA)  Pa rt 1: EIA Sc re e n in g  
Po lic ie s , Pro c e d u re s  o r 
Pra c tic e s : 

Atte n d a n c e  
Po lic y 

DATE: Se p te m b e r 2025  
 

EIA CARRIED OUT BY: Ga b b y 
Ho we lls  

EIA APPROVED BY: Ga b b y Ho we lls  

Gro u p s  th a t m a y b e  a ffe c te d : 
Are  th e re  c o n c e rn s  th a t  th e  p o lic y c o u ld  

h a ve  a  d iffe re n t im p a c t o n  a n y o f th e  

fo llo win g  g ro u p s ? ( p le a s e  t ic k th e  re le va n t 

b o xe s )   

Exis tin g  o r p o te n tia l 

a d ve rs e  im p a c t 

Exis tin g  o r p o te n tia l 

fo r a  p o s itive  im p a c t  

Ag e  ( yo u n g  p e o p le , th e  e ld e rly; is s u e s  

s u rro u n d in g  p ro te c tio n  a n d  we lfa re , 

re c ru itm e n t, tra in in g , p a y, p ro m o tio n )  

No  im p a c t  

 

Dis a b ility ( p h ys ic a l a n d  m e n ta l d is a b ility, 

le a rn in g  d iffic u ltie s ; is s u e s  s u rro u n d in g  

a c c e s s  to  b u ild in g s , c u rric u lu m  a n d  

c o m m u n ic a tio n )  

Co n s id e re d  with in  

p o lic y 
 

Ge n d e r re a s s ig n m e n t ( tra n s s e xu a l)  No  im p a c t   

Ma rria g e  a n d  c ivil p a rtn e rs h ip  

 

No  im p a c t 

  

Pre g n a n c y a n d  m a te rn ity No  im p a c t 

  

Ra c ia l g ro u p s  ( c o n s id e r: la n g u a g e , c u ltu re , 

e th n ic ity in c lu d in g  g yp s y/ tra ve lle r g ro u p s  

a n d  a s ylu m  s e e ke rs )  

No  im p a c t  

 

Re lig io n  o r b e lie f ( p ra c tic e s  o f wo rs h ip , 

re lig io u s  o r c u ltu ra l o b s e rva n c e , in c lu d in g  

n o n - b e lie f)  

Co n s id e re d  with in  

p o lic y   

Se x ( m a le , fe m a le )   No  im p a c t 
 

Se xu a l o rie n ta tio n  ( g a y, le s b ia n , b is e xu a l; 

a c tu a l o r p e rc e ive d )  

 

No  im p a c t  

 

An y a d ve rs e  im p a c ts  a re  e xp lo re d  in  a  Fu ll Im p a c t As s e s s m e n t. 
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1. Ra t io n a le   
 
At Ha n h a m  Prim a ry Fe d e ra tio n , we  a re  c o m m itte d  to  e n s u rin g  th a t a ll le a rn e rs  b e n e fit fro m  th e  

o p p o rtu n itie s  a va ila b le  to  th e m  a t s c h o o l a s  we  p re p a re  th e m  to  b e  life lo n g  le a rn e rs . Ce n tra l to  th is  

c o m m itm e n t is  o u r vis io n  s ta te m e n t: ‘Ce le b ra tin g  a n d  in s p irin g  a  life lo n g  lo ve  o f le a rn in g  in  a n  e ve r-

c h a n g in g  wo rld .’ 

 

By fo s te rin g  re s p e c t , p e rs e ve ra n c e , re s p o n s ib ilit y , in d e p e n d e n c e  a n d  e n jo y m e n t , we  a im  to  e q u ip  o u r 

le a rn e rs  with  th e  s kills  a n d  m in d s e t n e e d e d  to  th rive  in  a  d yn a m ic  a n d  e vo lvin g  fu tu re . Ou r d e d ic a tio n  to  

c re a tin g  a  n u rtu rin g , in c lu s ive , a n d  in s p irin g  e d u c a tio n a l e n viro n m e n t e n s u re s  th a t e ve ry c h ild  is  

e m p o we re d  to  a c h ie ve  th e ir fu ll p o te n tia l a n d  e m b ra c e  le a rn in g  a s  a  life lo n g  jo u rn e y . 

 

2. Le g a l Du t ie s  

Th is  p o lic y is  in fo rm e d  b y th e  fo llo win g  g u id a n c e  a n d  le g is la t io n :  

- Ed u c a tio n  Ac t 19 9 6   

- Th e  Ed u c a tio n  Re g u la t io n s  DfE 2006 , 200 7, 2013 

- Wo rkin g  To g e th e r to  Sa fe g u a rd  Ch ild re n  DfE 2023 

- Ke e p in g  Ch ild re n  Sa fe  in  Ed u c a tio n  DfE 2024  

- Wo rkin g  To g e th e r to  Im p ro ve  Sc h o o l Atte n d a n c e  DfE 2024  

- Sc h o o l Atte n d a n c e  Re g u la t io n s  DfE 2024  

- So u th  Glo u c e s te rs h ire  Co u n c il Co d e  o f C o n d u c t –  Pe n a lty No tic e s  2024  

 

 

3 . Pu rp o s e  

Th e  p u rp o s e  o f th is  p o lic y is  to  o u tlin e  th e  p ro c e d u re s  fo r p ro m o tin g  g o o d  a t te n d a n c e . Th is  p o lic y in c lu d e s :  

- Re s p o n s ib ilitie s  o f a ll p a rtie s  

- Re g is tra tio n  p ro c e s s e s  

- Ab s e n c e  re p o rtin g  a n d  m a n a g e m e n t 

- Atte n d a n c e  m o n ito rin g  a n d  s tra te g ie s  to  p ro m o te  g o o d  a tte n d a n c e  

- Pro c e d u re s  fo r c h ild re n  m is s in g  in  e d u c a tio n , le a vin g  s c h o o l o r o n  re d u c e d  tim e ta b le s  

- De ta ils  o f th e  Na tio n a l Fra m e wo rk fo r Pe n a lty No tic e s  a n d  h o w th e s e  s h o u ld  b e  u s e d   

4 . Re s p o n s ib ilit ie s   

 

Th e  Ed u c a tio n  Ac t 19 9 6  s ta te s  th a t  p a re n ts / c a re rs  h a ve  th e  p rim a ry re s p o n s ib ility fo r e n s u rin g  th a t  

re g is te re d  le a rn e rs  o f s c h o o l a g e  a t te n d  s c h o o l re g u la rly a n d  p u n c tu a lly a n d  th a t th e y re c e ive  a n  

e d u c a tio n  s u ita b le  fo r th e ir a p titu d e  a n d  a b ility.  

 

Ha n h a m  Prim a ry Fe d e ra tio n  h a s  a  le g a l re s p o n s ib ility fo r m a in ta in in g  a d m is s io n  a n d  a tte n d a n c e  re c o rd s . 

Th e  a tte n d a n c e  re g is te r will b e  ta ke n  twic e  a  d a y. Th e  s c h o o l h a s  a  re s p o n s ib ility fo r re p o rtin g  a b s e n c e  to  

th e  Lo c a l Au th o rity. We  a ls o  h a ve  a  s a fe g u a rd in g  re s p o n s ib ility a n d  d u ty o f c a re  fo r a ll le a rn e rs .  
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Ha n h a m  Prim a ry Fe d e ra tio n  will:  

- De ve lo p  a n d  m a in ta in  a  wh o le - s c h o o l c u ltu re  th a t p ro m o te s  th e  b e n e fits  o f h ig h  a tte n d a n c e ; 

- Bu ild  s tro n g  re la tio n s h ip s  with  th e  fa m ilie s  we  s e rve  a n d  s e e k to  u n d e rs ta n d  b a rrie rs  to  a tte n d a n c e , 

wo rkin g  in  p a rtn e rs h ip  to  re m o ve  th e m ; 

- En c o u ra g e  o u r le a rn e rs  to  b e  in d e p e n d e n t yo u n g  p e o p le  a n d , a t  a n  a g e  a p p ro p ria te  le ve l, to  b e  

re s p o n s ib le  fo r th e ir a t te n d a n c e  a n d  p u n c tu a lity; 

- Re g u la rly m o n ito r a n d  a n a lys e  a tte n d a n c e  a n d  a b s e n c e  to  id e n t ify le a rn e rs / g ro u p s  re q u irin g  

s u p p o rt, p a yin g  p a rtic u la r a tte n tio n  to  vu ln e ra b le  le a rn e rs  o r th o s e  a b s e n t d u e  to  ill h e a lth  a n d / o r 

a d d itio n a l n e e d ; 

- Sh a re  in fo rm a tio n  a n d  wo rk c o lla b o ra tive ly with  s c h o o l p a rtn e rs ;  

- Im p le m e n t th is  p o lic y a n d  re vie w it re g u la rly in  lin e  with  a n y lo c a l o r n a tio n a l g u id a n c e .  

At t e n d a n c e  Ro le s  w ith in  Ou r Fe d e ra t io n  

1. At te n d a n c e  Ad m in is t ra to r: 
o Ma n a g e d  b y th e  HPF Ad m in  te a m . 
o Re s p o n s ib le  fo r lo g g in g  a c c e s s  a n d  c o lla tin g  re q u e s ts  re la te d  to  a b s e n c e . 

2. Fa m ily  Ch a m p io n : 
o Ro le  h e ld  b y Mrs  Dim o n d . 
o Ava ila b le  a s  th e  firs t p o in t o f s u p p o rt fo r fa m ilie s . 

3. At te n d a n c e  Ch a m p io n : 
o Ro le  h e ld  b y Mrs  Le e s . 
o Mo n ito rs  a b s e n c e  a n d  la te n e s s . 
o Le a d s  in itia l Sc h o o l Atte n d a n c e  Me e tin g s  ( SAMs ) . 

4 . Ed u c a t io n  We lfa re  Offic e r ( EWO) : 
o J o in s  th e  Atte n d a n c e  Ch a m p io n  fo r SAMs  to  p ro vid e  a d d itio n a l s u p p o rt a n d  g u id a n c e . 

5 . At te n d a n c e  Offic e r: 
o Ro le  h e ld  b y Mrs  Ho we lls . 
o Ove rs e e s  th e  e n t ire  a tte n d a n c e  m o n ito rin g  p ro c e s s . 
o Ma ke s  th e  fin a l d e c is io n  o n  is s u in g  p e n a lty n o tic e s . 

  

 

 

 

Co n ta c t c a n  b e  m a d e  via  th e  s c h o o l o ffic e  in  p e rs o n , o ve r th e  te le p h o n e : 0145 4  8 6 6 576  o r via  e m a il: 

s a m u e lwh ite s @h a n h a m p rim a ryfe d e ra tio n .o rg  o r h a n h a m a b b o ts @h a n ha m p rim a ryfe d e ra tio n .o rg   

 

5 . Re g is t ra t io n   

 

At  Ha n h a m  Prim a ry  Fe d e ra t io n , t h e  re g is t ra t io n  p e rio d s  w ill b e :  

8 .30a m  fo r Little  Le a ve s  Nu rs e ry 

8 :45a m  fo r KS2 

8 .45 - 9 a m  –  EYFS a n d  KS1 

12p m  –  fo r Little  Le a ve s  Nu rs e ry 

mailto:samuelwhites@hanhamprimaryfederation.org
mailto:hanhamabbots@hanhamprimaryfederation.org
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1:00p m  fo r YR- Y6  

 

Cla s s  te a c h e rs  will ta ke  a  re g is te r to  re c o rd  wh o  is  p re s e n t a n d  a b s e n t u s in g  th e  e le c tro n ic  re g is tra tio n  

s ys te m  e ve ry m o rn in g  a t  th e  a b o ve  tim e s . Th e  c la s s  te a c h e r will m a rk o n  th e  re g is te r th o s e  le a rn e rs  

p re s e n t a n d  le a ve  a  b la n k m a rk fo r a n y a b s e n t le a rn e rs . Th e  s c h o o l- b a s e d  Atte n d a n c e  Ad m in is tra to r will 

u p d a te  th e  re g is te rs  u s in g  th e  c o d e s  s ta te d  in  th e  De p a rtm e n t fo r Ed u c a tio n ’s  g u id a n c e  o n  s c h o o l 

a tte n d a n c e  to  re c o rd  th e  g ive n  re a s o n  fo r a b s e n c e . If th e  e le c tro n ic  re g is te r fa ils  to  wo rk, s ta ff will ta ke  a  

p a p e r re g is te r th a t will b e  p ro c e s s e d  b y th e  s c h o o l- b a s e d  Atte n d a n c e  Offic e r. 

 

Th e  to ta l n u m b e r o f le a rn e rs  p re s e n t in  e a c h  s e s s io n  will b e  re c o rd e d  o n  th e  fire  c a rd s  in  e a c h  c la s s ro o m . 

Th e  Fe d e ra tio n  Ad m in is tra to r will p rin t o u t a  fire  a tte n d a n c e  lis t e a c h  d a y wh ic h  will b e  ke p t in  th e  fire  d rill 

fo ld e r in  th e  m a in  o ffic e  s o  th a t a ll le a rn e rs  c a n  b e  a c c o u n te d  fo r in  a n  e va c u a tio n  in  c a s e  o f fa ilu re  o f th e  

e le c tro n ic  re g is te r o r c o n n e c t ivity is s u e s  a ris in g . 

 

6 . La te  Arriva ls   

An y a rriva l a fte r 9 a m  o r 12:00p m / 1:00p m  will b e  re g is te re d  a s  la te  a n d  m a rke d  a c c o rd in g ly u s in g  th e  ‘L’ 

( la te  b e fo re  re g is tra tio n  is  c lo s e d )  c o d e . Arriva ls  a fte r 9 :55 / 9 .10a m  o r 12:40 / 1:10p m  will b e  re c o rd e d  u s in g  

th e  ‘U’ ( la te  a fte r re g is tra tio n  is  c lo s e d )  c o d e .  

 

Le a rn e rs  a rrivin g  a fte r 8 .40a m  in  Nu rs e ry, 8 :45a m  KS2, 9 a m  EYFS/ KS1 o r in  th e  a fte rn o o n  s e s s io n  will e n te r 

s c h o o l via  th e  m a in  o ffic e  a n d  will b e  re c o rd e d  a s  p re s e n t u s in g  th e  s c h o o l’s  e le c t ro n ic  s ig n - in  s ys te m . All 

e n trie s  will b e  d a te d , tim e d  a n d  re a s o n s  fo r la te n e s s  re c o rd e d . Th is  will b e  a va ila b le  fo r in s p e c tio n  b y th e  

Ed u c a tio n a l We lfa re  Se rvic e  a n d  u s e d  to  re c o n c ile  th e  c la s s  re g is te r in  th e  e ve n t  o f a n  e va c u a tio n .  

 

7. Pe rs is t e n t  La t e n e s s   

At Ha n h a m  Prim a ry Fe d e ra tio n , n o  tim e  is  wa s te d  a n d  le a rn in g  b e g in s  a s  s o o n  a s  le a rn e rs  a re  re g is te re d , 

th e re fo re  if a  le a rn e r a rrive s  la te  th e y will m is s  e s s e n tia l te a c h in g  in p u t. Arrivin g  la te  c a n  a ls o  b e  u n s e tt lin g  

fo r th e  le a rn e r a n d  m a y c a u s e  d is ru p tio n  in  th e  c la s s ro o m .  

 

We  will th e re fo re  m o n ito r la te  a rriva ls  a n d  s h o u ld  p a tte rn s  o f p e rs is te n t  la te n e s s  b e  n o tic e d , c o n ta c t  will 

b e  m a d e  with  yo u  e ith e r th ro u g h  in fo rm a l d is c u s s io n s  o r a  s ta n d a rd  is s u e  le tte r to  ra is e  a wa re n e s s  o f o u r 

c o n c e rn s  [Ap p e n d ix 5 ]. Sh o u ld  th e re  b e  n o  im p ro ve m e n t a fte r th is  p o in t, a n  in vita tio n  to  a  ‘Sc h o o l 

Atte n d a n c e  Me e tin g ’ m a y b e  e xte n d e d . Th e s e  m e e tin g s  a re  in te n d e d  to  e xp lo re  a n y p o te n tia l b a rrie rs  to  

p u n c tu a l a tte n d a n c e  s o  th a t m e a s u re s  c a n  b e  a c tio n e d  to  h e lp .  

 

If th e re  a re  te n  ‘U’ c o d e d  la te  m a rks  ( la te  a fte r re g is tra tio n  is  c lo s e d  a t  9 :10a m  fo r th e  m o rn in g  s e s s io n  o r 

12:40p m / 1:10p m  fo r th e  a fte rn o o n  s e s s io n )  with in  a  te n  we e k ro llin g  p e rio d , th e  Lo c a l Au th o rity c a n  is s u e  a  

Pe n a lty No tic e  wa rn in g  le t te r le a d in g  to  a  fixe d  p e n a lty fin e . 
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8 . Ab s e n c e  fro m  Sc h o o l  

Th e re  a re  o n ly two  c a te g o rie s  o f a b s e n c e  fro m  s c h o o l:  

 

Au th o ris e d  –  a p p ro ve d  

Un a u th o ris e d  –  n o t  a p p ro ve d  

 

Ab s e n c e  will b e  re c o rd e d  u s in g  th e  c o d e s  s ta te d  in  th e  De p a rtm e n t fo r Ed u c a tio n ’s  g u id a n c e  o n  s c h o o l 

a tte n d a n c e .  

 

On ly th e  h e a d te a c h e r ( o r th e ir d e le g a te )  c a n  a p p ro ve  a n  a b s e n c e  fro m  s c h o o l. Th a t is  th e  la w.  

 

Ab s e n c e  c a n  b e  a u th o ris e d  if:  

- Th e  le a rn e r is  ill. Th e  s c h o o l m a y c o n s id e r c o m p le tin g  a  h o m e  vis it to  o ffe r s u p p o rt a n d  c h e c k o n  

th e  we lfa re  o f th e  le a rn e r d u rin g  p e rio d s  o f s ic kn e s s  a b s e n c e . If yo u r c h ild  is  ill fo r th re e  c o n s e c u tive  

d a ys , yo u  s h o u ld  c o n ta c t th e  GP o n  th e  th ird  d a y. 

- Th e  le a rn e r is  a tte n d in g  a n  u rg e n t m e d ic a l a p p o in tm e n t a t  h o s p ita l o r th e  o rth o d o n tis t. No n -

u rg e n t, ro u tin e  a p p o in tm e n ts  s h o u ld  b e  m a d e  fo r a fte r s c h o o l h o u rs  o r d u rin g  th e  s c h o o l h o lid a ys . 

Sh o u ld  u rg e n t  a p p o in tm e n ts  b e  u n a vo id a b le  in  th e  s c h o o l d a y, m e d ic a l e vid e n c e  o f th e  

a p p o in tm e n t tim e  will b e  re q u e s te d .  

- Th e  a b s e n c e  o c c u rs  s o  th a t th e  le a rn e r c o u ld  ta ke  p la c e  in  a  re lig io u s  o b s e rva n c e  s e t a p a rt b y th e  

re lig io u s  b o d y to  wh ic h  th e  p a re n t/ c a re r b e lo n g s . If a  re lig io u s  b o d y s e ts  a p a rt a  s in g le  d a y fo r a  

re lig io u s  o b s e rva n c e  a n d  th e  p a re n t a p p lie s  fo r m o re  th a n  o n e  d a y, th e  s c h o o l will o n ly a u th o ris e  

o n e  d a y o f a b s e n c e .  

- Th e  a b s e n c e  is  re q u e s te d  fo r e xc e p t io n a l c irc u m s ta n c e s . Th is  is  d e c id e d  a t th e  h e a d te a c h e r’s  

d is c re tio n . Th e  DfE d o e s  n o t c o n s id e r a  n e e d  o r d e s ire  fo r a  h o lid a y o r o th e r a b s e n c e  fo r th e  p u rp o s e  

o f le is u re  a n d  re c re a tio n  to  b e  a n  e xc e p t io n a l c irc u m s ta n c e . 

- Th e  le a rn e r is  e xc lu d e d  fro m  s c h o o l.  

Ab s e n c e  w ill b e  u n a u th o ris e d  if:  

- No  e xp la n a tio n  is  fo rth c o m in g . Th e  s c h o o l s h o u ld  b e  in fo rm e d  o n  th e  firs t d a y o f a n y u n p la n n e d  

a b s e n c e  o r in  a d va n c e  o f a n y p la n n e d  a b s e n c e .  

- Th e  s c h o o l is  d is s a tis fie d  with  th e  e xp la n a tio n  o r a d d itio n a l e vid e n c e  c o m e s  to  lig h t wh ic h  c a lls  

in to  q u e s tio n  th e  e xp la n a tio n  p ro vid e d .  

- Th e  le a rn e r is  a b s e n t fo r u n e xc e p tio n a l s p e c ia l o c c a s io n s .  

- Th e  le a rn e r is  o n  a  fa m ily h o lid a y.  

All a b s e n c e  –  a u th o ris e d  a n d  u n a u th o ris e d  –  will b e  a n a lys e d  a n d  s u b je c t  to  c h a lle n g e  to  e n s u re  th a t a n y 

c o n c e rn  re g a rd in g  fre q u e n c y, p a tte rn  o r va lid ity is  a c te d  u p o n  s wiftly a n d  to  e n s u re  s a fe g u a rd in g  

re s p o n s ib ilitie s  a re  m e t.  

 

Su p p o rt in g  At t e n d a n c e  
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Wo rkin g  in  p a rtn e rs h ip  with  o u r fa m ilie s  is  th e  m o s t e ffe c tive  wa y fo rwa rd  to  s e c u re  p o s itive  o u tc o m e s . 

Th e re fo re  wh e re  p a tte rn s  o f u n a u th o ris e d  a b s e n c e , in c lu d in g  ‘b ro ke n  we e ks ’ ( a  we e k wh e re  th e re  is  a t  

le a s t o n e  la te  o r a b s e n t m a rk in  th e  re g is te r)  h a ve  b e e n  id e n tifie d , we  will s e e k to  e n g a g e  with  fa m ilie s  

a n d  o ffe r s u p p o rt. In itia lly th is  will b e  th ro u g h  in fo rm a l d is c u s s io n s  o r a  s ta n d a rd  is s u e  le tte r to  ra is e  

a wa re n e s s  o f o u r c o n c e rn s . Wh e re  e ffo rts  to  a d d re s s  a tte n d a n c e  h a ve  n o t le d  to  a n  im p ro ve m e n t, 

c o n s id e ra tio n  will b e  g ive n  to  a  m o re  fo rm a lis e d  p ro c e s s  [Ap p e n d ix 1].  

 

9 . Pla n n e d  Ab s e n c e  

Ad va n c e  n o tific a tio n  o f a b s e n c e  m u s t  b e  s u b m itte d  in  writ in g  to  th e  s c h o o l, via  th e  s c h o o l- b a s e d  

Atte n d a n c e  Offic e r, n o  la te r th a n  2 we e ks  in  a d va n c e  o f th e  firs t p la n n e d  d a y o f a b s e n c e . If a  p a re n t fe e ls  

th a t th e re  a re  e xc e p tio n a l c irc u m s ta n c e s  th a t  s u p p o rt th is  n o tific a tio n  fo r a  le a ve  o f a b s e n c e , th e y m u s t  

p u t th is  in  writin g  to  th e  Atte n d a n c e  Offic e r.  

 

With  th e  e xc e p t io n  o f th e  re a s o n s  fo r a u th o ris e d  a b s e n c e  wh ic h  a re  o u tlin e d  a b o ve  in  Se c tio n  8 , a ll 

a b s e n c e  re q u e s ts  will b e  c o d e d  a s  ‘u n a u th o ris e d ’ u n le s s  a  d e c is io n  is  m a d e  b y th e  h e a d te a c h e r to  

a u th o ris e  th e  a b s e n c e  ( in  wh ic h  c a s e  yo u  will re c e ive  n o t ific a tio n  o f th is  d e c is io n ) . Fo llo win g  u p d a te s  to  

n a tio n a l g u id a n c e , h o lid a y a b s e n c e  c a n  n o  lo n g e r b e  c o n s id e re d  a s  a n  e xc e p tio n a l re a s o n  u n d e r a n y 

c irc u m s ta n c e s  a n d  will n o t  b e  a u th o ris e d . 

 

Me d ic a l Ap p o in tm e n t s  –  ro u tin e  a n d  n o n - u rg e n t a p p o in ts  m u s t b e  m a d e  a fte r s c h o o l t im e  o r d u rin g  

h o lid a y p e rio d s . Sp e c ia lis t  o r e m e rg e n c y a p p o in tm e n ts  s h o u ld  b e  m a d e  o u ts id e  o f th e  s c h o o l d a y o r a fte r 

2:30p m  wh e re  p o s s ib le  a lth o u g h  we  a c kn o wle d g e  th a t fo r s o m e  h o s p ita l a n d  o rth o d o n tic  a p p o in tm e n ts  

th is  m a y n o t  b e  p o s s ib le . In  th e s e  c irc u m s ta n c e s , p ro o f o f u n a vo id a b le  a p p o in tm e n ts  m u s t b e  p ro vid e d  

to  s c h o o l. Ou r e xp e c ta tio n  is  th a t th e  m in im u m  a m o u n t o f le a rn in g  tim e  is  lo s t. We  will s e e k a n  e xp la n a tio n  

fro m  p a re n ts  wh e re  a  wh o le  d a y is  m is s e d  fo r m e d ic a l a p p o in tm e n ts .   

 

Ho lid a y  o r le a ve  o f a b s e n c e  -  n o  h o lid a y will b e  a u th o ris e d  d u rin g  te rm  tim e . All h o lid a ys  ta ke n  will b e  

re c o rd e d  a s  u n a u th o ris e d .  

 

10 . Un p la n n e d  Ab s e n c e  a n d  Illn e s s    

Pa re n ts  a n d  c a re rs  a re  e xp e c te d  to  c o n ta c t th e  s c h o o l o n  th e  firs t d a y o f a b s e n c e  a n d  e a c h  d a y th e re a fte r 

in fo rm in g  th e  s c h o o l o f th e  re a s o n  fo r a b s e n c e  a n d  th e  e xp e c te d  d a te  o f re tu rn  to  s c h o o l. Th is  will b e  

re c o rd e d  in  th e  e le c tro n ic  re g is tra tio n  s ys te m , th e  s c h o o l will d e c id e  wh e th e r to  re c o rd  th e  a b s e n c e  a s  

a u th o ris e d  o r u n a u th o ris e d .  

 

Th e  NHS we b s ite  h a s  a  u s e fu l g u id e  fo r p a re n ts  a b o u t wh e n  it is  s a fe  fo r c h ild re n  to  a tte n d  s c h o o l a n d  

wh e n  th e y s h o u ld  b e  ke p t  a t  h o m e  to  s to p  th e  s p re a d  o f in fe c t io u s  d is e a s e s . Th is  c a n  b e  fo u n d  h e re  

[Ap p e n d ix 2]. 

Pa re n ts  a re  re q u ire d  to  c o n ta c t th e ir c h ild ’s  GP s h o u ld  a n  illn e s s  p e rs is t  fo r m o re  th a n  th re e  d a ys  to  s e e k 

m e d ic a l a d vic e . 

 

https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/
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Wh e re  c a lls  h a ve  n o t  b e e n  re c e ive d  b y th e  e n d  o f re g is tra tio n , a  c a ll h o m e  will b e  m a d e  to  e n q u ire  a s  to  

th e  le a rn e r’s  wh e re a b o u ts , th is  is  to  e n s u re  th a t a ll le a rn e rs  a re  a c c o u n te d  fo r u n d e r o u r s a fe g u a rd in g  

d u tie s . If p a re n ts  c a n n o t  b e  re a c h e d , o th e r n a m e d  a d u lts  o n  th e  le a rn e r’s  c o n ta c t lis t  m a y b e  u s e d  to  try 

a n d  e s ta b lis h  th e  le a rn e r’s  wh e re a b o u ts . If th e  le a rn e r is  s u b je c t to  a  c h ild  p ro te c tio n  p la n  o r th e re  a re  

s a fe g u a rd in g  c o n c e rn s , th e  s c h o o l will c o n ta c t th e  n a m e d  s o c ia l wo rke r o n  th e  firs t d a y o f a b s e n c e . Th e  

s c h o o l m a y a ls o  d e e m  it  n e c e s s a ry to  c o n ta c t th e  p o lic e  to  re q u e s t a  we lfa re  c h e c k o r a  m e m b e r o f s ta ff 

o r o u r Ed u c a tio n a l We lfa re  Offic e r m a y c o n d u c t a  h o m e  vis it.   

 

Su p p o rt in g  At t e n d a n c e  

Wo rkin g  in  p a rtn e rs h ip  with  o u r fa m ilie s  is  th e  m o s t e ffe c tive  wa y fo rwa rd  to  s e c u re  p o s itive  o u tc o m e s . 

Th e re fo re  wh e re  a  le a rn e r is  id e n tifie d  a s  h a vin g  fre q u e n t a b s e n c e  fo r m in o r illn e s s e s , a  Sc h o o l Atte n d a n c e  

Me e tin g  will b e  a rra n g e d  to  d is c u s s  th is  m a tte r a n d  a g re e  s o lu tio n s  to  s u p p o rt a  g o o d  le ve l o f a tte n d a n c e . 

Wh e re  a tte n d a n c e  d o e s  n o t im p ro ve  a n d  th e  p a re n t o r c a re r m a in ta in s  th a t  a b s e n c e s  a re  th e  re s u lt  o f ill 

h e a lth , ye t  n o  e vid e n c e  o f th is  is  p ro vid e d  b y a  c lin ic ia n , th e  s c h o o l m a y c h o o s e  n o t to  a u th o ris e  s u c h  

a b s e n c e s .  

 

All le a rn e rs  a re  like ly to  e xp e rie n c e  b o u ts  o f illn e s s  fro m  tim e  to  tim e  b u t s o m e  le a rn e rs  will b e  m a n a g in g  

c h ro n ic  o r m o re  s e rio u s  m e d ic a l c o n d it io n s  th a t im p a c t o n  th e ir a tte n d a n c e . We  will s u p p o rt le a rn e rs  a n d  

th e ir fa m ilie s  in  th e s e  c irc u m s ta n c e s .  

 

Wh e re  a  le a rn e r is  n o t  m e d ic a lly we ll e n o u g h  to  a tte n d  s c h o o l, a n d  th is  h a s  b e e n  e vid e n c e d  b y a  m e d ic a l 

p ro fe s s io n a l, a  re fe rra l will b e  m a d e  to  th e  Lo c a l Au th o rity wh o  will s e e k to  p ro vid e  e d u c a tio n  o th e r th a n  

a t s c h o o l fo r le a rn e rs  wh o  a re  So u th  Glo u c e s te rs h ire  re s id e n ts .  

 

11. Pro m o t in g  Go o d  At t e n d a n c e   

At Ha n h a m  Prim a ry Fe d e ra tio n , we  va lu e  a tte n d a n c e . We  h a ve  ro b u s t p ro c e s s e s  fo r m a n a g in g  a b s e n c e  

a n d  fo r s u p p o rtin g  fa m ilie s  wh e re  a  le a rn e r’s  a b s e n c e  is  c a u s in g  c o n c e rn  [Ap p e n d ix 1]. We  d o  n o t  h o we ve r 

s e e  s e c u rin g  g o o d  a tte n d a n c e  a s  a  s in g u la r is s u e  a n d  o u r e ffo rts  to  im p ro ve  a tte n d a n c e  lin k with  o u r wo rk 

o n  c u rric u lu m ; b e h a vio u r; b u llyin g ; s u p p o rt fo r le a rn e rs  with  a d d itio n a l n e e d s ; p a s to ra l s u p p o rt; a nd  

m e n ta l h e a lth  a n d  we ll- b e in g  p ro vis io n .  

 

We  re g u la rly c o m m u n ic a te  to  o u r le a rn e rs  th e  im p o rta n c e  o f c o m in g  to  s c h o o l o n  tim e  e ve ry d a y; th is  is  

to  d e ve lo p  a  g ro win g  s e n s e  o f p e rs o n a l re s p o n s ib ility, a t a n  a g e - a p p ro p ria te  le ve l, fo r th e ir a t te n d a n c e  

a n d  p u n c tu a lity.  

 

We  c e le b ra te  g o o d  le ve ls  o f a t te n d a n c e  in  o u r wh o le - s c h o o l a s s e m b ly b y re c o g n is in g  th e  fa m ily g ro u p s  

with  th e  h ig h e s t le ve ls  o f a tte n d a n c e  e a c h  we e k.  

 

Co m m u n ic a tio n s  a re  p ro vid e d  fo r o u r fa m ilie s  to  re m in d  p a re n ts  o f th e  im p o rta nc e  o f re g u la r a tte n d a n c e  

a n d  p u n c tu a lity a n d  to  a ls o  s ig n p o s t s o u rc e s  o f s u p p o rt b o th  with in  s c h o o l e .g . o u r Fa m ily Su p p o rt Wo rke r 

a n d  b e yo n d  e .g . re s o u rc e s  a n d  wo rks h o p s  p ro vid e d  b y e xte rn a l p a rtn e rs  s u c h  a s  So u th  Glo u c e s te rs h ire  

Pa re n ts  a n d  Ca re rs  to  s u p p ort with  a tte n d a n c e  m a tte rs . We  o fte n  u s e  vis u a ls  a n d  s im p le  re p re s e n ta tio n s  
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o f lo s t le a rn in g  tim e  a s  a  re s u lt o f a b s e n c e  to  illu s tra te  th e  im p a c t th is  c a n  h a ve  o n  o u r le a rn e rs  [Ap p e n d ix 

3].  

 

12. Su p p o rt  fo r Le a rn e rs   

We  b e lie ve  th a t  p o o r a tte n d a n c e  is  a  s ym p to m  o f a  wid e r is s u e  fo r o u r le a rn e rs . We  a ls o  kn o w th a t  re g u la r 

a tte n d a n c e  a t s c h o o l is  vita l fo r o u r yo u n g  p e o p le ’s  a c a d e m ic  a n d  s o c ia l d e ve lo p m e n t wh ic h  will s e c u re  

th e ir fu tu re s .  As  s u c h , we  vie w s e e kin g  to  u n d e rs ta n d  a n d  re m o ve  a n y b a rrie rs  to  a tte n d a n c e  a s  

s u p p o rtin g  a n d  im p ro vin g  a  le a rn e r’s  o ve ra ll we llb e in g  b o th  n o w a n d  in to  th e ir fu tu re .  

 

A n u m b e r o f ro u te s  o f s u p p o rt will b e  o ffe re d  in  th e  firs t in s ta n c e  s u c h  a s  a n  o p p o rtu n ity to  d is c u s s  a n y 

p a rtic u la r b a rrie rs  with  yo u r c h ild ’s  c la s s  te a c h e r o r e n g a g e m e n t with  o u r Fa m ily Su p p o rt Wo rke r wh o  h a s  

u n d e rg o n e  s p e c ia lis t tra in in g  in  s tra te g ie s  to  im p ro ve  a tte n d a n c e . Th e re  m a y, a t tim e s , b e  a  n e e d  fo r 

e xte rn a l s u p p o rt to  b e  s o u g h t a n d  th e  s c h o o l will a lwa ys  s e e k to  o b ta in  c o n s e n t fro m  p a re n ts  p rio r to  a n y 

e xte rn a l in te rve n tio n . An y in te rve n tio n s  will b e  c lo s e ly m o n ito re d  fo r im p a c t a n d  a d ju s tm e n ts  will b e  m a d e  

wh e re  n e c e s s a ry.  

 

Su p p o rt  Tie rs  

              
 

Th e  s c h o o l Atte n d a n c e  Offic e r, Ed u c a tio n  We lfa re  Offic e r a n d  Se n io r Atte n d a n c e  Ch a m p io n  u n d e rta ke  

re g u la r m o n ito rin g  o f a tte n d a n c e  d a ta . Th is  in vo lve s  a n a lys in g  th e  d a ta  fo r p a tte rn s  o r tre n d s  re le va n t to  

in d ivid u a ls  a n d / o r g ro u p s  o f le a rn e rs . Th is  a llo ws  u s  to  p ro vid e  s u p p o rt a t a  wid e r le ve l, fo r e xa m p le  

im p ro vin g  p ro vis io n  fo r a  s p e c ific  g ro u p  to  e n a b le  s tro n g e r le ve ls  o f a t te n d a n c e .  

 

Ha n h a m  Prim a ry Fe d e ra tio n  re c o g n is e  th a t  s o m e  le a rn e rs  m a y e xp e rie n c e  p a rtic u la r b a rrie rs  to  

a tte n d a n c e  a s  a  re s u lt  o f a d d itio n a l n e e d . Th e  s c h o o l a re  c o m m itte d  to  wo rkin g  a lo n g s id e  fa m ilie s  to  

m a ke  s h o rt- te rm  o r lo n g - te rm  re a s o n a b le  a d ju s tm e n ts  to  o u r p ro c e s s e s  a n d  p o lic ie s  th a t m a y s u p p o rt 

re g u la r a tte n d a n c e  o r o ve rc o m e  b a rrie rs  to  s c h o o l.   

Tier 1 -
School-based 

support including 
FSW, EBNA toolkit

Tier 2 - Referral to LA Family Link Worker 
and/or EWO

Tier 3 - Formal processes to improve attendance including use 
of attendance action plans and/or contracts 

Tier 4 - Statutory enforcement including Education Supervisions Orders and use of 
legal processes
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13. Pe n a lty  No t ic e s  [ Ap p e n d ix 4 ]  

Pe n a lty No tic e s  m a y b e  is s u e d  b y th e  Lo c a l Au th o rity to  o n e  o r b o th  p a re n ts / c a re rs  re g a rd in g  e a c h  o f th e ir 

c h ild re n  if te n  s c h o o l s e s s io n s  ( o n e  s e s s io n  e q u a ls  e ith e r a  m o rn in g  o r a fte rn o o n )  o f u n a u th o ris e d  

a b s e n c e  a re  a c c u m u la te d .  

 

Th is  in c lu d e s  wh e re  te n  s c h o o l s e s s io n s  o f u n a u th o ris e d  a b s e n c e  a re  a c c u m u la te d  d u e  to  a  h o lid a y. 

Fu rth e rm o re , if a n  u n a u th o ris e d  a b s e n c e  o r illn e s s  is  ta ke n  e ith e r s id e  o f a  h o lid a y re q u e s t, th is  will b e  

c o u n te d  to wa rd s  th e  h o lid a y a b s e n c e  fo r th e  p u rp o s e  o f is s u in g  fixe d  p e n a lty fin e s .  

 

Th is  a ls o  in c lu d e s  wh e re  te n  s c h o o l s e s s io n s  o f u n a u th o ris e d  a b s e n c e  ( ‘O’, ‘G’ o r ‘U’ c o d e s )  a re  

a c c u m u la te d  in  a n y c o m b in a tio n  in  a  ro llin g  te n  we e k p e rio d . In  th is  in s ta n c e , th e  s c h o o l will s e e k to  

e n g a g e  with  p a re n ts  a n d  c a re rs  in  th e  firs t in s ta n c e . A n o t ic e  to  im p ro ve  m a y b e  is s u e d  a s  p a rt o f th is  

p ro c e s s  a n d , if u n a u th o ris e d  a b s e n c e  p e rs is ts , a  Fixe d  Pe n a lty No tic e  m a y b e  is s u e d  b y th e  Lo c a l Au th o rity.  

 

An y p e rs o n  with  d a y to  d a y c a re  o f th e  c h ild  m a y b e  is s u e d  with  a  Fixe d  Pe n a lty No tic e , th is  c o u ld  in c lu d e  

g ra n d p a re n ts , s te p - p a re n ts  a n d  p a rtn e rs .  

 

Th e  fin e  a m o u n t is  £16 0  p e r p a re n t. Fo r a  firs t Pe n a lty No tic e  is s u e d  with in  th re e  ye a rs , th e  a m o u n t c a n  b e  

re d u c e d  to  £8 0  if p a id  with in  21 d a ys  o f is s u e . Fo r a  s e c o n d  Pe n a lty No tic e , th e  c h a rg e  is  £16 0  a n d  th e re  is  

n o  re d u c tio n  if p a id  with in  21 d a ys . De ta ils  o f h o w to  p a y a re  p rin te d  o n  th e  Pe n a lty No tic e .  

 

If th e  th re s h o ld  fo r a  Pe n a lty No tic e  is  m e t fo r a  3rd  tim e  with in  a  th re e  ye a r p e rio d , a n  a lte rn a tive  a c tio n  

m a y b e  c o n s id e re d . Th is  m a y in c lu d e  le g a l a c tio n . 

 

14 . Ch ild re n  Mis s in g  in  Ed u c a t io n   

Ha n h a m  Prim a ry Fe d e ra tio n  re c o g n ise s  th a t c h ild re n  m is s in g  e d u c a tio n  c a n  s ig n a l a  ra n g e  o f 

s a fe g u a rd in g  c o n c e rn s . Th e  s c h o o l fo llo ws  th e  So u th  Glo u c e s te rs h ire  p o lic y fo r ‘Ch ild re n  Mis s in g  in  

Ed u c a tio n ’. Wh e re  a  le a rn e r is  m is s in g  fro m  s c h o o l a n d  a  re a s o n  fo r a b s e n c e  h a s  n o t b e e n  re c e ive d  a fte r 

five  d a ys , th e  s c h o o l will c o n ta c t th e  Lo c a l Au th o rity a n d  re p o rt th e  le a rn e r a s  ‘m is s in g  in  e d u c a tio n ’ u s in g  

th e  re fe rra l fo rm  p ro vid e d . Sc h o o l s ta ff o r th e  Ed u c a tio n  We lfa re  Offic e r m a y a ls o  b e  d e p lo ye d  to  c o n d u c t 

a  h o m e  vis it to  a tte m p t to  d e te rm in e  th e  wh e re a b o u ts  o f th e  le a rn e r.  

15 . Re m o va l fro m  Ro le  

Th e re  a re  s p e c ific  g ro u n d s  a s  to  wh e n  s c h o o ls  m a y re m o ve  le a rn e rs  fro m  th e ir a d m is s io n s  re g is te r a s  

o u tlin e d  in  Re g u la tio n  8  o f th e  Ed u c a tio n  ( Pu p il Re g is tra tio n )  Re g u la t io n s  20 06 . Th e  Lo c a l Au th o rity m u s t 

b e  n o tifie d  a s  s o o n  a s  th e  g ro u n d s  fo r re m o va l a re  m e t.  

 

If th e  le a rn e r h a s  le ft  th e  s c h o o l with o u t e xp la n a tio n  a n d  th e re  a re  c o n c e rn s  a b o u t th e ir we lfa re , we  will 

c o n ta c t s o c ia l c a re  im m e d ia te ly. If th e re  a re  c o n c e rn s  th a t a  le a rn e r m a y b e  a t ris k o f Ch ild  Se xu a l 

Exp lo ita tio n , Fe m a le  Ge n ita l Mu tila tio n  o r ra d ic a lis a tio n , we  will c o n ta c t s o c ia l c a re , th e  p o lic e  a n d / o r 

Ch a n n e l te a m s  im m e d ia te ly.  
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If we  a re  to ld  th a t th e  le a rn e r is  le a vin g  to  a tte n d  a n o th e r s c h o o l, we  will s e e k to  e s ta b lis h  a  n e w a d d re s s  

fo r th e  le a rn e r, th e  n a m e  a n d  a d d re s s  o f th e ir n e w s c h o o l a n d  th e  d a te  th a t th e y in te n d  to  s ta rt th e re . 

On c e  c o n firm a tio n  h a s  b e e n  re c e ive d  th a t th e  le a rn e r h a s  s ta rte d  a t th e ir n e w s c h o o l, th e  a d m is s io n s  

re g is te r will b e  u p d a te d  a n d  a  Co m m o n  Tra n s fe r File  ( CTF)  will b e  c o m p le te d .  

 

16 . Re d u c e d  Tim e ta b le s   

All c h ild re n  o f c o m p u ls o ry s c h o o l a g e  a re  e n tit le d  to  a  fu ll- tim e  e d u c a tio n . In  e xc e p tio n a l c irc u m s ta n c e s  

th e re  m a y b e  a  n e e d  fo r a  re d u c e d  tim e ta b le  to  m e e t a  le a rn e r’s  in d ivid u a l n e e d s  a n d  th is  d e c is io n  is  

m a d e  b y th e  h e a d te a c h e r with  p a re n ta l a g re e m e n t. A re d u c e d  tim e ta b le  is  tim e - lim ite d  a n d  m u s t n o t b e  

tre a te d  a s  a  p e rm a n e n t a rra n g e m e n t. It  s h o u ld  fo rm  p a rt o f a  wid e r p a c ka g e  o f s u p p o rt fo r a  le a rn e r. 

Re d u c e d  tim e ta b le s  will b e  re g u la rly re vie we d  with in  th e  tim e  lim ite d  p e rio d .  

 

Wh e re  a  le a rn e r h a s  a  s o c ia l wo rke r, th e  s c h o o l will ke e p  th e m  in fo rm e d  a n d  in vo lve d  in  th e  p ro c e s s  o f 

s e ttin g  a n d  re vie win g  th e  t im e ta b le . If a  le a rn e r h a s  a n  e d u c a tio n  h e a lth  a n d  c a re  p la n , th e  s c h o o l will 

d is c u s s  a n y p a rt- tim e  tim e ta b le s  with  th e  Lo c a l Au th o rity s o  th a t a n y s u p p o rt p a c ka g e  c a n  b e  re vie we d  

s wiftly.  

 

Th e  s c h o o l will m a rk th e  s e s s io n s  wh e re  a  le a rn e r is  n o t  e xp e c te d  to  a tte n d  a s  a n  a u th o ris e d  a b s e n c e  

( Co d e  C2) .  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Ap p e n d ix 1 –  Sta g e s  o f En g a g e m e n t with  Fa m ilie s  
 

STAGE THRESHOLD CONTACT 
Sta g e  1 Wh e re  th e re  a re  n o  p rio r 

c o n c e rn s  re g a rd in g  
a tte n d a n c e .  
 

Cla s s  Te a c h e r –  In fo rm a l Co n ta c t  
Yo u r c h ild ’s  c la s s  te a c h e r will ra is e  with  yo u  th e ir 
c o n c e rn s  a b o u t a tte n d a n c e  a n d  th e  im p a c t th is  
is  h a vin g  o n  yo u r c h ild ’s  le a rn in g  a n d / o r we ll-
b e in g . Th e y will o ffe r s u p p o rt a n d  s ig n p o s tin g , 
in c lu d in g  to  th e  s c h o o l’s  Fa m ily Su p p o rt Wo rke r, 
a s  n e e d e d  to  a d d re s s  a n y b a rrie rs  to  
a tte n d a n c e .  

St a g e  2 Wh e re  a tte n d a n c e  is  
c a u s in g  a  c o n c e rn . Th is  

Mo n ito rin g  Le t t e r  



 13 of 21 

will u s u a lly b e  if 
a tte n d a n c e  h a s  fa lle n  to  
b e lo w 9 0%. 

Th is  le tte r will e xp la in  th a t  a tte n d a n c e  h a s  fa lle n  
b e lo w th e  s c h o o l’s  e xp e c te d  th re s h o ld . 
Atte n d a n c e  will b e  m o n ito re d  fo r a  p e rio d  o f 
fo u r we e ks  with  th e  e xp e c ta t io n  th a t  th e re  is  a n  
im p ro ve m e n t.  

St a g e  3 In s u ffic ie n t  im p ro ve m e n t 
in  a tte n d a n c e .  
 

Sc h o o l At t e n d a n c e  Me e t in g  w ith  He le n  Le e s  
a n d  EWO 
Yo u  will b e  in vite d  to  a t te n d  a  m e e tin g  to  
e xp lo re  th e  im p a c t a n d  re a s o n s  fo r a b s e n c e  
a n d  p o s s ib le  s o lu t io n s  to  s u p p o rt im p ro ve m e n t.  
- A s c h o o l a tte n d a n c e  a c tio n  p la n  o r c o n tra c t 

will b e  writte n . An  EHAP m a y b e  c o n s id e re d . 
- No  fu rth e r a b s e n c e  will b e  a u th o ris e d  u n le s s  

m e d ic a l e vid e n c e  is  p ro vid e d .  
- Atte n d a n c e  is  m o n ito re d  fo r fo u r we e ks . 
- Fa m ilie s  will a ls o  b e  g ive n  in fo rm a tio n  a b o u t 

th e  p o s s ib ility o f a  Fixe d  Pe n a lty No tic e .  
- A re vie w p e rio d  will b e  s e t.  

St a g e  3 
c o n t in u e d  

In s u ffic ie n t  im p ro ve m e n t 
in  a tte n d a n c e  s in c e  
s c h o o l a tte n d a n c e  
m e e tin g .  

Sc h o o l At t e n d a n c e  Me e t in g  Re v ie w  with  He le n  
Le e s , EWO a n d  Ga b b y  Ho w e lls  
Yo u  will b e  in vite d  to  a t te n d  a  m e e tin g  to  
e xp lo re  th e  im p a c t a n d  re a s o n s  fo r a b s e n c e  
a n d  p o s s ib le  s o lu t io n s  to  s u p p o rt im p ro ve m e n t.  
- Sc h o o l a t te n d a n c e  a c tio n  p la n  o r c o n tra c t 

will b e  re vie we d . 
- A fo rm a l a tte n d a n c e  p ro c e s s  m a y b e g in  

a n d  a  ‘n o tic e  to  im p ro ve ’ m a y b e  is s u e d .   
- Fu rth e r e n g a g e m e n t with  e xte rn a l a g e n c ie s  

e .g . s o c ia l c a re  m a y b e  s o u g h t.  
St a g e  4  In s u ffic ie n t  im p ro ve m e n t 

in  a tte n d a n c e  s in c e  
s c h o o l a tte n d a n c e  
m e e tin g . 

At t e n d a n c e  Pa n e l Me e t in g   
Yo u  will b e  in fo rm e d  th a t a  p a n e l m e e tin g  is  d u e  
to  ta ke  p la c e . Th e  o u tc o m e  o f th is  m e e tin g  m a y 
b e  to  a d vis e  o f th e  c o m m e n c e m e n t o f le g a l 
p ro c e s s e s .   

St a g e  5  If in s u ffic ie n t 
im p ro ve m e n t a fte r 4  
we e ks  o f Fin a l Pa n e l 
m e e tin g . 

At t e n d a n c e  Re v ie w  Me e t in g  
Th is  m e e tin g  is  c h a ire d  b y a  Lo c a l Au th o rity 
re p re s e n ta tive . Th e  LA will c o n s id e r p u rs u in g  a  
le g a l p ro c e s s . Oth e r a g e n c ie s  m a y b e  
c o n ta c te d . 
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Ap p e n d ix 2 –  Wh e n  to  Atte n d  Sc h o o l NHS Po s te r  
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Ap p e n d ix 3 –  Go o d  Atte n d a n c e  Su m m a ry fo r Fa m ilie s   
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Ap p e n d ix 4  –  Fixe d  Pe n a lty Su m m a ry fo r Fa m ilie s   

 
Na t io n a l Fra m e w o rk  fo r Pe n a lty  No t ic e s   

 
Na t io n a l Th re s h o ld  
Th e re  is  a  n a tio n a l th re s h o ld  fo r wh e n  a  Pe n a lty No tic e  re fe rra l to  th e  Lo c a l Au th o rity m u s t b e  c o n s id e re d  
b y a ll s c h o o ls  in  En g la n d . Th is  t h re s h o ld  is  t e n  s e s s ion s  ( u s u a lly  e q u iva le n t  t o  five  d a y s )  o f u n a u th o ris e d  
a b s e n c e  w ith in  a  ro llin g  t e n  s c h o o l- w e e k  p e rio d . 
 
Th e  s e s s io n s  d o  n o t h a ve  to  b e  c o n s e c u tive  a n d  c a n  b e  m a d e  u p  o f a  c o m b in a tio n  o f a n y typ e  o f 
u n a u th o ris e d  a b s e n c e . 
 
Th e  te n  s c h o o l- we e k p e rio d  c a n  s p a n  o ve r d iffe re n t te rm s  a n d  s c h o o l ye a rs . 

 
        
 
 
 

 
 
 
 
 
 
*Th e  s c h o o l a n d  
Lo c a l Au th o rity 
wo u ld  h a ve  

id e n tifie d  
c o n c e rn s  in  
p a tte rn s  o f 
a tte n d a n c e  a n d  
h e ld  m e e tin g s  

to  s u p p o rt im p ro ve m e n t. An  a tte n d a n c e  a c tio n  p la n  o r 
c o n tra c t wo u ld  b e  in  p la c e .  
 
 
 
Ap p e n d ix 5  -  La te n e s s  Le tte r  
 
 
 
De a r Pa re n t/ Ca re r, 
 
Re : La t e n e s s  Le t t e r XXXXX 
 
As  th e  Ed u c a tio n  We lfa re  Offic e r fo r Ha n h a m  Prim a ry Fe d e ra tio n , I re g u la rly m o n ito r s c h o o l a tte n d a n c e . I 

wo u ld  like  to  m a ke  yo u  a wa re  th a t XXX h a s  XX ‘U’ c o d e s , wh ic h  m e a n s  th e y h a ve  a rrive d  la te  a fte r th e  

s c h o o l’s  re g is tra tio n  h a s  c lo s e d  a t 9 :05a m . 

Penalty Notices will continue to be issued per parent per child. 
 

For example: two parents with three children would receive a total of six Penalty Notices. 
Please note: For parents that are separated/divorced each parent receives the Penalty 

Notice. 

First Occurrence 
The first time a Penalty Notice is issued 
for a term-time holiday or intermittent 
school attendance* the charge will be: 

 
£160 per parent, per child, paid within 28 

days. 
 

Reduced to £80 per parent, per child, if 
paid within 21 days. 

 
(Unpaid Penalty Notices after 28 days 

may result in a prosecution). 

Second Occurrence 
(Within three years of first occurrence) 

 
Where it is deemed appropriate to 

issue a second Penalty Notice to the 
same parent for the same pupil within 
three years of the first Penalty Notice, 

this will be charged at: 
 

£160 per parent, per child, paid within 
28days. 

 
(Unpaid Penalty Notices after 28 days 

may result in a prosecution). 
 

Third and Further Occurrences 
(Within three years of the first occurrence) 

 
The third time that an occurrence is committed for either term-time holiday and/or 

intermittent attendance, a Penalty Notice will not be issued and the case may proceed 
straight to prosecution under the single justice procedure. 

 
If found guilty of the occurrence: ‘failure to secure their child’s regular attendance at a 

school’, the magistrates can impose a fine up to £1000 and issue a criminal record. 
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Th e re fo re , XXX is  m a rke d  a b s e n t o n  th e  s c h o o l’s  re g is te r a n d  will re c e ive  a n  u n a u th o ris e d  a b s e n c e  

re g is tra tio n  m a rk fo r th e  wh o le  s e s s io n . It  is  im p o rta n t to  e n s u re  XXX a tte n d s  s c h o o l o n  tim e  e ve ry m o rn in g . 

Ple a s e  n o te  a  ‘U’ c o d e  a ffe c ts  yo u r c h ild 's  a tte n d a n c e  a lo n g  with  a u th o ris e d  a b s e n c e s .  

 

Ove r th e  n e xt fo u r we e ks  we  will m o n ito r yo u r c h ild ’s  p u n c tu a lity a n d  wo u ld  e xp e c t to  s e e  a n  im p ro ve m e n t. 

At th e  e n d  o f th is  t im e , if I s t ill h a ve  c o n c e rn s , th e n  I will in vite  yo u  to  a  Sc h o o l Atte n d a n c e  Me e tin g  wh e re  

we  c a n  e va lu a te  if fu rth e r s u p p o rt n e e d s  to  b e  p u t in  p la c e . 

 

Ple a s e  n o te  th a t if a  le a rn e r re c e ive s  te n  ‘U’ c o d e s  in  a  ro llin g  te n - we e k p e rio d , th e  Lo c a l Au th o rity c a n  

is s u e  a  Pe n a lty No tic e  wa rn in g  le t te r le a d in g  to  a  fixe d  p e n a lty fin e . 

 
Yo u rs  s in c e re ly,  

 
 

J a g  Sin g h  
Ed u c a tio n  We lfa re  Offic e r 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Ap p e n d ix 6  –  Atte n d a n c e  Mo n ito rin g  Le tte r  

 
 
 
De a r Pa re n t/ Ca re r, 

 

Re : At t e n d a n c e  Mo n ito rin g  Le t t e r XXXXX 

 

Th e  g o ve rn m e n t s e ts  a  s c h o o l a tte n d a n c e  ta rg e t o f 9 6 .1%. I h a ve  n o tic e d  th a t yo u r c h ild ’s  a tte n d a n c e  is  

XX% wh ic h  is  b e lo w th e  ta rg e t s e t.  
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It c o u ld  we ll b e  th a t th e re  is  a  va lid  re a s o n  fo r th e s e  a b s e n c e s , illn e s s  fo r e xa m p le , wh ic h  yo u  m a y h a ve  

a lre a d y s h a re d  with  th e  s c h o o l. Ho we ve r, I a m  s u re  th a t  yo u , like  m ys e lf a n d  th e  s c h o o l, wis h  to  p ro vid e  

th e  b e s t  o p p o rtu n itie s  fo r yo u r c h ild  a n d  e d u c a tio n a l re s e a rc h  s h o ws  th a t  th e re  is  a  s tro n g  lin k b e twe e n  

g o o d  a tte n d a n c e  a n d  le ve ls  o f a tta in m e n t a n d  a c h ie ve m e n t.  

 

Ove r th e  n e xt  fo u r we e ks  we  will m o n ito r yo u r c h ild ’s  a tte n d a n c e  a n d  wo u ld  e xp e c t to  s e e  a n  im p ro ve m e n t. 

At th e  e n d  o f th is  t im e , if I s t ill h a ve  c o n c e rn s , th e n  I will in vite  yo u  to  a  Sc h o o l Atte n d a n c e  Me e tin g  wh e re  

we  c a n  lo o k in  m o re  d e ta il a t th e s e  a b s e n c e s  a n d  e va lu a te  if fu rth e r s u p p o rt n e e d s  to  b e  p u t in  p la c e . 

 

Of c o u rs e , a s  a lwa ys , if yo u  wis h  to  d is c u s s  th is  fu rth e r, p le a s e  fe e l fre e  to  c o n ta c t  m e . 

 

Yo u rs  s in c e re ly,  

 

 

 

J a g  Sin g h  

Ed u c a tio n  We lfa re  Offic e r 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Ap p e n d ix 7 –  Atte n d a n c e  Me e tin g  In vite  Le tte r  
 
 
 
 
De a r Pa re n t/ Ca re r, 

 

Re : Sc h o o l At t e n d a n c e  Me e t in g  XXXXX 

 

As  th e  Ed u c a tio n  We lfa re  Offic e r fo r Ha n h a m  Prim a ry Fe d e ra tio n , I re g u la rly m o n ito r s c h o o l a tte n d a n c e . I 

re c e n tly wro te  to  yo u  to  s h a re  m y c o n c e rn  re g a rd in g  XXX’s  a tte n d a n c e  wh ic h  is  c u rre n tly XX% a n d  n o t  

s h o win g  s ig n ific a n t im p ro ve m e n t.   

 

I wo u ld  like  to  in vite  yo u  to  a tte n d  a  Sc h o o l Atte n d a n c e  Me e tin g  to  d is c u s s  h o w we  c a n  wo rk to g e th e r to  

im p ro ve  XXX’s  a tte n d a n c e  with  m ys e lf, Su kh i Sin g h , o n : 
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Da te : XXXX 

 

Tim e : XXXX 

   

I wo u ld  e xp e c t  th e  m e e tin g  to  la s t fo r a p p ro xim a te ly 20  m in u te s . Sh o u ld  yo u  n o t b e  a b le  to  m a ke  th is  

m e e tin g , p le a s e  le t th e  s c h o o l kn o w a s  it  m a y b e  p o s s ib le  to  re a rra n g e  to  a  m o re  c o n ve n ie n t tim e . 

Ho we ve r, if n o t, th e n  th e  m e e tin g  will s t ill g o  a h e a d  in  yo u r a b s e n c e  a n d  I will le t yo u  kn o w th e  o u tc o m e , 

in c lu d in g  a n y a c tio n s  p u t in  p la c e . 

 

Ple a s e  b e  a wa re  th a t a lth o u g h  th is  is  a  fo rm a l m e e tin g , its  m a in  p u rp o s e  is  to  s u p p o rt yo u  in  h e lp in g  to  

im p ro ve  yo u r c h ild ’s  a tte n d a n c e . Th e s e  m e e tin g s  h a ve  p ro ve d  to  b e  ve ry s u c c e s s fu l in  th e  p a s t a n d  I fe e l 

p o s itive  th a t  we  c a n  wo rk to g e th e r s u c c e s s fu lly. 

 

Of c o u rs e , a s  a lwa ys , if yo u  wis h  to  d is c u s s  th is  fu rth e r, p le a s e  fe e l fre e  to  c o n ta c t  m e . 

 

Yo u rs  s in c e re ly,  

 

 

 

J a g  Sin g h  

Ed u c a tio n  We lfa re  Offic e r 

 
 
 
 
 
 
 
Ap p e n d ix 8  –  Sc h o o l Atte n d a n c e  Me e tin g  Re vie w In vite  Le tte r  
 
 
 
 
 
De a r Pa re n t/ Ca re r, 
 
Re : Sc h o o l At t e n d a n c e  Me e t in g  Re v ie w  XXXXX 
 
Fo llo win g  o u r re c e n t s c h o o l a tte n d a n c e  m e e tin g  to  lo o k a t wa ys  to  im p ro ve  XXX’s  a tte n d a n c e , I re g re t to  

s h a re  with  yo u  th a t  I s till h a ve  c o n c e rn s  a s  XXX’s  c u rre n t a tte n d a n c e  is  XX%. 

 

I wo u ld  th e re fo re  like  to  in vite  yo u  to  a  Sc h o o l Atte n d a n c e  Me e t in g  Re vie w wh e re  we  will re vis it  o u r p la n  

a n d  s e e  if fu rth e r a c tio n s  s h o u ld  b e  p u t in  p la c e . Th is  m e e tin g  will ta ke  p la c e  a t  s c h o o l o n : 

 

Da te : XXXX 
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Tim e : XXXX  

 

I wo u ld  a n tic ip a te  th a t th is  m e e tin g  is  like ly to  ta ke  a ro u n d  30  m in u te s . At th is  m e e tin g  I will a ls o  e n s u re  

th a t yo u r le g a l re s p o n s ib ilitie s  a re  c le a rly e xp la in e d  to  yo u .  

 

Sh o u ld  yo u  n o t  b e  a b le  to  m a ke  th is  m e e t in g , p le a s e  le t th e  s c h o o l kn o w a s  it  m a y b e  p o s s ib le  to  re a rra n g e  

to  a  m o re  c o n ve n ie n t  tim e . Ho we ve r, if n o t, th e n  th e  m e e tin g  will s till g o  a h e a d  in  yo u r a b s e n c e  a n d  I will 

le t yo u  kn o w th e  o u tc o m e , in c lu d in g  a n y a c tio n s  p u t in  p la c e . 

 

On c e  a g a in , p le a s e  b e  a wa re  th a t a lth o u g h  th is  is  a  fo rm a l m e e tin g , its  m a in  p u rp o s e  is  to  s u p p o rt yo u  in  

h e lp in g  to  im p ro ve  yo u r c h ild ’s  a tte n d a n c e . Th e s e  m e e tin g s  h a ve  p ro ve d  to  b e  ve ry s u c c e s s fu l in  th e  p a s t  

a n d  I fe e l p o s itive  th a t we  c a n  wo rk to g e th e r s u c c e s s fu lly. 

 

Of c o u rs e , a s  a lwa ys , if yo u  wis h  to  d is c u s s  th is  fu rth e r, p le a s e  fe e l fre e  to  c o n ta c t  m e . 

 

Yo u rs  s in c e re ly,  
 
 

J a g  Sin g h  
Ed u c a tio n  We lfa re  Offic e  
 
 
 
 
Ap p e n d ix 9  –  Atte n d a n c e  Pa n e l Me e tin g  In vite  Le tte r 
 
 

 

 

De a r Pa re n t/ Ca re r 

 

Re : At t e n d a n c e  Pa n e l Me e t in g  XXXXX 

 

Fo llo win g  o u r re c e n t  Sc h o o l Atte n d a n c e  Re vie w Me e t in g  to  lo o k a t wa ys  to  im p ro ve  XXX’s  a tte n d a n c e , I a m  

d is a p p o in te d  to  n o te  th a t  th e re  h a s  b e e n  n o  s ig n ific a n t  im p ro ve m e n t s in c e  th e n , a n d  th a t  XXX’s  c u rre n t 

a tte n d a n c e  is  X%.   

 

It  is  a n  o ffe n c e  ( c o n tra ry to  Se c t io n  4 44  o f Th e  Ed u c a tio n  Ac t  19 9 6 )  fo r a  p a re n t to  fa il to  e n s u re  th e ir c h ild ’s  

fu ll t im e  e d u c a tio n  –  th e  m a xim u m  p e na lty fo r s u c h  a n  o ffe n c e  m a y b e  u p  to  £ 2,500  p e r p a re n t a n d / o r 

th re e  m o n th s  im p ris o n m e n t. I h a ve  re q u e s te d  a  fo rm a l Atte n d a n c e  Pa n e l Me e tin g  to  s u p p o rt yo u  in  

e n s u rin g  th a t yo u  m e e t yo u r le g a l re s p o n s ib ility. Th is  m e e tin g  will ta ke  p la c e  a t  s c h o o l o n : 

 

Da te : XXXX 
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Tim e : XXXX 

 

It is  ve ry im p o rta n t th a t yo u  a tte n d  th is  m e e tin g  a s  fa ilu re  to  d o  s o  m a y re s u lt  in  a c tio n  b e in g  a g re e d  

with o u t yo u r c o n s e n t.   

 

Sh o u ld  yo u  re q u ire  fu rth e r in fo rm a tio n  o r wis h  to  d is c u s s  th is  fu rth e r, p le a s e  fe e l fre e  to  c o n ta c t m e . 

 

Yo u rs  s in c e re ly,  

 

 

 

J a g  Sin g h  

Ed u c a tio n  We lfa re  Offic e r 

 
 
 
 
 
 
 
 
 
 
Ap p e n d ix 10  –  Atte n d a n c e  Pa n e l Re vie w Me e tin g  In vite  Le tte r 
 
 
 

 

 

De a r Pa re n t/ Ca re r,  

 

Re : At t e n d a n c e  Pa n e l Re v ie w  Me e t in g  XXXXX 

 

Fo llo win g  o u r re c e n t  Atte n d a n c e  Pa n e l Me e tin g  to  lo o k a t  wa ys  to  im p ro ve  XXX’s  a tte n d a n c e , I a m  

d is a p p o in te d  to  n o te  th a t  th e re  h a s  b e e n  n o  s ig n ific a n t  im p ro ve m e n t s in c e  th e n , a n d  th a t  XXX’s  c u rre n t 

a tte n d a n c e  is  XX%. 

   

As  p re vio u s ly e xp la in e d  to  yo u , it  is  a n  o ffe n c e  ( c o n tra ry to  Se c t io n  444  o f Th e  Ed u c a tio n  Ac t  19 9 6 )  fo r a  

p a re n t to  fa il to  e n s u re  th e ir c h ild ’s  fu ll tim e  e d u c a tio n  –  th e  m a xim u m  p e n a lty fo r s u c h  a n  o ffe n c e  m a y 

b e  u p  to  £2,50 0  p e r p a re n t a n d / o r th re e  m o n th s  im p ris o n m e n t.  

 

I h a ve  re q u e s te d  a  fo rm a l Atte n d a n c e  Pa n e l Re vie w Me e tin g  to  s u p p o rt yo u  in  e n s u rin g  th a t yo u  m e e t  

yo u r le g a l re s p o n s ib ility, a n d  I will a ls o  in vite  a  re p re s e n ta tive  o f th e  Lo c a l Au th o rity to  a tte n d  th is  m e e tin g . 

Th is  m e e tin g  will ta ke  p la c e  a t s c h o o l o n :    

 



 22 of 21 

Da te : XXXX 

 

Tim e : XXXX 

 

It is  ve ry im p o rta n t th a t yo u  a tte n d  th is  m e e tin g  a s  fa ilu re  to  d o  s o  m a y re s u lt  in  a c tio n  b e in g  a g re e d  

with o u t yo u r c o n s e n t.   

 

Sh o u ld  yo u  re q u ire  fu rth e r in fo rm a tio n  o r wis h  to  d is c u s s  th is  fu rth e r, p le a s e  fe e l fre e  to  c o n ta c t m e . 

 

Yo u rs  s in c e re ly,  

 

 

 

J a g  Sin g h  

Ed u c a tio n  We lfa re  Offic e r 
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