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This policy should be read in conjunction with the DfE guidance, ‘Working Together to Improve 

School Attendance’. 

 

At Daisyfield Primary School we are committed to helping all children thrive and achieve our mission 

statement of ‘Dream, Believe, Achieve.’ Good attendance and punctuality are an integral part of the 

education process and ensures that children have the best start in life. Missing school can have a 

negative impact on the social, academic and long-term future for our children. The school works 

closely with children, staff, parents, governors and the Educational Inclusion Officer to promote 

procedures for good attendance.  

 

Our Attendance Lead in school is Mrs Vicky Collier, School Business Safeguarding Manager and Mrs 

Mohamed, School Secretary, collates attendance data and issues any letters to parents in accordance 

with this policy. Please also refer to Appendix 3 – Summary of Responsibilities.  

 

Whilst it is the legal responsibility of parents to ensure their child attends school regularly, barriers to 

accessing education can sometimes be complex so it is vital school and work together and that school 

provide a supportive environment where are pupils want to be and are ready to learn. 

 

All those involved with the child should work together to:  

 

 



 

AIMS 

• To ensure all pupils attend school on time, every day. 

• Achieve a minimum of 96+% attendance for each child.  

• Reduce absence, including persistent absence.  

• To maintain a high overall percentage attendance of pupils at school. 

• Act early to address patterns of absence.  

• To make attendance and punctuality a priority for all those associated with the school. 

including pupils, parents, teachers and governors. 

• To develop a framework, which defines agreed roles and responsibilities and promotes 

consistency in carrying out designated tasks.  

• To provide early help, advice and guidance to parents and pupils.   

• To develop a systematic approach to gathering and analysing attendance related data. 

• To develop a positive and consistent communication between home and school. 

• To promote effective partnerships with the Educational Inclusion Service. 

 

 

ROLES AND RESPONSBILITIES  

The Governing Board 

The Governing Board is responsible for:  

• Promoting the importance of school attendance. 

• Making sure school leaders fulfil statutory duties. 

• Regularly reviewing and challenging attendance data.  

• Monitoring attendance figures for the whole school.  

• Making sure staff receive adequate training on attendance. 

• Holding the headteacher to account for the implementation of this policy.  

 

The Headteacher 

The headteacher is responsible for:  

• Implementation of this policy.  

• Monitoring school-level absence.  

• Monitoring the impact of any implemented attendance strategies.  

• Issuing fixed penalty notices.  

 



 

The Designated Senior Leader Responsible for Attendance 

The designated senior leader is responsible for:  

• Leading attendance across the school. 

• Offering a clear vision for attendance improvement. 

• Evaluating and monitoring expectations and processes. 

• Evaluating and monitoring school and pupil attendance and punctuality data, including 

vulnerable groups.  

• Devising specific strategies to address areas of poor attendance identified through data. 

• Issuing attendance letters and arranging meetings with parents to discuss attendance issues. 

• Setting and monitoring parent support plans.  

• Signposting families to early help.  

• Providing regular attendance reports to school staff 

• Implementation of this policy.  

 

The designated senior leader responsible for attendance is Mrs Vicky Collier and can be contacted 

via email at vicky.collier@daisyfield.blackburn.sch.uk 

 

Class Teachers 

Class teachers are responsible for:  

• Recording attendance on SIMS on a daily basis using the correct codes. 

• Promoting attendance through supporting whole school attendance strategies.  

• Reporting any patterns or absence concerns to the Attendance Lead.  

 

School Office Staff 

School office staff will:  

• Take calls from parents / retrieve voicemails from parents on a day to day basis and record 

absences on SIMS 

• Conduct first day call backs to ascertain the whereabouts of a child who is absent.  

• Report any absence concerns to the Attendance Lead.  

 

Parents / Carers 

Parents / carers are expected to:  

• Make sure their child attends every day and on time.  
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• Call the school to report their child’s absence before 8.30am on the day of the absence, and 

each subsequent day and advise when they are expected to return.  

• Provide school with 2 emergency contact numbers for their child.  

• Ensure that, where possible, appointments for their child are made outside of the school day.  

• Keep school updated with changes to contact details.  

 

Inclusion Officer (Blackburn with Darwen)  

• The Educational Inclusion Officer works with the school on a regular basis to monitor 

attendance figures.  

• If a child develops an attendance problem it is the school’s responsibility to inform the 

Educational Inclusion Officer.  

• The Inclusion Service works in partnership with the school through a system of regular 

monitoring meetings and will become involved in cases of non-attendance where school 

initiatives have failed to have an impact.  

 

 

PROCEDURES FOR ENSURING GOOD ATTENDANCE 

• Children start school at 8.40am and finish at 3.15pm. The school gates open at 8.30am. 

• Teachers should ensure the registers are completed by 9am and 1.05 pm 

• Parents should explain all absences on the first day of absence and are advised to leave a 

message on the pupil absence line before 8.30 am or contact Mrs Mohamed, School Secretary. 

Parents are asked to contact the school office and not send messages via Dojo.  

• If an absence has not been explained to the school office then a call will be made to the 

parents. Second and third emergency contacts will be contacted if no clarification can be 

found.  

• If an absence is still not clarified by 10.30am, a home visit may be carried out by two members 

of staff (at least one member of SLT).  Home visits may also be carried out if there are concerns 

around a child’s attendance / safeguarding concerns.  A welfare visit will be carried out if a 

child has been absent for 3 days.  

• Absences can either be authorised or unauthorised. It is usually the Head Teacher or Deputy 

Head Teacher who will make a judgement on whether the absence is authorised or 

unauthorised.  

• If a class teacher or the school office is uncertain about the nature of a child’s absence, they 

should discuss the absence with the Head Teacher/Deputy Head Teacher. 



 

• If absences further persist, a formal meeting is held with parents and the Headteacher. Actions 

are put in place and regular monitoring will take place to ensure improved attendance.  

• Medical/Dental Appointments – These appointments should be arranged out of school time. 

If, however, an appointment must take place during school time, parents must bring an 

appointment card in to school to be photocopied and kept on file.  

 

 

MONITROING AND ANALYSING ATTENDANCE 

First Day Response  

Parents are requested to telephone the absence line to report any pupil absence. The absence line is 

checked throughout the day and teachers informed. The School Secretary will check registers and 

contact any family that has not informed school of their child’s absence.  

 

Termly  

Parents of children whose attendance has fallen below 96% in a term will receive a letter regarding 

their child’s attendance. Meetings with parents and support plans will be put in place where 

appropriate.   

A meeting will take place between school and the allocated EWO to discuss absences below 90% and 

persistent absences. They will discuss what actions have taken place to support the child / family and 

improve attendance.  

Attendance data is shared with Governors.  

 

The Attendance Lead will: 

• Monitor attendance and absence weekly at a class and school level. 

• Monitor attendance and absence data half termly, termly and weekly at an individual pupil 

and group level (Pupil Premium, SEND, Boys, Girls). 

• Conduct checks as appropriate on pupils who are causing a concern. The class with the best 

overall attendance during that half term is rewarded with a non-uniform day.  

• Analyse data regularly to identify pupils or cohorts who may require support with attendance 

or punctuality. 

• Look at emerging patterns of attendance and absence and develop strategies to address these 

patterns.  

• Use data to monitor and evaluate the impact of interventions that have been put in place.  

• Issue letters to parents / carers where required.  



 

LATENESS AND PUNCTUALITY  

• Children who arrive after the register closes at 9am will be classed as late.  

• A late comer will be recorded in the late book by the school secretary and recorded and 

marked on SIMS as late (L) with the reason and number of minutes late.  

• End of day punctuality is also carefully monitored.  

 

 

PROMOTING GOOD ATTENDANCE AND PUNCTUALITY 

Parents are informed about the importance of good attendance, through: 

• Initial meeting for reception parents and ‘Meet the Teacher’ meetings at the start of each 

academic year.  

• Report attendance figures to parents in the child’s end of year report. 

• Each week, the class with the best attendance is rewarded in Achievement Assembly. Classes 

with 100% attendance will be rewarded with extra playtime. 

• Celebrate the most improved attendance in classes or individual children.  

• Reward children with 100% attendance at the end of each term and school year.  

• Promote attendance and punctuality on our school website and newsletter.  

• By letter/phone in cases of poor attendance. 

• Meetings with the Headteacher in cases of continued poor attendance.  

• Children are made aware of the importance of good attendance through PSHE lessons.  

 

Punctuality  

• End of day punctuality is also monitored carefully.  

• A late comer will be recorded in the late book by the school secretary and recorded and 

marked on SIMS as late (L) with the reason and number of minutes late.  

• If a child arrives late but before 9.30am, this will be recorded as L, if a child arrives after 

9.30am, this is recorded as U. 

 

 

CHILDREN WHO ARE ABSENT FROM EDUCATION  

In accordance with Keeping Children Safe in Education 2023, All staff should be aware that children 

being absent, particularly repeatedly, can act as a vital warning sign of a range of safeguarding 

possibilities. This may include abuse and neglect, which may include sexual abuse or exploitation and 



 

can also be a sign of child criminal exploitation including involvement in county lines. It may indicate 

mental health problems, risk of substance abuse, risk of travelling to conflict zones, risk of female 

genital mutilation, ‘honour’-based abuse or risk of forced marriage. Early intervention is essential to 

identify the existence of any underlying safeguarding risk and to help prevent the risks of a child going 

missing in future. It is important that staff are aware of their school’s or college’s unauthorised 

absence and children missing from education procedures. 

 

School are required to inform to Local Authority about the details of:  

• All children who are believed to have moved out of the Blackburn with Darwen (BwD) 

geographical area after the school has undertaken reasonable enquiries (to be completed 

within 10 school days) and the child’s whereabouts have still not been confirmed.  

• Children who have been absent without the school’s permission for a continued period of 10 

days (excluding cases of parentally condoned truancy which have already been referred to the 

Inclusion Officer)  

• Children who have failed to return to school for 10 days beyond the expected return date 

following a leave of absence period. 

• Children who have relocated abroad. 

• All Gypsy Romany Traveller children who school believes have gone travelling without 

securing prior agreement and/or confirming a return date. 

• Children who are withdrawn from school, but parents are unwilling or unable to say where or 

how their child will continue to be educated.  

 

In a case of children absent from school, the school needs to make reasonable enquires and the 

attendance lead must:  

• Obtain as much information as possible from parents before relocation. 

• Maintain contact with parents following relocation. 

• Confirm admission with the receiving school. 

• Make a home visit if possible. 

• Make general enquiries amongst friendship groups. 

• Establish contact with all named people on the child’s record. 

 

 

 

 



 

Circumstances when a CME notification is not required:  

• Those children who move out of the BwD are and their whereabouts has been confirmed – 

these children will be reported to the Local Authority using a ‘Deletion from School Roll 

Notification’ form  

• In ‘truancy’ cases where a child’s unauthorized absence has already been formally referred to 

the Inclusion Officer  

• Children with long-term medical or mental health needs whose absence has been verified by 

a health professional. 

 

 

DISCRENTIONARY LEAVE OF ABSENCE  

School follow Blackburn with Darwen Guidance, ‘Considering Applications for Discretionary Leave of 

Absence During Term Time in Exceptional Circumstances’.  

 

Discretionary leave is only authorised in exceptional circumstances and headteachers no longer have 

the right to authorise family holiday during term time. If parents feel they have an exceptional 

circumstance they must: 

 

• Complete a Discretionary Leave Form (available from the office)  

• Meet with the Headteacher to discuss the amount of time required, dates and reason for the 

absence  

 

Regulation 7 of the Education (Pupil Registration) (England) Regulations 2013 has been amended to 

prohibit the proprietor of a maintained school from granting leave of absence to a pupil except where:  

• An application has been made in advance by parents / carers and 

• The proprietor considers there are exceptional circumstances relating to the request.  

 

 

Criteria for Applications for Discretionary Leave of Absence 

It is a requirement that the Local Authority Discretionary Leave of Absence form is complete in 

advance by parents / carers when requesting absence from school.  

 

When considering applications for leave, Headteachers must now:  

• Be satisfied that the individual circumstances warrant leave. 



 

• Consider the frequency of any such requests, the pupil’s attainment, overall attendance and 

ability to catch up on missed lessons 

• Determine the number of days, if any, a child can be away from school.  

 

Examples of exceptional circumstances which could justify approval include:  

• members of the armed forces who are returning home from active duties  

• emergency services personnel (Police, Ambulance, Fire and Rescue) who are unable to take 

leave at certain times of the year  

• other employees who are prevented from taking family holidays outside term-time, e.g. a 

parent working abroad on a fixed time-period contract  

• the death of an immediate family member, e.g. parent, sibling or grandparent  

• an extended family that wishes to spend time together for support during a time of acute crisis  

• a child or parent/carer receiving medical treatment abroad  

• families who can evidence that they have experienced genuine disruption to their originally 

agreed return travel plans, e.g. severe weather conditions or civil unrest. 

 

Procedure for requesting Discretionary Leave of Absence: 

In the first instance an appointment should be made to meet with the Headteacher.  The parent/carer 

making the application must complete the relevant paperwork which is available from the school 

office (see appendix). The Headteacher will meet with the parent(s) to discuss the application, with 

the understanding that the final decision on the status of the application – authorised absence or 

unauthorised – lies with the discretion of the Headteacher.  

 

For all absences of 5 days and above, a penalty notice of £60 per parent may be issued by the Local 

Authority once the family has returned. The penalty notice is at the discretion of the Headteacher. 

For all absences of 10 days and above notification to the Inclusion and Place Planning Team is needed 

immediately.  

 

It is the responsibility of parents of registered pupils of compulsory school age to ensure that their 

child attends school regularly. If the child fails to attend regularly at the school then the parent is guilty 

of an offence under s444 (1) of the Education Act 1996.  

 

By law, parents do not have an automatic right to withdraw pupils from school for a holiday. 

Parents/carers always have to get permission from the Headteacher beforehand and the Headteacher 



 

always has the final decision on whether an application for discretionary leave of absence will be 

authorised.  

 

Failure to return to school within 5 days of an agreed return date: Fixed penalty notice of £60 per 

child, per parent. Where a child has failed to return to school for 10 days beyond the expected return 

date, all reasonable enquiries are made for a CME referral.  

 

The Governors of Daisyfield Primary School recommend that parents/carers should always try to use 

existing school holidays for taking family holidays abroad. 

 

 

PERSISTENT AND SEVERE ABSENCE  

If a child misses 10% or more of school (1 day or more a fortnight across a school year), schools and 

local authorities should work together to remove any barriers and reengage pupils. A child who is 

severely absent (missing 50% of school or more), may find it more difficult to be in school and are 

likely to need more intensive support across a range of partners.  

 

If all avenues of support have been facilitated by school, local authority and other partners, and the 

appropriate educational support or placements (e.g. an Education and Health Care Plan) have been 

provided but absence continues, it is likely to constitute neglect. School and the local authority should 

be conscious of potential safeguarding issues in these cases.  

 

School and the Local Authority have a duty to focus on patterns of severe and persistent absence and 

monitor this daily. Pupils and / or cohorts should be identified as quickly as possible for targeted 

support.  

 



 

 

 

 

 

 

 

 

 

 

 



 

ATTENDANCE AND LEGAL INTERVENTION  

As absence is so often a symptom of wider issues a family is facing, schools, trusts and local authorities 

should always work together with other local partners to understand the barriers to attendance and 

provide support. Where that is not successful, or is not engaged with, the law protects pupils’ right to 

an education and provides a range of legal interventions to formalise attendance improvement 

efforts, and where all other avenues have been exhausted, enforce it through prosecuting parents. 

Attendance legal intervention can only be used for pupils of compulsory school age and decisions 

should be made on an individual case by case basis. 

 

 

 

 

 

 



 

Appendix 1 

First Stage Parent Attendance Letter 

 

 
 
 
. 
Dear Parent/Carer of:          
 
Re: Attendance Concern  
 
 
As part of our commitment to improving the attainment of our pupils we monitor attendance on a regular basis and identify any 
pupil whose attendance causes concern. We are therefore writing to express concern with your child’s current level of 
attendance: 
 

Overall School Attendance           

 
We do recognise that some absences are unavoidable. We can offer support through our school nurse and there is useful 
information on our school website regarding child illnesses.  
 
Please contact me if you wish to discuss your child’s attendance or how we can support you to improve your child’s attendance. I 
will continue to monitor this and hope we can work together to improve his / her overall attendance.  
 
 
 
 
Yours sincerely, 
 
 
 
 
Mrs V Collier 

School Business Safeguarding Manager  

 



 

Second Stage Parent Attendance Letter  

 
 
 
Dear Parent/Carer,             

Attendance – Meeting Request for  

As part of our commitment to improving the attainment of our pupils we monitor attendance on a regular basis and identify any 

pupil whose attendance causes concern. We are therefore writing to you due to your child’s current level of attendance: 

Overall School Attendance % 
 

This means that (Name)  has missed xxx session/s.  

We would like to discuss this matter with you and an appointment has been made at xxx on (date) at school with (name). At this 

meeting we would like to agree a plan to work together to improve your child’s attendance and support you where we can. We 

will also discuss requirements associated with further absences.  

Please contact me or the school office to confirm your appointment.  

 

Thank you for your support.  

 
 
Yours sincerely, 
 
 
 
 
Mrs V Collier 

School Business Safeguarding Manager  

 



 

Third Stage Parent Attendance Letter 

 

 
 
Dear Parent/Carer,         

Attendance Concern 

As part of our commitment to improving the attainment of our pupils we monitor attendance on a regular basis and identify any 

pupil whose attendance causes concern. We are therefore writing to you due to your child’s current level of attendance: 

Overall School Attendance % 

Of which Authorised Absence is % 

Of which Unauthorised Absence is % 
 

We would like to discuss this matter with you as a matter of importance.  An appointment has been made on (DATE/TIME) at 

school. At this meeting we would like to agree a plan to work together to improve your child’s attendance. We will also discuss 

requirements associated with further absences. This may include evidence for all further absences such as: 

• Medical certificate 

• Appointment card 

• Hospital letter 

• Medicine labels (this will be photocopied and kept on file) 

 

We will also discuss referring your child into the Inclusion Team at Blackburn with Darwen Council and how to support you 

further.   

Please contact me or the school to confirm you will be attending the meeting. 

 

Yours sincerely, 
 
 
 
 
Mrs V Collier  

School Business Safeguarding Manager   

 



 

Appendix 2 

Attendance and Absence Codes 

/ \  Present in school  / = AM  \ = PM 

L Late arrival before the register is closed  

C Leave of absence granted by the school  

H Leave of absence for the purpose of a family holiday granted by the school 

E Excluded but no alternative provision made 

I Illness (not medical or dental appointment) 

M Medical or dental appointment 

R Religious observance  

S Study leave 

T Traveller absence 

G Holiday not granted by the school or in excess of the period determined by the school 

N Reason for absence not yet provided  

O Absent without authorisation  

U Arrived in school after registration closed  

D Dual registered at another school  

B Off-site educational activity  

J Interview with prospective employers, or another educational establishment 

P Participating in a supervised sporting activity  

V Educational visit or trip 

W Work experience  

Y Unable to attend due to exceptional circumstances  

 

Administrative Codes 

X Non-compulsory school age pupil not required to be in school 

Z Prospective pupil not on admission register 

# Planned whole or partial school closure  

  

 

 

Please refer to guidance, ‘Working Together to Improve School Attendance’ for further information 

and guidance.  



 

Appendix 3   

Summary of Responsibilities 

 

 

 



 

 

 

 

 



 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Appendix 4  

Discretionary Leave Form and Blackburn with Darwen Guidance  

 


