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Introduction 
 
Redriff Primary School is committed to ensuring that all of our pupils reach their full educational potential. 100% 
attendance at school is a fundamental part of ensuring that all students achieve their potential. As such, achieving full 
attendance from all students is a priority for the school. This means all students attending school, on time, and ready to 
learn, every day. This policy incorporates the updated DfE statutory guidance, ‘Working together to improve school 
attendance’, effective as of 19th August 2024. 
 
Aims of the Attendance Policy 

● To improve the overall percentage attendance of students at school. 
● To make attendance and punctuality a priority for those associated with the school including students, parents, 

teachers and governors.  
● To provide support, advice and guidance to parents/carers and students. 
● To develop a systematic approach to collating and analysing attendance related data. 
● To further develop positive communication between home and school. 
● To maintain a system of rewards and sanctions. 
● To work effectively with the Education Welfare Service and other services and agencies. 
● To monitor and review the policy. 

 
 
Legal Framework 
 
Under Section 7 of the Education Act 1996, parents are responsible for ensuring that children of compulsory school age 
receive full-time education. A child is of compulsory school attendance age until the last Friday in June of the school year 
in which they reach the age of sixteen. Under Section 444 of the Education Act 1996, parents who do not ensure a child’s 
regular attendance are guilty of an offence under the law. This also applies to parents who know that a child is not 
attending school regularly and fail to ensure that they do. The definition of parents includes all natural parents, whether 
they are married or not, or any person who has parental or day to day responsibility for the child.  
 
Expectations of Parents and Pupils 
 
Parents should:  
 

 Ensure their child attends on each day that the school is open.  

 Provide an emergency contact number for more than one person. 

 Maintain stable routines at home to support with attendance and punctuality. 

 Contact the school as soon as possible when a child must be absent from school. 

 Avoid unnecessary absences, such as non-emergency medical or dental appointments during school hours. 

 Inform the school of any changes in circumstances which may impact on a child’s attendance 

 Work directly with the school to address any barriers to the child’s attendance. 

 Request leave of absence only in exceptional circumstances. 
 

The expectation is that pupils attend school on time, every day, and within this: 
 

 Attend all lessons. 

 Speak to a member of staff if they are experiencing any difficulties which may impact their attendance.  
 
Requests for absences due to appointments must be made at least 48 hours in advance of the date of the requested date 
of absence. Requests for any other leave of absence, including to attend family events or any other exceptional leave, 
should be made in writing to the Headteacher one month in advance. 
 



 
 

 
 

Responsibilities of Schools and Governing Bodies 
 
It is the responsibility of parents to ensure that their children attend school every day. The governing body supports the 
school with discharging its responsibilities by way of attendance. The governing body does this by 1) Ensuring that the 
policy is applied consistently and fairly, 2) Meeting regularly and reviewing attendance figures with senior staff, and 3) 
Checking that school leaders fulfill their statutory duties and adhere to all attendance related school policies.  
 
Within this framework, the school will: 
 

 Upload the attendance policy on the school website. 

 Complete daily admission and attendance registers. 

 Develop a whole school culture which promotes the benefit of full attendance. 

 Devise and embed a robust daily process to follow-up any absence.  

 Designate a senior leader to have overall responsibility for championing and improving attendance. 

 Work with the local authority to support children and families in cases where attendance is a concern.  

 Engage with children’s social care in cases where low attendance is a safeguarding concern.  

 Implement any SEND supportive requirements. 

 Monitor each child’s attendance and intervene as appropriate where attendance may be a concern. 
 
Attendance Targets 
Attendance targets are set annually and Redriff Primary School will ensure that absence and punctuality is monitored 
regularly. Our attendance target is 97%. 
 
Whole school data will be shared weekly with all Assistant Headteachers for Phase and Phase Leads, staff and termly with 
parents via the school newsletter and individual data during parent meetings. This will reinforce the commitment of the 
school to promote high levels of attendance. 
 
 
Absence Management 
 
If a child is absent from school, the parent must contact the school by phone on 020 7237 4272, by email at 
attendance@redriff.southwark.sch.uk, by the PA Connect (our parent App) going to absence reporting on the contents 
page, or by visiting the school Reception in person. Unless a reason for absence is given (within five days of the missed 
session) it will be recorded as ‘Unexplained’, Code N. If a child is absent, and there has been no contact between home 
and the school, the school will follow the process below. 
 

Absence Day School Action 

Day 1 and 2 School will send a text message to Priority 1 parent. School will then follow up with a phone call 

to the parent if there is no response to this message.  School will then follow up by contacting 

all contacts.  A home visit may take place. 

Day 3 School will text, call and email the Priority 1 parent. School will then follow up by contacting all 
contacts. A home visit may take place. The absence will be referred to the Educational Welfare 
Officer. 

Day 4 School will text, phone and email all contacts. A home visit may take place. A welfare check may 
be made by a social worker or other external agency. 

Day 5 School will text, phone and email all contacts. The Local Authority will be informed so that joint 
enquiries can be made to establish the whereabouts of the child via the Child Missing in Education 
protocol. 

 



 
 

 
 

Absence from school can only be ‘Authorised’ or ‘Unauthorised’. Unauthorised absences are those which are unexplained, 
or that the school does not consider acceptable, and for which no leave has been granted. This will usually be marked by 
‘G’, ‘N’, ‘O’, ‘U’. This absence can lead to a school initiating formalised attendance actions under the terms of the Education 
Act. Authorised absences are those which the school has approved, in line with the absence request protocol.  
 
Penalty notices (otherwise known as “fines”) 
 
The following additions apply to the absence management process, in line with provision made within the updated 
statutory guidance, effective as of 19th August 2024. 
 

 The threshold for issuing penalty notices is 10 unauthorised sessions (consecutive or cumulative) in a 10-week 
period. This is equivalent to 5 school days in a 10-week period. This threshold is applicable across all schools, in 
all counties, nationwide. 

 The penalty fine is £160 per child, per parent, and £80 if paid within 21 days. If a second penalty fine is issued to 
the parent within a 3-year period, the fine will remain at £160, with no option to pay the lower rate of £80.  

 If a parent commits a third offence within a 3-year period, the Local Authority will consider other available 
enforcement options. 

 Schools are empowered to act, via the Local Authority when it appears that parents may be gaming the threshold 
criteria. An example of this would be a scenario whereby a child regularly misses 9 sessions, but not 10 sessions, 
within a 10-week period.  
 

The school will close registers within 30 minutes of them opening. Children who are not present on-site by the time that 
registers close are automatically recorded with a U-code, which is classified as ‘Unauthorised Absent’.  
 
In addition to the above, there are other circumstances in which absence will not be authorised without medical evidence 
or other evidence of exceptional circumstances These include: 
 

 The first month of the school year. 

 During mock and official examinations. 

 During the first and last week of a half-term. 

 When a pupil’s previous attendance in the academic year was 95% or below. 

 Two of more days of illness related absence.  
 
Medical and dental appointments should not be booked during the school day. If, in exceptional circumstances, absence 
for a medical appointment has been approved, you should collect your child as close to the time of the appointment as 
possible and return them to school for the rest of the school day. The student should only be out of school for the minimum 
amount of time necessary for the appointment. In most circumstances, a child should not miss a whole day of school for 
an appointment. No pupil will be allowed to leave the school without parental confirmation. Please note that medical 
appointments for students whose attendance is below 96% will only be authorised in exceptional circumstances.  
Redriff Primary School recognises the importance of authorising absence for family bereavements and religious 
observance days. These must be agreed in advance, with the school, unless such prior agreement is waived by the school 

(at its sole discretion) under exceptional circumstances and provided that authorisation for absence is requested promptly 
and successfully obtained. 
 

Punctuality/ Lateness 
 
Lateness is considered to be an equally serious issue as absence, and if a child is late after the close of the register they 
can accrue unauthorised late marks (U) which will affect a pupil’s overall attendance percentage. Children who are late to 
school are monitored in the same way as persistent absence.  
 



 
 

 
 

Stage 1: If a pupil is late on three or more occasions within a term a letter will be sent to the parent/ carer expressing 
concern and reminding them of school opening times.  
 
Stage 2: Following any further lates or if a pupil is late for 6 or more occasions a formal punctuality concern letter is raised.  
 
Stage 3: If punctuality continues to be a concern then the same processes as persistent absence will be followed. This 
could include parents/ carers being invited in for a school meeting and may be referred to the School Education Welfare 
Officer or Southwark Early Help.  
 
Special Educational Needs 
We recognise that for some children with complex and significant additional needs, coming to school may present 
additional challenges and that this can lower attendance and punctuality.  For these children we use extensive skills from 
the SEND and pastoral team to develop a unique plan to help support children and their families.  We may reach out to 
the EWO or to the Southwark attendance or SEND teams to support families. 
 
 
Attendance Monitoring 
 
All schools are required to monitor the attendance of all pupils. When a pupil’s attendance figure starts to fall, the school 
will take appropriate action to improve a child’s attendance. This may include: 
 

 Speaking to parents to find out if there is any support the school can offer to improve attendance. 

 Referring to the school Education Welfare Officer 

 Asking parents to sign an attendance contract. 

 Referring the child to Early Help or other external agencies. 

 Further referral to the Local Authority for referring penalty notices or to consider prosecution.  
 
In some specific cases, to improve a child’s attendance, the school may consider implementing a reduced timetable. This 
intervention will only be used as part of a comprehensive package of support for the pupil, and it will be reviewed regularly 
in partnership with the child, parent and any other relevant professionals working with the family. This strategy will not 
be used to manage a child’s behaviour.  
 
Statutory Framework 

 
This policy has been devised in accordance with the following legislation and guidance: 
 
-The Education Act (1996) and (2002) 
-The Children Act (1989) 
-Working Together to Improve School Attendance (2024) 

-Keeping Children Safe in Education, DfE (September 2024). 
 
 
 
 
 
 
 
 
 
 
 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2


 
 

 
 

 
Appendix 1 
 
Designated Staff at Redriff Primary School 
 

Role Name 

Senior Attendance Champion Alison Farrar 

Pastoral Co-ordinator Emily Arnold 

Attendance Administration James Knight 

Named Governor/Trustee for Attendance Kathrin Hanki 

 
Appendix 2 
 
Timings of the school day. 
 

Gates open 08:40 

Classroom doors opens 08:50 

Classroom doors close 09:00 

AM Register Opens 08:55 

AM Register Closes 09:30 

PM Register Opens 12:55 

PM Register Closes 13:30 

 
 

Letters and Forms- Please see appendices below 
 
Appendix 3: Concerning Absence, Below 97% 
 

Attendance Concerns  
Dear «salutation»,  
 
Re: «forename» «surname», «reg» 
 
Further to the conversation we had on [DATE], I am writing to inform you that as part of Redriff Primary’s 
commitment to improving the attainment of our pupils, we monitor attendance regularly and identify any pupil 
whose attendance causes concern. The school believes that to ensure the best outcomes for every child, good 
attendance is essential, and it is of course a legal requirement. 
The government has sent out updated statutory guidance to schools, which came into effect on 19th August 2024, 
to support schools in ensuring that students attend school on time, every day. All schools are required to consider 
a fine of £160 when a child has missed 10 sessions (equivalent to 5 school days) for unauthorised reasons within a 
rolling 10-week period.  
So far, «chosen_forename» has recorded «total_unauthorised_absences» unauthorised sessions and 
<<total_authorised_absences>>. Therefore, «his__her__their» attendance has fallen below our required target of 
97% and is considered concerning at «percentage_attendance»%.  I’ve attached a copy of «chosen_forename»’s 
attendance record. While the registration certificate may show that your child’s absence is due to illness and has 
been authorised by the school, I am still obliged to write to you, informing you of your child’s attendance in line 
with the school’s attendance policy and procedures. 



 
 

 
 

It is crucial that «chosen_forename» attends school every day otherwise this will lead to lost learning of which 
cannot be made up by those that are absent 
The table below shows that absence from school is a serious issue. Please note the following percentages and days 
are for the end of an academic year: 

97% - 100% 0-5 days off Best chance of academic success 

96.9% - 95.1% 6-7 days off Risk of underachievement 

95%-93% 8-12 days off Greater risk of underachievement 

92.9%-90% 13-19 days off Severe risk of underachievement 

89.9% and below 20+ days off Extreme risk - Persistent absentee 

 
We will continue to monitor «chosen_forename»’s attendance and will only authorise any further absences if 
provided with valid medical evidence.  Should «chosen_forename»’s attendance not improve, I will contact 
you to discuss their attendance further.  
 
We know that you want the best for your child and this means ensuring that they are in school as much as 
possible. We would really appreciate your support with this and if you would like to discuss the matter or any 
other issue relating to your child’s attendance, please do not hesitate to contact me. 
 
Yours sincerely,  
 

 
Alison Farrar 
Deputy Headteacher 
  
 
Appendix 4: Term Time Leave Request Unauthorised 
 

DATE 
 
Dear Parent/Carer, 
We are writing following your recent request for term time leave. Unfortunately, we are unable to authorise 
the absence requested. This is because, the reasons provided do not qualify as an exceptional circumstance 
and therefore, we are unable to grant permission for authorised term time leave, under the strict guidance 
that all schools follow.  
Our Attendance Policy is clear, we cannot and will not authorise leave of absence for family holidays or any 
other reason, unless there are exceptional circumstances or medical grounds. In such cases where there is an 
exceptional circumstance this must be supported with suitable evidence. If you have further supporting 
documentation or evidence that could support your request, then please submit at your earliest convenience.  
In order to fulfil our safeguarding duty to your child, we must be notified if your child is going to be absent 
from school.  We ask that you continue to communicate any reasons for absence so that we can ensure that 
your child is offered appropriate support following any absence.   



 
 

 
 

As your request has been denied it is important that you carefully consider the impact of taking the requested 
leave.  From February 27th 2004, the Anti-social Behaviour Act 2003 has been law in England and Wales. This 
Act contains a new provision for tackling poor attendance and punctuality at school called Penalty Notices. 
From August 2024 Schools have to follow new government guidance from the DfE called ‘Working Together to 
Improve Attendance’.  
This means that for pupils with unauthorised absence from school (that is any absence that the school has not 
given permission for) their parents may be subject to a Fixed Penalty Notice of £80 - £160. Penalty Notices are 
issued for each parent of each child and the amount of the penalty will be £160 to be paid within 28 days, 
reduced to £80 if paid within 21 days. Failure to pay the penalty in full at the end of the 28 day period may 
result in prosecution by the Attendance Service. 
This new power is in addition to any existing legal sanctions available to the Local Authority to enforce regular 
attendance at school. Therefore, the wider powers available under the Education Act 1996 to prosecute 
parents in the Magistrates’ Court for failing to ensure their child’s regular attendance at school remain. 
 If you decide to still take the term time leave requested I will expect your child to return to school on [DATE] 
as mentioned in your request. 
Please support us in helping your child to attend school every day unless they really are too ill to attend.  Good 
attendance is vital to your child’s progress and future life chances. We appreciate that some leave is 
unavoidable but would ask you to consider carefully the impact of any absence on your child’s education and 
reconsider your plans where possible.  
If you wish to discuss this further, please do get in touch with myself or another member of the attendance 
team.   
Yours sincerely, 

 
 
Alison Farrar 
Deputy Headteacher 
 
Appendix 5: Unauthorised Leave No Request Made 
 

DATE 
 
Dear Parent/Carer, 
We are writing following the term time leave taken between [DATE and DATE]. Unfortunately, we are unable 
to authorise the absence. This is because, the reasons provided do not qualify as an exceptional circumstance 
and therefore, we are unable to authorise the term time leave, under the strict guidance schools have to 
follow.  
Our Attendance Policy is clear, we cannot authorise leave of absence for family holidays or any other reason, 
unless there are exceptional circumstances or medical grounds. In such cases where there is an exceptional 
circumstance this must be supported with suitable evidence. 
In order to fulfil our safeguarding duty to your child, we must be notified if your child is going to be absent 
from school.  We ask that you continue to communicate any reasons for absence so that we can ensure that 
your child is offered appropriate support following any absence.   
As your leave was unauthorised we will need to follow the guidance set out by the Department for Education.  
From February 27th 2004, the Anti-social Behaviour Act 2003 has been law in England and Wales. This Act 
contains a new provision for tackling poor attendance and punctuality at school called Penalty Notices. From 



 
 

 
 

August 2024 Schools have to follow new government guidance from the DfE called ‘Working Together to 
Improve Attendance’.  
This means that for pupils with unauthorised absence from school (that is any absence that the school has not 
given permission for) their parents may be subject to a Fixed Penalty Notice of £80 - £160. Penalty Notices are 
issued for each parent of each child and the amount of the penalty will be £160 to be paid within 28 days, 
reduced to £80 if paid within 21 days. Failure to pay the penalty in full at the end of the 28 day period may 
result in prosecution by the Attendance Service. 
This new power is in addition to any existing legal sanctions available to the Local Authority to enforce regular 
attendance at school. Therefore, the wider powers available under the Education Act 1996 to prosecute 
parents in the Magistrates’ Court for failing to ensure their child’s regular attendance at school remain. 
Please support us in helping your child to attend school every day unless they really are too ill to attend.  Good 
attendance is vital to your child’s progress and future life chances. We appreciate that some leave is 
unavoidable but would ask you to consider carefully the impact of any absence on your child’s education and 
reconsider your plans where possible.  
  
If you wish to discuss this further, please do get in touch with myself or another member of the attendance 
team.   
Yours sincerely, 

 
 
Alison Farrar 
Deputy Headteacher 
 
Appendix 6: EWO Meeting Letter 
 
Dear «salutation» 
Meeting with the Education Welfare Officer 
 
 
Re: «forename» «surname», «reg» 
 
«chosen_forename»’s ongoing irregular attendance at Redriff Primary so far this academic year is causing serious concern 
as «his__her__their» attendance is currently «percentage_attendance»% with «total_unauthorised_absences» 
unauthorised sessions. That equates to [number of days] and [number of missed lessons] since [insert Sept date].   
I would therefore like to invite you to attend a formal meeting to discuss this matter in more detail. The meeting will be 
held on:  
Date:      Time:  
At the meeting, we will be keen to hear about any barriers or issues that you feel may be preventing «chosen_forename»’s 
regular attendance to work with you and support you in addressing these.  As part of the meeting, it may be helpful to 
complete a parenting/school attendance contract so that we can formalise and agree on how we can best work together 
to try and resolve any issues to help improve «chosen_forename»’s attendance. 
If ,for any reason, you cannot attend this meeting and need to request an alternative date or time or would like to discuss 
anything of urgency affecting «chosen_forename»’s attendance before this meeting date, don't hesitate to get in touch 
with me as below.  
I look forward to working with you to support «chosen_forename»’s attendance. 
Yours Sincerely, 
 



 
 

 
 

Name of EWO 
Title 
Email address 
 
*Please be advised that parents and carers are responsible by law for ensuring that their children attend school regularly 
and are not absent without good reason. Failure to do so is an offense under section 444 of the Education Act 1996. The 
Local Authority may issue you with a Penalty Notice if your child is absent from school for at least 10 sessions of 
unauthorised absence within a rolling 10-week period. There is no right of appeal against a Fixed Penalty Notice. If this is 
not paid the Local Authority can proceed to prosecution. 
 
Appendix 7: Attendance Contract 
 

Attendance Contract 
An attendance contract is a formal written agreement between a parent and the school 
to address irregular school attendance.  An attendance contract is not legally binding 
and can be ceased by either the school or the parent at any time.  It allows a more formal 
route to secure engagement with support.  An attendance contract is not a punitive tool, 
it is intended to provide support and offer an alternative to prosecution. 

Attendance Meeting 
Date/time of meeting  

Location  

 

Pupil  

Year group and 
class 

 

 

Parental 
responsibility 

Full name Tick if 
present 

Parent 1  ☐ 

Parent 2  ☐ 

Grandparent  ☐ 

Carer  ☐ 

Other  ☐ 
 

First language  Interpreter? ☐ 
 

Attendees Full name Job role 

School 
representative 

  

School 
representative 

  

Other attendee   



 
 

 
 

Other attendee   

Other attendee   
 

Current attendance 
% 

 

Actions taken to 
date to improve 
pupil’s attendance 

 

Reasons for pupil’s 
absence (any 
barriers to 
attendance, support 
needs) 

 

Specific targets of 
our plan.  What we 
aim to do and by 
(date) 

 

I/We (the parent(s)) 
agree to … 

 

Timescale  

Date for review 
meeting 

 

 

Agreeing to the contract 
Consent by parent(s) 
I/We have agreed to this Attendance Contract and will: 

(a) Work with the school as detailed above to improve my/our child’s school 

attendance 

(b) Carry out what we have promised to do 

I/We also agree to information being shared with other professionals and agencies as 
required 
I/We understand that if my child has any unauthorised absence from school in the 
next: 

 

a Penalty Notice or prosecution may follow without further warning. This 
agreement may be given as part of the evidence. 
 

Attendee Signature 

Parent/s  

School 
representative 

 



 
 

 
 

Pupil  

Other attendee  

 
 
 
Appendix 8: Pastoral Support Attendance Plan  
 

Pastoral support attendance plan 
Date/time of meeting  

In person ☐ Online ☐ Phone ☐ 

 

Pupil  

Year group and 
class 

 

 

% attendance (year to date)  % unauthorised absence  

%attendance (previous 
year) 

 % unauthorised absence  

 

Purpose of meeting: to work together to improve pupil’s attendance and to explore any 
barriers impeding attendance and provide support. 
 

Parent/Carer name  

First language  Interpreter? ☐ 
 

Attendees Full name Job role 

School 
representative 

  

School 
representative 

  

 

Summary of school 
interventions to date 
 

 

Summary of outside 
agency support to 
date 

 

 

Other professionals Current involvement 
(Name/date) 

Previous involvement 
(Name/date) 

Family Early Help   

Social Care (CiN/CP)   



 
 

 
 

CAMHS   

Medical/Nursing   

SEND   

Other   
 
 
 
 

Current risk factors/barrier to attendance 
Issue raised Yes No Issue raise Yes No 

1. Alleged bullying ☐ ☐ 5.Peer/Staff 
relationships 

☐ ☐ 

2. Behaviour/Attitude ☐ ☐ 6. Academic/SEND ☐ ☐ 

3.Home-related 
difficulties 

☐ ☐ 7. Medical needs ☐ ☐ 

4.Transport ☐ ☐ 8. Other ☐ ☐ 

Comments 
 
 
 
 
 

Pupil voice 
(If you net with the pupil on a separate occasion, please include the date) How does the pupil feel about school? 
What is going well? What do they not like about school? What are their perceived barriers? How do they find getting 
to school? What do they think would improve their school experience? Which staff members are they receptive to, 
or have a good relationship with?   

 
 
 
 

 
Action agreed 
Please write in details as this forms part of your evidence of interventions and support 
 

What does the pupil need to support 
them? e.g. referrals to other agencies, amendments 

to timetable/school day/lunchtime arrangements etc. 

Aims/Objectives of implementing 
intervention/support 

 
 
 
 
 

 



 
 

 
 

 
 
Example: pupil needs an alternative route into school. 
Have a named staff member to be there to meet them at 
the main gate to the playground and walk them to 
registration 

Example: to make pupil feel more comfortable coming 
into school.  To enable a fresh, positive start to each 
school day. To make the time before school more 
manageable for parent 

 
Did you discuss Family Early Help 
support? 

 

Was support accepted or declined?  

 
 
 
Appendix 9: Exceptional Leave Form 
 

EXCEPTIONAL LEAVE REQUEST FORM 
 
 
This form is for parents to complete when requesting a period of exceptional leave from the school. As per the 
school’s policy, requests for exceptional leave should be made one month in advance of the requested leave 
date. Please note that the approval of any absence request is at the sole discretion of the Headteacher or Deputy 
Headteacher. Failure to make a request for Leave of Absence in advance will result in the absence being 
recorded as unauthorised. The final decision made by the Headteacher or Deputy Headteacher will be 
communicated to you by the Attendance Team.  

Student Name and 
Year Group. 
 
 
 

 

Date Requested From: 

 
 

Date Requested To: 

 
 

Reason for Exceptional Leave Request 

 
 
 
 
 

Parent Contact Details: 
 
 
 

“I understand that unless considered an “exceptional circumstance” at the Headteacher’s 
discretion, authorisation will not be given. Any leave without authorisation will be recorded as an 
unauthorised absence and the Attendance Team will be informed. The Local Education Authority will 
be notified and a financial penalty or court action may be taken against myself and any other legally 
responsible parent or carer. I am also aware that in some circumstances if my child(ren) do/does not 
return to school after an authorised absence, the school has the right to remove my child’s(ren’s) 
name/s from the school roll.’’ 

Signed: 
(Parent/Carer) 

 

Date:  



 
 

 
 

 

For Office Use Only 

Decision by 
Headteacher: 

AUTHORISED/UNAUTHORISED 

Headteacher 
Comments: 

 

Signature of 
Headteacher: 

                                  Date:  

Action by EWO: FPN to be issued:                     YES / NO 

 

 
 
 
 
Appendix 10: Leave of Absence Request 
 

ABSENCE REQUEST FORM 
 
This form is for parents to complete when children are being taken out of school for a given day. Ordinarily, this 
would be for events such as medical appointments, which the parent has been unable to arrange outside school 
hours. Please note that the approval of absence requests for medical appointments is at the discretion of the 
Deputy Headteacher or Headteacher. Please also note the following section from the school’s Attendance 
Policy: 
 
“Medical and dental appointments should not be booked during the school day. If, in exceptional circumstances, 
a medical appointment has been approved, you should collect your child as close to the time of the appointment 
as possible and return them to school for the rest of the school day afterwards. The student should only be out 
of school for the minimum amount of time necessary for the appointment. In most circumstances, a child should 
not miss a whole day at school for an appointment.” 

First Name:                                        Last Name: 
 

Class: 

 

Date of Request: 
 

Date of Appointment: 

Time of Departure from School 
 

Time of Return to School: 

 

Reason for Absence:  
Please attach the corresponding evidence relating to the request for leave. 
 
 
 

 

 



 
 

 
 

 

Parent/carer signature: 
 

 

Print name: 
 

 

This form must be completed, and returned, to the school with a minimum of 48 hours of notice. 
Where permission is not granted for your child to be absent, this will be treated as unauthorised 
absence.  
 

For Office Use Only 

Action by Staff (initials)  

Date Form received:   

Decision made by staff  AUTHORISED/UNAUTHORISED       Date:  

 
 

 
Appendix 11: Late Letter 1  

Date 
 
Dear Parent/Carer, 
 
Re: CHILD’S NAME punctuality to Redriff Primary School 
 
We are writing to express our concern regarding your child’s punctuality to school.  It has been noted that 
they have been late on three or more occasions this term. 
 
We do appreciate that slow traffic and other factors can contribute to children being late for school but please 
be aware it can be disruptive for children when they are late.  When pupils arrive late they miss out on 
essential input and guidance given at the beginning of the lesson.  This can significantly reduce achievement, 
regardless of academic ability. 
 
Our school gates are open at 8:45am and the school day begins promptly at 9:00am, or 9:15 for Early Years 
Foundation Stage, at which time we expect all children to have settled into their classroom, ready to learn. 
 
We would therefore be grateful if you would support the school by improving in this area and helping your 
child to develop better punctuality. 
 
Yours sincerely, 
 
The Attendance Team 
 

Appendix 12: Late Letter 2 



 
 

 
 

Dear Parent/Carer, 
 
Re: CHILD’S NAME punctuality to Redriff Primary School 
 
Following our correspondence on DATE, we are writing to express our continued concern about your child’s 
punctuality to school.  It has been noted that you child has been late on XX occasions so far this term. 
 
We do appreciate that slow traffic and other factors can contribute to children being late for school but please 
be aware it can be disruptive for children when they are late.  When pupils arrive late they miss out on 
essential input and guidance given at the beginning of the lesson.  This can significantly reduce achievement, 
regardless of academic ability. 
 
Our school gates are open at 8:45am and the school day begins promptly at 9:00am, or 9:15am for Early Years 
Foundation Stage, at which time we expect all children to have settled into their classroom, ready to learn. 
 
We will monitor your child’s punctuality during the coming weeks and if they are late on a further three or 
more occasions within this period we will schedule an appointment to meet with you to make a plan of how to 
improve the situation. 
 
We would appreciate your support in improving this current trend in your child’s punctuality.  Please discuss 
this matter with your child and do not hesitate to contact us if you wish to discuss any ways that the school 
could help on 020 7237 4272. 
 
 
 
Yours sincerely, 
 
The Attendance Team  
 

Appendix 13: Late Letter 3 

DATE 
Dear, 
 
Re: CHILD’S NAME punctuality to Redriff Primary School 
 
We are writing as our previous concerns letters have not led to the necessary improvement in your child’s 
punctuality to school. 
 
As stated in the letter sent on XX we have now scheduled a meeting to discuss the reasons for your child’s 
lateness to school and to look at ways we can support you in improving your child’s punctuality on: 
 
Date:  
Time:  
Venue: Redriff Primary School 
Attendees: Emily Arnold-Kinsey (Pastoral Coordinator), Alison Farrar (Deputy Headteacher) 
 



 
 

 
 

If there should be any difficulty in making the appointment, please contact the school office on the number 
above and ask to speak with someone from the Attendance Team. 
 
We look forward to seeing you then, and working with you to address barriers to ensuring that your children 
are able to attend school on time. 
 
Yours sincerely, 
 
The Attendance Team 
 
Appendix 14: Attendance Codes 
 

Attendance Codes 

Codes for Authorised Absence 

 

 

 

 

 

Code / - present at school (morning session) 

Code\ - present at school (afternoon session) 

Code I – pupil is unable to attend due to illness (both physical and 
mental health related).  Sickness, diarrhoea and temperature can 
be authorised for 48hrs before medical evidence is needed.  For all 
other illnesses medical evidence must be provided – N can be used 
while waiting for evidence, for up to 5 days 

Code M – absent due attending a medical or dental appointment.  
Appointment letter, email or text must be seen. Code should not 
be carried over to the afternoon session unless the appointment 
confirmation shows the appointment is all day  

Code R – pupil is absent on a day that is set exclusively apart for 
religious observance  

Code L – late arrival before the register is closed 
Register closes at 09:30am 



 
 

 
 

 

 

 

 

 

 

 

 

Code B – pupil is attending an offsite approved educational activity, 
that is not a sporting activity or work experience 

Code E – pupil is suspended 

Code x – only used for a session where a non-compulsory school 
aged pupil is not required to attend school 

Code J1 – pupil is absent for the purpose of attending an interview 
for admission to another educational institution 

Code C – absent due to exceptional circumstances (these need to 
be approved by Jo or Alison).  N code can be used as a holding 
code while seeking approval. 

Code C1 – participating in a regulated performance or undertaking 
regulated employment abroad 

Code C2 – absent due to pupil being subject to a part-time timetable 
(only to be used in exceptional circumstances) 

Code D – pupil is absent to attend another school at which the pupil 
is registered 

Code K – pupil is attending education provision arranged by the LA, 
e.g. alternative provision or as part of an EHCP.  School must 
record the nature of the provision (home tutoring, attending college 
courses etc.) 

Code V – attending an educational visit or trip, arranged by the 
school and supervised by a member of school staff 



 
 

 
 

 

 

 

 

 

 

 

 

Code P – absent due to participating in a sport activity 

Code Q – unable to attend school due to a lack of access 
arrangement related specifically to transport.  Where the LA has a 
legal duty to provide the pupil with transport but have not yet put it 
in place 

Code T – used when a parent is travelling for occupational purposes 
and the family has no fixed abode 

Code Y1 – unable to attend due to transport normally provided not 
being available 

Code Y2 – unable to attend due to widespread disruption to travel 
– local, national or international 

Code Y3 – unable to attend due to part of the school premises being 
closed e.g. a burst pipe closing part of the school 

Code Y4 – unable to attend due to the whole school being closed.  
It was expected to be open, every pupil listed in the register must 
be marked Y4 e.g. snow day 

Code Y5 – unable to attend as pupil is in criminal justice detention.  
A pupil was arrested, remanded awaiting trial or sentencing, or 
detained under a sentence of detention (not community service) 

Code Y6 – absent in accordance with public health guidance or law.  
To prevent the transmission of infection or disease 

Code Y7 – unable to attend due to other unavoidable cause. The 
pupil themselves is prevented from attending school not the parent.  
The nature of the cause must be recorded e.g. immigration 
detention 



 
 

 
 

 

Codes for Unauthorised Absence 

 
 
 

Code # - planned whole school closures, days between terms 

Code G – absent for the purpose of a holiday that has not been 
authorised by the school 

Code N – a holding code used until the correct absence code can 
be entered.  If the reason is not established within 5 school days, 
must be amended to code O 

Code U – pupil has arrived after the registration has closed. The 
register closes at 09:30am and 13:30pm 

Code O – absent due to other or unknown circumstances 


