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Introduction and Background 

 
Laindon Park Primary School & Nursery recognises that positive behaviour and good 
attendance are essential in order to raise standards of pupil attainment and to give every 
child/young person the best educational experience possible. If children are not in school, 
they cannot be educated. 
 
This policy is written with the above statement in mind and underpins our school ethos to: 

• promote children’s welfare and safeguarding 

• ensure every pupil has access to the full time education to which they are entitled 

• ensure that pupils succeed whilst at school 

• ensure that pupils have access to the widest possible range of opportunities at school and 
further education.  

 
For our children to gain the greatest benefit from their education it is vital that they attend 
regularly, and punctually, every day the school is open. Our School expects all pupils to 
attend 96% or more of their possible sessions, and to only miss school if the absence is 
unavoidable. Absence from school has a direct impact on educational attainment:  
  
Any absence affects the pattern of a child’s schooling and regular absence will seriously 
affect their learning. Any pupil’s absence or late arrival disrupts teaching routines and so may 
affect the learning of others in the same class. Ensuring a child’s regular attendance at school 
is a parental responsibility; permitting absence from school without good reason is a 
criminal offence, as defined by the Education Act (1996). 
 
This policy has been developed in consultation with school governors, teachers, local 
Headteacher Associations and the Local Authority. It seeks to ensure that all parties involved 
in the practicalities of school attendance are aware and informed of attendance matters in 
school and to outline the school’s commitment to attendance matters. It details the 
responsibilities of individuals and groups involved and the procedures in place to promote and 
monitor pupil attendance. 
 
Promoting Regular Attendance 
 

Laindon Park Primary School and Nursery School Attendance Definitions 

99-100%  Exemplary 

96-98% Satisfactory 

95%-91% Unsatisfactory 

90% and below Cause for concern – Persistent absentee 

 
Helping to create a pattern of regular attendance is the responsibility of parents, pupils and all 
members of school staff. 
 
To help us all to focus on this we will: 

• Provide parents/carers details on attendance in our newsletters 

• Report to parents/carers annually on their child’s attendance with the annual school report. 
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• Contact parents/carers should their child’s attendance fall below the school’s target for 
attendance. 

• Undertake additional intervention where necessary, in conjunction with Aquinas and the 
Local Authority’s Attendance Compliance Team, to ensure parents fulfill their 
responsibilities with regard to regular school attendance. 

• Celebrate excellent attendance by displaying and reporting individual and class 
achievements. 

• Reward good or improving attendance. 
 
Types of Absence 
 
Every half-day absence from school has to be classified by the school as authorised or 
unauthorised. It is only the school, and not parents/carers, who can authorise an 
absence. This is why information about the cause of any absence is always required, so that 
an informed decision can be made whether or not to authorise a pupil’s absence from school. 
Each half-day is known as a ‘session’ 
 
Authorised absences are sessions away from school for a genuine and unavoidable reason, 
such as illness (although you may be asked to provide medical evidence for your child before 
this can be authorised), medical or dental appointments which unavoidably fall in school time, 
emergencies or other unavoidable cause. Minor illnesses (colds, sore throat, headache, 
stomach ache etc) are not considered to necessitate absence from school and these 
reasons will not be routinely authorised (please refer to the NHS website for further 
guidance.  NHS - too ill for school?) 
 
Unauthorised absences are those which the school does not consider reasonable, were 
avoidable, and for which no ‘leave’ has been given. This type of absence can lead to legal 
proceedings, which may include issuing each parent with a Penalty Notice for £120, reduced 
to £60 if paid within 21 days or referring the matter to the Magistrates Court whereby each 
parent may receive a fine up to £2500 and/or up to 3 months in prison. If you are found guilty 
in court you will receive a criminal conviction. 
 
Unauthorised absence usually include: 
• Minor ailments.  
• Visiting relatives 
• Shopping 
• Birthdays 
• Looking after siblings 
• Truancy 
• Arriving at school too late to get a mark 
• Transport difficulties 
• Oversleeping 
• Minding the House 
• Unapproved holidays. 
  
This list is not exhaustive. 
 
 

http://www.nhs.uk/Livewell/Yourchildatschool/Pages/Illness.aspx
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School Attendance and the Law 
 
Under the 1996 Education Act, parents and carers are responsible for ensuring their 
children attend school regularly and punctually. Failure to do so could result in legal 
action being taken against them by the Local Authority. 
 
There is no longer any entitlement in law for pupils to take time off during the term to go 
on holiday. In addition, the Supreme Court has ruled that the definition of regular school 
attendance is “in accordance with the rules prescribed by the school”. Laindon Park School 
expects all pupils to attend 96% or more of their possible sessions. 
 
The Education (Pupil Registration) (England) Regulations 2006 were amended in September 
2013.  All references to family holidays and extended leave have been removed. The 
amendments specify that headteachers may not grant any leave of absence during term time 
unless there are "exceptional circumstances" and they no longer have the discretion to 
authorise up to ten days of absence each academic year. 
 
It is a rule of this school that a leave of absence shall not be granted in term time unless there 
are reasons considered to be exceptional by the headteacher1, irrespective of the child’s 
overall attendance.  Only the headteacher or his/her designate may authorise such a request 
and all applications for a leave of absence must be made in writing on the prescribed form 
provided by the school. Where a parent removes a child when the application for leave was 
refused or where no application was made to the school, the issue of a penalty notice may be 
requested by this school.  

Whilst any child may occasionally have time off school because they are ill, sometimes they 
can be reluctant to attend school. Parents are expected to contact school at an early stage 
and to work with school staff in resolving any problems together.  This is nearly always 
successful. If a parent thinks their child is reluctant to attend school then we will work with that 
family to understand the root problem and provide any necessary support. We can use 
outside agencies to help with this, such as the School Nurse, Local Authority Attendance 
Compliance Team, Aquinas, or a Child and Family Support Worker. 
 
Absence Procedures 
 
If a child is absent from school the parent/carer must follow the following procedures: 
 

• Contact the school on the first day of absence before 9.20 am. The school has an answer 
phone available to leave a message if nobody is available to take your call. Alternatively, 
parents can email the school to advise of their child’s absence. 

• Contact the school on every further day of absence, again before 9.20am 

• Ensure that your child returns to school as soon as possible and you provide any medical 
evidence if requested to support the absence. 

                                                        
1 At Laindon Park 'exceptional circumstances' will be interpreted as: 
“... being of unique and significant emotional, educational or spiritual value to the child which outweighs the loss 
of teaching time (as determined by the headteacher).” The fundamental principles for defining ‘exceptional’ are 
events that are “rare, significant, unavoidable and short”. By 'unavoidable' we mean an event that could not 
practicably be scheduled at another time. 
 



5 

 

 
 
Strategies for Promoting Regular Attendance 
 
The importance of good attendance is an integral part of the home/school agreement and 
expectations are made clear to parents within this agreement and this attendance policy. 
There is a clear, staged process for identifying and tackling irregular attendance, undertaken 
by the school’s internal attendance team, Aquinas and the Local Authority 
 
We will: 
 

• Telephone or text you on the first day of absence if we have not heard from you; however, 
it is your responsibility to contact us 

• Monitor every pupil’s attendance and patterns of absence on a weekly basis 

• Write to you if your child’s attendance falls below our expectations 

• Ensure all pupils have access to our internal pastoral support systems, via our Attendance 
officer 

• Invite you to attend a School Attendance Meeting to discuss the situation with our pastoral 
team or Aquinas 

• Conduct unannounced home visits to ensure a pupil’s welfare 

• Conduct pupil interviews 

• Work co-operatively with external agencies to deal with problems of irregular attendance.  

• Pupils who have been absent for an extended period of time will be reintegrated back into 
school through a structured and individually tailored programme. 

• Undertake legal intervention in the form of legal warning letters and penalty notices via 
Aquinas 

• Refer the matter to the Local Authority for relevant legal sanctions if attendance 
deteriorates following the above actions 

• Promote regular attendance through termly celebration assemblies, attendance certificates 
and rewards. 

 
Aquinas 
 
Parents are expected to contact school at an early stage and to work with the school staff in 
resolving any problems together.  This is nearly always successful. If difficulties are not 
resolved in this way, the school may refer the child to Aquinas. Aquinas works alongside the 
school’s internal attendance team to help the school promote good attendance and reduce 
absence, including persistent absence, and to act early to address patterns of absence.  
 
They conduct weekly attendance reviews for all pupils, identify individual concerns and 
recommend the appropriate action. The process of intervention implemented by Aquinas is 
solely designed to overcome any identified barrier to a student’s school attendance without 
the need for legal action. The process is primarily aimed to work with pupils and parents to 
firstly inform them the concern, then engage with them to identify and resolve any barriers 
affecting attendance. It is only where all support-centred measures have failed to make an 
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impact and the unauthorised absences continue, that legal action in the form of a penalty 
notice will be considered. 
 

• Penalty Notices issued to challenge unauthorised absence from school can be issued 

to each parent, totaling £120 per parent, per child. However, if paid within 21 days of 

issue, payment is reduced to £60. Penalty notices will be issued in accordance with the 

Essex County Council Code of Conduct. There is no statutory right of appeal against 

the issuing of a penalty notice. If the penalty is not paid in full by the end of the 28 day 

payment period, the Local Authority’s Attendance Compliance Team will investigate 

prosecution under s.444(1) Education Act 1996 for failing to ensure the regular school 

attendance of a child. 

Aquinas is a member of the National Association of Social Workers in Education (NASWE), 
and is accredited by Essex Police under the Community Safety Accreditation Scheme (CSAS) 
with the power to issue penalty notices. The legal enforcement aspect of their role, is 
however, secondary to their priority of finding a positive support-centred response to any 
identified barrier to the good school attendance of every pupil. 
 
 
Attendance Compliance Team (Local Authority) 
 
The Local Authority carries out statutory duties to ensure parents/carers fulfil their legal 
requirements in relation to school attendance. The school may refer a student to the LA 
where attendance remains a concern following intervention by Laindon Park and Aquinas. 
The Local Authority will work with schools and families to address serious attendance issues. 
However, if attendance fails to improve, legal action as outlined below may be taken against 
parents/carers. 
 
Under the 1996 Education Act, parents and carers are responsible for ensuring their children 
attend school regularly and punctually. Failure to do so could result in legal action being taken 
against them by the Local Authority: 
 
• Parents who are found guilty of being in breach of the Education Act with regards to 
attendance may be taken to court and face fines of up to £2500 and/or 3 months’ 
imprisonment. 
 
• The Local Authority can also use court proceedings to seek an Education Supervision Order 
to be placed on the child. 
 
• During these court proceedings, the magistrates may consider issuing a Parenting Order, 
which would include parents attending mandatory parenting skills sessions 
 
 
 
Lateness 
 
Poor punctuality is not acceptable. If a child misses the start of the day they can miss work 
and do not spend time with their class teacher getting vital information and news for the day. 
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Late arriving pupils also disrupt lessons, can be embarrassing for the child and can also 
encourage absence. Good time-keeping is a vital life skill which will help our children as they 
progress through their school life and out into the wider world. 
 
How we manage lateness: 
 
The school day starts at 8.45 am for Reception and KS1 and 8.55 am for KS2 when 
children can begin to come into school.  Registers are taken at 8.55 am (Reception and 
KS1) and 9.05 (KS2) and your child will receive a late mark ‘L’ if they are not in by that time.  
Children arriving after 9.05 am are required to come in to school via the school office. The 
parent/carer will provide a reason for their lateness which is recorded on SIMS.  
 
At 9.20am the registers will be closed. In accordance with the Regulations, if your child 
arrives after that time they will receive a mark that shows them to be on site ‘U’, but this will 
not count as a present mark and it will mean they have an unauthorised absence. This may 
mean that you could face the possibility of being issued with a Penalty Notice if the problem 
persists. We expect parents and staff to encourage good punctuality by being good role 
models to our children and celebrate good class and individual punctuality.  
 
Children Missing from Education 
 
Pupils who have been missing from school without explanation from parents for a period of 
ten consecutive days are considered by the school and the Local Authority to be a Child 
Missing from Education (CME). The Education (Pupil Registration) (England) (Amendment) 
Regulations 2016, Regulation 4, requires schools and Local Authorities to jointly make 
reasonable enquiries to locate a child who is missing from school, although investigations will 
be undertaken by the school before the statutory ten-day period. 
 
 
Safeguarding 
 
Patterns of absence, level of parental contact and pre-existing welfare concerns will be 
monitored and analysed in order to ensure the safeguarding of our pupils. 
 
Safeguarding interventions, in line with our Safeguarding Policy, such as unannounced home 
visits by school and Aquinas staff, referrals to Essex Police for Police Welfare Checks and 
referrals to the Local Authority for CME investigations will all be considered and, where 
appropriate, undertaken in order to ensure the safeguarding of all our pupils. 
 
 
Coronavirus Addendum 2020/21 
 
We are committed to meeting our obligations with regards to school attendance by: 

• Supporting parents/carers and pupils who are concerned about the return to school due 
to coronavirus 

This addendum applies from the start of the autumn term 2020 until the end of the 2020/21 
academic year. It sets out changes to our normal attendance policy, and should be read in 
conjunction. Unless covered here, our normal attendance policy continues to apply.  
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We may need to amend or add to this addendum as circumstances or official guidance 
changes. We will communicate any changes to staff, parents and pupils. 

 

Guidance and definitions   
 

This policy meets the requirements of the Department for Education’s (DfE’s) guidance on 
school attendance during the 2020/21 academic year.  
 
 This addendum reflects the latest advice from the DFE and LA 
 
Where we refer to ‘close contact’, this means:   
 

 Direct close contacts: face-to-face contact with an infected individual for any length of time, 
within 1 metre, including being coughed on, a face-to-face conversation, or unprotected 
physical contact (skin-to-skin) 

 Proximity contacts: extended close contact (within 1 to 2 metres for more than 15 minutes) 
with an infected individual 

 Travelling in a small vehicle, like a car, with an infected person 

This definition is from the DfE’s guidance on full reopening for schools (see number 9 in ‘the 
system of controls’).  

 

Attendance expectations 
   
It is mandatory for all pupils of compulsory school age to attend school unless: 

 They have been granted an authorised absence by the school in line with section [Types 
of absence] of our normal attendance policy  

 They cannot attend school due to specific circumstances related to coronavirus (see 
section 4, below) 

 
Where ‘non-attendance in relation to coronavirus’ applies  
 

We will only accept ‘non-attendance in relation to coronavirus’ in circumstances where a 
pupil’s travel to, or attendance at, school would be: 

 Against guidance from Public Health England and/or the Department of Health and Social 
Care relating to the incidence of coronavirus or its transmission 

 Prohibited by any legislation or statutory directions relating to the incidence of transmission 
of coronavirus  

Pupil develops symptoms or lives with someone who does  

The pupil’s parent/carer must notify the school on the first day that their child needs to self-
isolate. The pupil will stay at home until they or the symptomatic person they live with 
receives their coronavirus test results.  

https://www.gov.uk/government/publications/school-attendance/addendum-recording-attendance-in-relation-to-coronavirus-covid-19-during-the-2020-to-2021-academic-year
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
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If the pupil’s test result is negative: the pupil will return to school when they feel well and 
no longer have symptoms similar to coronavirus. They should continue to stay at home if they 
remain unwell (i.e. with a different illness).  

If the person the pupil lives with tests negative: the pupil will stop self-isolating and return 
to school  

 

Pupil or a ‘close contact’ of theirs receives a positive test result 

The pupil’s parent/carer must notify the school about the positive test result as soon as 
possible by telephone or email. 

Pupils who test positive must self-isolate for at least 10 days from the onset of symptoms, and 
must only return to school when they no longer have symptoms (other than a cough or a loss 
of sense of smell or taste).  

If a member of the pupil’s household or a ‘close contact’ tests positive, the pupil must self-
isolate for 14 days. The pupil must do this from when the member of their household first had 
symptoms, or the day the pupil last met with the ‘close contact’ who received the positive 
result.  

See the definition for ‘close contact’   

 

Pupil has to quarantine after travel abroad  

The parent/carer must notify the school if their child has to quarantine after travel to a country 
that is not on the government’s exemptions list.  

The pupil must quarantine for 14 days on their arrival to the UK and return to school 
thereafter.  

 

Pupil is required to shield during a local lockdown  

The parent/carer will notify the school if they are advised by the government to stay at home 
and will provide proof of their shielding letter by sending a scan to 
admin@laindonpark.essex.sch.uk or a photocopy to the school address.   

The pupil will stay at home until the shieling measures in the local area are paused. Once the 
shielding measures are lifted, we will contact the pupil’s parent/carer to set the expectation 
that they can return to school.  

 

Remote learning provision 

If a pupil is not attending school because of circumstances related to coronavirus, but where 
the pupil is not ill, the school will provide the pupil access to remote education and a learning 
pack will be sent home.  

The following is a list of websites that the pupils have access to. Their individual passwords 
for these sites are provided by the class teacher and can be found in the pupil’s reading diary. 

https://www.gov.uk/guidance/coronavirus-covid-19-travel-corridors#countries-and-territories-with-no-self-isolation-requirement-on-arrival-in-england
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• Bug club 

• My Maths 

• SPAG.com 

• TT rockstars  

• Google classroom 

• Phonics play  

• Power maths  

In addition to these sites the children can also access lessons on the Oak National Academy 
and BBC Bitesize. 

We will keep a record of, and monitor, pupil engagement with remote learning, but we will 
not track this information in the attendance register. 

 

Recording attendance 
 

Unable to attend for reasons related to coronavirus (see appendix 1 for the relevant 
absence codes and when we will use them) 

 
Following up absence  
If a pupil does not attend because they, and/or their parent/carer are concerned about 
returning to school because of coronavirus, we will adopt a supportive and nurturing 
approach. This may involve a phone call /in-school appointment between the parent/carer and 
a member of the attendance team to explain the protective measures the school is taking to 
keep pupils safe 

Legal sanctions 

Where school-based interventions have been explored, including referrals to Aquinas but 
attendance remains a concern we will contact the Attendance Specialist Team to discuss next 
steps and the appropriateness of a referral for penalty notices/prosecution.  

 

Monitoring arrangements   
This policy will be reviewed as guidance from the LA or Department for Education is updated, 
and as a minimum every 2 months during term time by Mrs Jeffries- Attendance officer. At 
every review, it will be approved by the full governing board. 

 

 
 
Summary 
The school has a legal duty to promote good attendance and prepare pupils for their lives 
beyond school. Equally, parents have a legal duty to ensure that their children attend school 
regularly. All staff are committed to working with parents and students, as this is the best way 
to ensure the highest level of attendance for our school community, and the best outcomes 
for our pupils. 
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Appendix 1: pupil absence codes  
The following codes are taken from the DfE’s addendum to their school attendance guidance 
for the 2020/21 academic year. If not covered here, our normal attendance codes apply.   

Code Definition Scenario 

X 
Not attending in 
circumstances relating to 
coronavirus (COVID-19) 

Pupil has to self-isolate because they 
have symptoms or live with someone 
who does, and are waiting for their test 
results 

I Illness 
Pupil remains unwell following a negative 
test result (i.e. with a different illness) 

I Illness 
Pupil has to continue to self-isolate 
because they tested positive  

X 
Not attending in 
circumstances relating to 
coronavirus (COVID-19) 

Pupil has to self-isolate (for 14 days) 
because someone they live with tested 
positive  

X 
Not attending in 
circumstances relating to 
coronavirus (COVID-19) 

Pupil has to self-isolate (for 14 days) 
because they are a close contact of 
someone who tested positive  

X 
Not attending in 
circumstances relating to 
coronavirus (COVID-19) 

Pupil has to quarantine (for 14 days) 
after a trip to a non-exempt country 

X 
Not attending in 
circumstances relating to 
coronavirus (COVID-19) 

Pupil is required to shield in the case of a 
local lockdown, or lives with someone 
who is required to shield 

X 
Not attending in 
circumstances relating to 
coronavirus (COVID-19) 

Pupil is asked not to attend in the case of 
local lockdown 

 
 


