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Introduction: 

 

The Rose School is committed to working with all parents/carers, pupils and its 

partner agencies to ensure that all children receive an education that maximises the 

opportunity to achieve their full potential. 

 

Non-attendance may be an indicator of issues or difficulties a child is experiencing. 

The impact of non-attendance and non-engagement with learning significantly 

increases gaps in knowledge and understanding and the likelihood of young people 

leaving school without securing a positive destination. For some life presents 

particular challenges which may impact negatively on attendance and 

engagement. Attendance at school therefore requires to be approached within the 

wider framework of inclusion and wellbeing, taking into account the holistic needs of 

the child. 

 

The Department of Education (DFE) guidance states that all schools should have 

effective systems and procedures for encouraging regular school attendance and 

investigating the underlying causes of poor attendance which should be set out in 

an attendance policy. These systems should be reviewed regularly and modified 

where necessary to reflect the circumstances of the school - as detailed in this 

policy. 

 

Current COVID 19 circumstances influence attendance expectations and 

Government are updating as the need arises. The Rose School will follow Statutory 

Guidance. 

 

Aims: 

 

At The Rose School we will: 

 

● Promote a culture across the school which identifies the importance of 

regular and punctual attendance. 

● Make attendance and punctuality a priority for all those associated with the 

school; including pupils, parents, teachers and governors. 

● Further develop positive and consistent communication between home and 

school. 

● Set targets to improve individual and whole school attendance levels, 

including statutory targets. 

 

 

 

 

 

 

Attendance Mission Statement: 

 



 

 

At The Rose School we will: 

 

● Ensure that all of its pupils receive full-time and bespoke education which 

maximises opportunities for each individual to realise his/her potential. 

● Strive to provide a welcoming, caring environment whereby each individual 

feels a sense of purpose, belonging, value, achievement and security. 

● Continually engage with pupils and families to ensure each pupil attends 

school regularly and punctually. 

● Establish an effective, efficient communication system to provide guidance, 

advice and support to pupils and parents in relation to all attendance related 

matters. 

 

Rights, Roles and Responsibilities: 

 

At The Rose School we have a procedural framework which includes specific 

guidance in relation to supporting regular and punctual attendance. The 

procedural framework defines agreed roles and responsibilities for: 

 

● Parent and Carers 

● Pupils 

● School Staff 

● Governors 

 

This procedural framework also includes guidance on: 

 

● Registration 

● Punctuality 

● What constitutes unauthorised absence 

● Systems for monitoring attendance and punctuality for pupils 

● Systems dealing with absence 

● Criteria and systems for referral to and working with the PAST Team 

● Systems for monitoring whole school attendance and action planning 

● Appropriate alternative curricular arrangements 

● Holidays in Term Time / Extended Leave 

 

Leave of Absence: 

 

Following the September 2013 amendment to The Education (Pupil Registration) 

(England) Regulations 2006, schools cannot authorise any leave other than in 

exceptional circumstances. In The Rose School the Head Teacher or the Deputy 

Head Teacher (in the absence of the Head Teacher) are the people authorised by 

the governing body to make this decision. If the leave is being requested for  

holiday, approval should be obtained prior to making any bookings. 

 

The Rose School actively discourages the taking of any holidays in term time. Any 

parents who wish to take leave of absence during term time, must formally request 



 

 

permission in writing from the Head Teacher (via the request form obtained from the 

school office). For ‘ exceptional reasons’ only (e.g Family Bereavement) absence 

may be approved during term time up to ten school days in any school year. 

Generally up to 5 days unauthorised absence per academic year would not trigger 

a fine. However 6 or more days would unless exceptional circumstances e.g going 

abroad for specialist medical treatment not available in this country. 

 

The Rose school will authorise one day’s leave per religious festival e.g EID but no 

more than 3 days in one academic year unless there are exceptional 

circumstances. Parents must request this leave in advance unless there are 

exceptional circumstances. 

 

Use of Penalty Notices: 

 

The Rose School will (unless there are exceptional circumstances) request that the 

Local Authority issue Penalty Notices in request of unauthorised absence. This 

includes Leave of Absence which are taken without a prior request being made and 

those taken after a prior request has been made and parents have been informed 

that the period of absence would be classed as unauthorised by the holiday being 

taken regardless of this advice. Generally up to 5 days unauthorised absence would 

not trigger a fine. However 6 or more days would, unless exceptional circumstances 

e.g going abroad for specialist medical treatment not available in this country. The 

Rose School will also request that the Local Authority issue a Penalty Notice for days 

taken in excess of the agreed period of leave without good reason (once again 

unless exceptional circumstances) 

 

Persistent Absence: 

 

The minimum attendance level which is expected by all pupils nationally is 95%. If an 

attendance falls below this level the school will consider whether it is appropriate to 

offer support in order to improve the situation or to make an allowance for 

exceptional circumstances ie: ill health or particular special needs applicable to the 

named pupil. 

 

Both local and central governments pay particular attention to reducing the 

number of pupils who fall into the absence category (PA). A pupil becomes a 

persistent absentee when their attendance falls below80% at any point during the 

school year; whether the absences are authorised or unauthorised.  

 

Families will be supported to improve attendance of their child by the school’s senior 

leadership team and direct support from the Family Support Worker or if appropriate 

the school’s mental health nurse. The support may involve the need for parents and 

children to agree to a parenting contract. Due to the seriousness of PA status it is 

highly likely that such cases will be referred to a local government attendance 

officer in the PAST Team. All absence (including persistent absenteeism) is reported 

to LCC through the termly ‘census’. 



 

 

 

Truancy: 

 

Truancy is being absent for any part of the day without permission or authorised 

reason. In addition to regular attendance The Rose School staff are concerned 

about each pupil’s safety, welfare and happiness. Therefore in the unlikely event 

that there is concern that a pupil might be truanting, parents are contacted 

immediately by phone and the Police contacted if truanting from school. The 

Deputy Head will talk to the pupil concerned to find out if there are any worries or 

problems in school that might make the child not want to attend. This information will 

be passed to the child's tutor and appropriate action taken. If this support does not 

improve the truancy with immediate effect clear bespoke plans will be negotiated 

between the pupil, parents and Deputy Head/Head Teacher. A pupil truancy may 

come to light through a truancy sweep which is a joint operation undertaken by the 

Police and Lancashire County Council.  

 

Children Missing from Education: 

 

A child missing from education is a potential sign of abuse or neglect. The following 

guidance is therefore adopted by The Rose School - based directly from Children 

Missing Education - Statutory Guidance for Local Authorities September 2016. 

 

The Rose School will enter pupils on the admission register at the beginning of the first 

day on which the school has agreed or been notified that the pupil will attend the 

school. If a pupil fails to attend on the agreed or notified date, tutor teams will 

undertake reasonable enquiries to establish the child’s whereabouts and consider 

notifying the local authority at the earliest opportunity. 

 

Where a pupil has not returned to school for ten days after an authorised absence 

or remains absent from school without authorisation for twenty consecutive days 

(with no grounds to believe that the pupil is unable to attend because of sickness or 

unavoidable cause) The Rose School can remove the pupil from the register. This will 

only take place once the school and the local authority have failed after jointly 

making reasonable enquiries have failed after jointly making reasonable enquiries to 

establish the whereabouts of the child. 

 

Monitoring, Analysis, Action Planning: 

 

The Rose School uses electronic systems for monitoring attendance at both 

individual pupils and whole school level and will analysis patterns and trends of non-

attendance to inform future action planning and target setting in respect of whole 

school attendance matters. In addition to the follow up of absences on a daily basis 

attendance is monitored weekly by the SLT team and issues are discussed and 

actions planned as part of the safeguarding team. 

 



 

 

Stage 1 

All pupils will have their attendance monitored on a weekly basis. Where a 

concern is raised over an individual’s attendance, parents will be issued with a 
letter setting out the school's concerns and a certificate of attendance. This is 

followed by a monitoring period of up to 4 weeks which can include phone calls, 
text messages and home visits by the FSW - all contact will be recorded. 

 

Stage 2 

Following an attendance review over a period of 4 weeks and if there is no 

significant improvement a home visit will be completed and a second letter will be 
issued informing parents that if any further absences are to be authorised then 

there needs to be medical evidence explaining the absence. 

Stage 3 

Pupils who have reached stage 2 of the attendance procedures will be closely 

monitored. A formal meeting will take place and weekly targets will be set - these 
will be monitored on a weekly basis. Parents will be issued with a ‘final notice’ letter 

informing them that failure to comply will result in possible prosecution by the Local 
Authority. 

Stage 4 

If all previous interventions have failed and following a final attendance review a 
letter will be sent out to notify parents that an attendance referral will be sent to 

the Local Authority for a prosecution to be pursued. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Quality Assurance Procedure: 

 

QA Process Action By Whom: When 



 

 

Attendance 
Meeting 

Overview of attendance 
for the week 

SBM/ Office 
Staff 

Weekly each 
Friday 

Calendared 

Attendance 

overview to SLT 

To identify any pupils at risk 

od PA 

SBM/Office 

Staff 

Weekly SLT 

Meeting 

Monitor changes to 

marks in registers 

Regular checks to be 

made on any marks being 
changed in registers 
ensuring all changed 

marks/codes have been 
annotated as follows: 

● The original entry 
● The amended entry 
● The reason for the 

amendment 
● The date on which 

the amendment 
was made 

● The name and 
position of the 
person making the 

amendment 

SBM/Office 

Staff 

Fortnightly 

random checks 

Code use check Ensure correct codes are 

used for absence 
particularly codes B and C 

SBM/Office 

Staff 

Weekly random 

checks 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

WHOLE SCHOOL ATTENDANCE PROCEDURAL FRAMEWORK 

 

This section of the document forms part of The Rose School Attendance Policy. It sets 

out the rights, roles and responsibilities for parents, pupils, school staff and Governors 



 

 

and the systems and procedures in place to identify how the school will deliver its 

aims in respect of regular and punctual attendance. It will be reviewed annually. 

 

The following is a summary of the rights, roles and responsibilities for individual groups 

of stakeholders: 

 

Parents are expected to: 

 

● Provide updated contact details 

● Contact school by telephone on the first day thor child is absent and with a 

clear reason for absence 

● Promptly return reply slips attached to letters sent home 

● Follow the procedures for requests fo Extended Leave of Absence 

● Attend school events, meetings (including Annual Reviews) and parents 

evenings 

● Support/participate in school activities 

 

Pupils are expected to: 

 

● Attend school regularly and punctually 

● Wear the correct school uniform  

● Have the correct equipment for PE and swimming 

● Be a positive member of the school community 

● Make the most of the opportunities school has to offer 

 

Pupils and Parent(s) can expect school to: 

 

● Have in place an accurate and efficient system for recording absence 

● Have designated staff who follow up enquiries if a pupil is absent without 

known cause 

● Offer appointments to discuss areas of concern 

● Treat information confidentially and with respect i.e shared only on a ‘need to 

know basis’ 

● Actively encourage and reward regular attendance and punctuality 

● Advise, assist and support pupils and their families enlisting the professional 

help of other agencies if and when required 

● Keep pupils and parents aware of progress 

 

 

 

Office Administrators are expected to: 

 

● Record and notify tutor teams when taking message from parents 

● Keep accurate records to assist with the collection of absence data 

● Provide with each Annual Review ‘an attendance Certificate’. 



 

 

● Make contact with parents on the first day of absence if no information has 

been received. 

 

Tutor Teams are expected to: 

 

● Record attendance in the class registers at the beginning of the morning and 

afternoon sessions on Arbor in the allocated time 

● Contact parents directly if they have any concerns about attendance 

● Report any concerns to the SBM and Deputy Head Teacher 

 

Headteacher and Deputy Teacher is expected to: 

 

● Actively promote the high importance of attendance with parents and pupils 

from non-prejudicial visits and from transitional meetings onwards and 

regularly  throughout their education 

● Be kept informed about attendance issues 

● Reinforce positive attendance through the awarding of prizes and rewards 

throughout the school year 

● Report back to parents, governors and staff re progress 

● Oversee the school attendance policy 

● Report to Governors on a termly basis 

 

 

 

 

Governors are expected to: 

 

● Attend Governors meetings 

● Liaise with Head Teacher re: attendance 

● Discuss attendance issues and devise improvement strategies during 

curriculum and Resources meetings 

● Attend meetings to discuss attendance if required 

● Report attendance issues to the Full Governing Body 

 

 

 

 

 

 

 

 

Appendix 1: Authorised and Unauthorised Absences: 

 

Examples of Authorised Absence: 

 

● Hospital or Orthodontist appointment supported with appointment letter 



 

 

● College/Employment Interview (evidence required) 

● Funeral (1day only) 

● Reported illness of 3 days or less (unless medical evidence has been 

specifically requested) 

● Illness of 5 or more days supported with medical evidence  

● Emergency Doctor or Dental appointments (evidence required) routine 

appointments should be outside of school hours 

 

Example of Unauthorised Absence: 

 

● Leave of absence NOT approved by school 

● Absence NOT reported on the day or supported by written explanation upon 

return to school 

● Absence of 5 or more days WITHOUT medical evidence  

● Routine Doctors or Dentist appointments 

● Arriving late after register has closed 

● Reported illness NOT authorised by the school 

 

Example of medical evidence: 

 

● Medical appointment card confirming attendance 

● Medical appointment letter. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix. 2 

 

Letter 1 

Dear parent, 



 

 

During a routine register check, it was noted that your child's attendance currently 

stands at …. %. Research shows that pupils who are often absent can often fail to 

meet their full potential academically. In fact, government research shows that a 1% 
rise in attendance can improve attainment by up to 5%. 

Pupils whose attendance falls below 90% are, from September 2021, classed as 

being Persistently Absent and are in danger of significantly underachieving. 

In order to avoid your child falling into this category, it is important that there is an 

improvement in their attendance levels. Whilst we can appreciate that many of 
(name of child)'s absences this year have been due to unavoidable circumstances, 

we would appreciate your cooperation in making an improvement. 

Under certain circumstances, school is required to notify the Local Authority of low 

levels of attendance. However, in the majority of circumstances schools can work 
with parents and pupils to make improvements without having to consider this 
option. 

Therefore, we would ask for your support in reaching an improved level of 

attendance. If there is any way in which you feel school can support you, or if you 

have any queries about the content of this letter, please contact school and 
arrange an appointment to see (name of teacher). 

 

Yours sincerely 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Dear ________________ 

 

ATTENDANCE BELOW TARGET 

 

The DfE states that pupils need to attend school regularly to benefit from their 

education.  As a school we set our own annual target for attendance.  Our target 



 

 

for this year is ___%. In order for us to meet this target we need to ask that all pupils 

aim for at least this level of attendance.   

 

Good attendance at school is vital because even short periods of absence can 

mean that a child's ability to keep up with school work may be significantly reduced.  

Friendship groups can also be affected by time away from school and this can be 

upsetting for children. 

 

In order to assess our progress in meeting this challenging target we review the 

attendance of individual pupils at least once every half term.  Our latest register 

check revealed that _________'s attendance is currently ___%.  Whilst we appreciate 

that these absences may be due to illness, or other reasons authorised by school, we 

ask that you consider __________'s current attendance level before further school 

days are missed. 

 

The happiness and educational progress of all our children are our main priorities 

and we believe that good attendance is a major way in which these priorities can 

be achieved.  It is for this reason that we ask for your support in this matter.  If you 

would like any advice in relation to attendance please do not hesitate to contact 

school. 

 

Yours sincerely 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Letter 1 

 

 

Dear parent, 

 

During a routine register check, it was noted that your child's attendance currently 

stands at …. %.  Research shows that pupils who are often absent can often fail to 



 

 

meet their full potential academically. In fact, government research shows that a 1% 

rise in attendance can improve attainment by up to 5%. 

 

Pupils whose attendance falls below 90% are, from September 2015, classed as 

being Persistently Absent and are in danger of significantly underachieving.   

 

In order to avoid your child falling into this category, it is important that there is an 

improvement in their attendance levels.  Whilst we can appreciate that many of 

(name of child)'s absences this year have been due to unavoidable circumstances, 

we would appreciate your cooperation in making an improvement.   

 

Under certain circumstances, school is required to notify the Local Authority of low 

levels of attendance.  However, in the majority of circumstances schools can work 

with parents and pupils to make improvements without having to consider this 

option. 

 

Therefore, we would ask for your support in reaching an improved level of 

attendance.  If there is any way in which you feel school can support you, or if you 

have any queries about the content of this letter, please contact school and 

arrange an appointment to see (name of teacher). 

 

Yours sincerely 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

LETTER 2 

 

Dear ___________________ 

 



 

 

ATTENDANCE CONCERNS 

 

Regular school attendance is very important so that children are given as much 

opportunity as possible to develop academically and socially.  When children are 

absent from school they often find it difficult to catch up on the work they have 

missed and can feel unsettled by this. 

 

The attendance of all our children is monitored at least once every half term.  Our 

latest register check shows that _____________'s attendance is currently ___%.  This of 

concern as it is much lower than the national average.  For this reason we ask for 

your support in improving ____________'s attendance, as we believe that this is one of 

the main ways in which our children will be happy at school and achieve their full 

potential. 

 

If _____________'s attendance does not improve, we will need to contact you again 

in order to discuss the situation further.  It may also be necessary to ask the Local 

Authority Attendance Officer for assistance in this matter.  If you would like some 

advice on improving attendance, or to discuss this further, please contact school as 

soon as possible to make an appointment.   

 

In the meantime, we would expect to see an improvement in ___________'s 

attendance. 

 

Yours sincerely 

 

 

 

 

 

 

 

 

 

 

 

Dear ______________ 

 

PERSISTENT ABSENCE 

 

Attendance is given high priority by school and by both local and central 

government.  If attendance at school is low children often struggle to keep up with 

school work and can be quickly overtaken by their peers.  Children can also find it 

difficult to maintain friendships if they are often absent from school.  For these 



 

 

reasons the Department for Education pay particular attention to reducing the 

numbers of pupils who are classed as persistent absentees.  These are children 

whose attendance falls below 90% at any point during the school year, for whatever 

reason. 

 

A recent register check has shown that ____________'s attendance is currently ___%.  

This means that s/he is a persistent absentee.  When attendance falls into this 

category it is likely that it will need to be brought to the attention of the Local 

Authority Attendance Officer.  Furthermore, persistent absence data is reported to 

the Department for Education termly, which means that ______________'s 

attendance record could be included in this data. 

 

You are invited to attend a meeting in school on ____________ at __________ . It would 

also be useful for (pupil's name) to attend this meeting with you. (delete if not 

appropriate) If the date or time of this meeting is not convenient please contact 

school as soon as possible and we will endeavour to rearrange it.  

 

Please note that failure to attend this meeting, or failure to contact school to 

rearrange, is likely to result in school making a referral to the local authority 

attendance team. You are reminded that as a parent/carer it is your legal 

responsibility to ensure that your child attends school regularly and punctually.  

Failure to do so could result in legal action being taken against you. 

 

Yours sincerely 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Dear Parent 

 

Re: (Name of Child, DOB, School) 

 

It is of concern that your child's attendance level has fallen to (number) % during this 

academic year. A copy of (name of child)’s attendance record is enclosed. 

 



 

 

We value (Child's name)'s attendance at school and wish him/her to receive the 

best educational opportunities available to him/her. We would like to support you to 

improve your child's attendance, and would like to invite you into school to discuss 

this matter with (name of teacher).  Please contact (name of teacher) on 

(telephone number) or call into school to make an appointment. 

 

We will also be discussing your child's absence with the School Attendance 

Consultancy Team and could possibly then make a referral to the Pupil Attendance 

Support Team (PAST) for further intervention.  If a referral is made, then a PAST worker 

will contact you to see how they can offer support in improving your child's 

attendance. 

 

As a parent/carer of a child who is a registered pupil at this school, you hold legal 

responsibility for ensuring your child attends school regularly.  All Lancashire schools 

share the government's determination to raise levels of pupils' attendance and 

attainment to ensure the best possible start in life for our children. 

 

New powers were introduced under the Anti-Social Behaviour Act 2003, which allow 

an authorised officer to issue each parent with a Penalty Notice for each child, with a 

fine of £120 (reduced to £60 if paid within timescales), as an early deterrent to prevent 

unauthorised absence developing.  Failure to pay the Penalty Notice would result in 

legal proceedings being taken against the parents concerned. 

 

Whilst we would wish to avoid taking this step, if there is no improvement in your 

child's attendance, we may have to speak to the Local Authority Legal Team, and 

the issuing of a Penalty Notice may become unavoidable. 

 

Yours sincerely 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Dear_________________ 

 

PARENTING CONTRACT FOR ATTENDANCE CONCERNS 



 

 

 

Good attendance is very important so that children are given as much opportunity 

as possible to develop academically and socially.  When children are absent from 

school they often find it difficult to catch up with the work they have missed and can 

feel unsettled by this. 

 

The attendance of all our children is monitored at least once every half term.  Our 

latest register check shows that _____________'s attendance is currently ___%.  This is 

of great concern because it is significantly lower than the national average.  At the 

moment _______________ is also at risk of becoming a persistent absentee, which is 

defined as a pupil with attendance below 90%.  For this reason we request that you 

attend a meeting in school in order to agree a parenting contract. It is hoped that 

this contract will help to bring about an improvement in attendance. 

 

A meeting has been arranged for you on ____________ at __________. It would also be 

useful for (pupil's name) to attend this meeting with you. (delete if not appropriate) If 

the date or time of this meeting is not convenient please contact school as soon as 

possible and we will endeavour to rearrange it.  

 

Please note that failure to attend this meeting, or failure to contact school to 

rearrange, is likely to result in school making a referral to the local authority 

attendance team. This team will offer support in relation to improving attendance in 

much the same way as school does. You are reminded that as a parent/carer it is 

your legal responsibility to ensure that your child attends school regularly and 

punctually.  Failure to do so could result in legal action being taken against you. 

 

Yours sincerely 

 

 

 

 

 

 

 

 

 

 

Dear ______________ 

  

REFERRAL TO THE LOCAL AUTHORITY ATTENDANCE TEAM 

 

Attendance is given high priority by school and by both local and central 

government.  If attendance is low, children often struggle to keep up with school 

work and can be quickly overtaken by their peers.  As a parent you are responsible 

for ensuring that __________ attendance school regularly and on time. 

 



 

 

We have informed you previously that ____________'s attendance is a cause for 

concern. Recently we have tried to support you in improving ___________'s 

attendance by offering a range of strategies including sending you letters outlining 

our concerns, arranging meetings in school, the use of a parenting contract and 

home visits (alter as required). Unfortunately, ____________'s attendance has not 

improved sufficiently to reach a satisfactory level OR you have chosen not to 

engage with this support. Non engagement has been evident via you failing to 

attend planned meetings and refusing to agree to the use of a parenting contract 

(alter as required). Therefore, we are writing to inform you that we have referred this 

matter to the local authority attendance team.  

 

The allocated officer will support school, and your family, in improving ____________'s 

attendance.  However, if this fails to prompt a significant improvement in 

attendance, legal proceedings, including the use of penalty notices, may be 

brought against you for failing to ensure regular attendance at school. 

 

In order to avoid the use of legal sanctions we would ask that you work with school 

and the local authority attendance officer to ensure that ______________ attends 

schools regularly and on time. 

 

Yours sincerely 
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