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The law requires parents and carers to make sure that their children receive a full-time
education suitable to their needs.
At Red Hill Field Primary School, we place a high priority on achieving excellent standards.
In order for pupils to achieve their potential, they need to attend school consistently and
be punctual; these are also good habits that will support them throughout their lives.
Expectations of parents and carers:
•
•
•
•
•

Ensure that child attend school, on time, regularly
Notify school on the first day of a child’s absence before 8:45am. A message can
be left on the school’s answerphone.
Complete a request form for absence in term time for exceptional circumstances
Provide the school office of evidence for all medical appointments
Meet with the Attendance Manager to discuss their child’s attendance when
necessary

Expectations of class teachers:
•
•
•

Complete the register on Arbor at the start of each session
Monitor patterns of attendance and report any concerns to the Senior Leadership
Team
Report attendance to parents on short reports at Parents’ Evenings and on their
end of year report

Expectations of administration staff:
•
•
•
•

Record reported absence on Arbor
Make first day of absence phone calls and record reasons on Arbor
Print off absence reports fortnightly and share with the Attendance Manager
Send out absence letters as directed by the Attendance Manager

Expectations of the Attendance Manager:
•
•
•
•
•

Liaise with class teachers regarding their concerns around a child’s absence to
identify any underlying causes
Monitor absence reports provided by the administration staff
Direct the administration staff to send out letters in accordance with the policy as
necessary
Keep a record of which attendance stage identified children are on
Report attendance to the Local Governing Body

Late Procedures
Children who arrive late at school after the gates have closed are required to press the
school buzzer. A member of staff will meet the child at the gate and take them to their
class. A reason for lateness will be requested and recorded on Arbor. Children who
frequently arrive late will be monitored and absence procedures will be followed.

Request for absence
If you wish to take your child out of school during term time, you will need to complete a
Request for Exceptional Leave form (Appendix 1). It is at the Headteacher’s discretion
whether this will be recorded as authorised or unauthorised.
Safeguarding and Children Missing Education
A child missing education is a potential indicator of abuse or neglect. School staff will
follow the school’s absence procedures to help identify the risk of abuse or neglect,
including sexual exploitation, and to prevent the risks of their going missing in future (KCSIE
2020 and CME 2016)
The Pupil Services Court Team have statutory powers to take legal action and, where
appropriate, to prosecute parents and carers if they fail to ensure that their child receives
a suitable education.

Appendix 1

Red Hill Field Primary School - Request for Exceptional Leave
Name/s:
Class teacher/s:
Dates of absence (from/to):
Total number of days:
Reason for absence:

Red Hill Field Primary School - Exceptional Leave Reply
(to be completed by school)
We expect that all parents/carers will ensure that their child attends school as often as possible. Good attendance is an important factor
in a child making good progress at school. Attendance is monitored and the school expects that every effort will be made by all families
to maintain our attendance target of over 96%. Any attendance that falls below our target will be monitored and persistent absence
could result in a fine.
I understand that there may be exceptional circumstances where a parent has to request a child’s absence during term time. In these
rare circumstances, I am able to authorise absence. If agreed I will then determine the number of days that will be authorised.
Headteachers are not expected to consider any term time leave as exceptional.
Thank you for informing me about your child/ren’s absence. I can confirm it will be recorded as follows:

Current School Year Attendance:
Last School Year Attendance:
Absence Code:

We monitor attendance levels constantly and do reserve the right to refer you to the Leicestershire County Council Pupil Services Court
Team if they do not meet the required target.
Comments:

Yours sincerely,

S. Snelson
Headteacher

Appendix 2

Minutes late per day during the school
year
5
10
15
20
30

Equivalent days teaching time lost in a
year
3.4
6.9
10.3
13.8
20.7

Appendix 3
Persistent Lateness Letter 1
Dear____________,
Your child, ___________________, has been identified as having poor punctuality – they
have been late on __ occasions. Children can enter school from 8:45am ready for the
register to be taken 9:00am. If your child arrives after the register closes at 9:00am, and we
have not received a communication from you, they will be recorded as late.
The law treats persistent lateness in the same way as irregular attendance and parents
may be prosecuted by the Local Authority if persistent lateness is not resolved. The
Education Act (1996) states that as a parent/carer of a child of statutory school age, you
have a legal responsibility to ensure full time education suitable to the child’s age, ability
and aptitude and any special education needs the child may have, either by regular
attendance at school or otherwise.
Persistent lateness has a clear impact on children’s learning:
Minutes late per day during the school
year
5
10
15
20
30

Equivalent days teaching time lost in a
year
3.4
6.9
10.3
13.8
20.7

Poor punctuality can lead your child to:
• Feeling embarrassed in front of their peers
• Missing the beginning of vital lessons
• Missing instructions for the rest of the school day
• An unsettled start to the day
If you or your child are having difficulties that you wish to discuss, please contact me. If
your child’s punctuality does not improve, then punctuality procedures will be continued.
Yours sincerely,

Attendance Manager

Appendix 4
Persistent Lateness Letter 2
Dear_____________,
We have written to you previously regarding the punctuality of ________________. Their
punctuality is continuing to raise concerns; they have now been late on __ occasions.
I would like to take this opportunity to reiterate the importance of your child attending
school on time each morning:
•
•
•
•

Your child gets the best possible start to the day
Your child will not miss any important lessons or instructions
Your child will establish good routines and habits that will help them as they progress
through school
Your child won’t feel embarrassed or self-conscious because they have arrived at a
different time or have to walk into a full classroom

I will continue to monitor _______________ punctuality over the remainder of the school
year and should they receive any further late marks then you may be invited into school
to discuss it further.
Yours sincerely,

Attendance Manager

Appendix 5
Persistent Lateness Letter 3
Dear_____________,
We have written to you previously regarding the punctuality of ________________. Their
punctuality is continuing to raise concerns; they have now been late on __ occasions.
I would like to take this opportunity to reiterate the importance of your child attending
school on time each morning:
•
•
•
•

Your child gets the best possible start to the day
Your child will not miss any important lessons or instructions
Your child will establish good routines and habits that will help them as they progress
through school
Your child won’t feel embarrassed or self-conscious because they have arrived at a
different time or have to walk into a full classroom

Further to our letter on ___________________________, I would like to invite you to a meeting
on ______________________ at _____ to discuss putting an attendance management plan in
to place to support you to get _____________________ into school regularly, on time.
Please confirm your attendance by emailing office@rhf.learnat.uk
Yours sincerely,

Attendance Manager

Appendix 6
Absence Management Procedures
Absent from school on 5
occasions

First late letter sent from
school to inform parents and
carers of the number of
absences and the impact on
learning.

Absent from school on 8
occasions

Second letter sent from school
to inform parents and carers of
the number of absences and
reinforce the severity of the
situation. Outline next steps –
meeting with Attendance
Manager

Absent from school on 10
occasions

Third letter sent from school to
arrange a meeting to complete
an attendance management
plan

Escalate to possible court
proceedings

Appendix 7
Persistent Absence Letter 1
Dear____________,
The Government have sent the target for attendance at 96%. Your child,
___________________, has been identified as having poor attendance – they have been
absent on __ occasions. Their attendance is currently ___%
The Education Act (1996) states that as a parent/carer of a child of statutory school age,
you have a legal responsibility to ensure full time education suitable to the child’s age,
ability and aptitude and any special education needs the child may have, either by
regular attendance at school or otherwise. Parents may be prosecuted by the Local
Authority if persistent absence is not resolved.
Regular attendance at school is incredibly important for your child. Without regular
attendance they may have gaps in their learning which not only affects their academic
ability but also their self esteem and well-being. In addition to this, it may also affect their
ability to make and retain friendships, to feel secure in the school environment and
If you or your child are having difficulties that you wish to discuss, please contact me.

If your child’s absence does not improve, then absence procedures will be continued.

Yours sincerely,

Attendance Manager

Appendix 8
Persistent Absence Letter 2
Dear____________,
Further to my letter on __________________________________ I am writing to advise you that
your child’s attendance continues to be a concern. The Government have sent the
target for attendance at 96%. Your child, has now been absent on __ occasions. Their
attendance has fallen to ___%
The Education Act (1996) states that as a parent/carer of a child of statutory school age,
you have a legal responsibility to ensure full time education suitable to the child’s age,
ability and aptitude and any special education needs the child may have, either by
regular attendance at school or otherwise. Parents may be prosecuted by the Local
Authority if persistent absence is not resolved.
Regular attendance at school is incredibly important for your child. Without regular
attendance they may have gaps in their learning which not only affects their academic
ability but also their self esteem and well-being. In addition to this, it may also affect their
ability to make and retain friendships, to feel secure in the school environment and
If you or your child are having difficulties that you wish to discuss, please contact me.

If your child’s absence does not improve, then you will be invited to a meeting to put an
attendance management plan in place to support you to get ______________ into school
regularly.

Yours sincerely,

Attendance Manager

Appendix 9
Persistent Absence Letter 3
Dear____________,
Further to my letter on __________________________________ I am writing to advise you that
your child’s attendance continues to be a concern. The Government have sent the
target for attendance at 96%. Your child, has now been absent on __ occasions. Their
attendance has fallen to ___%
The Education Act (1996) states that as a parent/carer of a child of statutory school age,
you have a legal responsibility to ensure full time education suitable to the child’s age,
ability and aptitude and any special education needs the child may have, either by
regular attendance at school or otherwise. Parents may be prosecuted by the Local
Authority if persistent absence is not resolved.
Regular attendance at school is incredibly important for your child. Without regular
attendance they may have gaps in their learning which not only affects their academic
ability but also their self esteem and well-being. In addition to this, it may also affect their
ability to make and retain friendships, to feel secure in the school environment and
If you or your child are having difficulties that you wish to discuss, please contact me.

Further to our letter on ___________________________, I would like to invite you to a meeting
on ______________________ at _____ to discuss putting an attendance management plan in
to place to support you to get _____________________ into school regularly.
Please confirm your attendance by emailing office@rhf.learnat.uk
Yours sincerely,

Attendance Manager

Appendix 10
Red Hill Field Primary School
Attendance Plan
DATE OF PLAN:
Pupil Information:
Name:

Year:

DOB:

Pupil Premium: Yes/No
LAC: Yes/No
Class teacher:
____________________________________
Current Attendance: _____________________________ Reason for Absences:
______________________________
This Attendance Plan Meeting is being held because your child’s attendance falls below the
government and Red Hill Field’s
Expected target of 96%. NOTICE OF FURTHER ACTION IF NO IMPROVEMENT?
Are there any transportation issues that prevent your child from attending school regularly? Yes/No
Are there any medical issues that may affect your child’s attendance? Yes/No
If the answer is ‘Yes’ to either of the above questions, please provide details below:

Previous Support and Intervention:
□ Phone Calls

□ Early Help Referral

□ Social Services

□ Parental Meetings

□ School Nurse Referral

□ CAMHS

□ Classroom Support

□ School Counsellor Referral

□ Previous Fixed Penalty Notice

□ Attendance Intervention Support

□ SEN Intervention (Specify)

□ Other

Student/Parent View:
What barriers do the Pupil/Parent feel prevents the
Pupil from coming to school regularly?

Do you feel there is anything Red Hill Field can do to
make school more accessible?

Have there been any extenuating circumstances
that have affected your child’s attendance? (e.g.,
exclusion, bereavement, holiday…)

Action:

To be completed by staff:

Attendance Plan:
Targets:
•
•

Medical Evidence is now required for each period of absence: Yes/No
Parent/Carer to contact the school on the first day of absence and each subsequent day until the student
returns to school.

By following the agreed targets, in four weeks’ time (by _______________), your attendance %
should be ____________
Monitoring:
WEEK 1

WEEK 2

WEEK 3

WEEK 4

Attendance %

Action Taken:

ATTENDANCE PLAN REVIEW DATE: _____________________________________

Please sign below to show that you agree to the targets and action points outlined in the above Attendance Plan.
Pupil Name:

________________________

Signature: ___________________________

Date: _________

Parent/Carer: ________________________

Signature: ___________________________

Date: _________

Meeting Chair: ________________________

Signature: ___________________________

Date: _________

(Attendance Manager/Head Teacher)

