
 

  Coleman Primary School’s Attendance Policy 

 

Date Approved by the Governing Body: September, 2023 

Date to be reviewed by the Governing Body: September, 2025 

Legislation: 

Working together to improve school attendance 

Expectations and daily routines 

Children attending school is vital for their education. For our children to gain the greatest benefit from 

their education, it is vital that they attend regularly, and your child should be at school, on time, every 

day the school is open, unless the reason for the absence is unavoidable.  This attendance policy is 

written to reflect the law and the guidance produced by the Department of Education. 

It is very important that you make sure that your child attends regularly and this Policy sets out how 

we will work together to achieve this.    

‘The law entitles every child of compulsory school age to an efficient, full-time education suitable to 

their age, aptitude, and any special educational need they may have. It is the legal responsibility of 

every parent to make sure their child receives that education either by attendance at a school or by 

education otherwise than at a school.  

Where parents decide to have their child registered at school, they have an additional legal duty to 

ensure their child attends that school regularly. This means their child must attend every day that the 

school is open, except in a small number of allowable circumstances such as being too ill to attend or 

being given permission for an absence in advance from the school.’ 

Breakfast and After School club: 

As part of our offer to promote excellent attendance, the school offers a morning and after school 

care service, opening from 7:30am till 8:45am in the mornings and then after school from 3:15pm to 

4.30pm with an additional extended session to 5:30pm. This is a flexible service bookable through 

the school office. 

Start and end of the school day 

At the beginning of each day, the school gates will open at 8:30. Children in KS1/EYFS should wait on 

the top playground (KS1 playground) and KS2 children should wait on the bottom playground (KS2 

playground). Members of school staff are on duty to supervise the children. Please note that 

parents/carers are not allowed to escort their children to the bottom playground.  

School begins for KS1/EYFS at 8:45am, when a whistle will be blown, and the children are expected 

to line up in front of their class teacher to enter school. School begins at 8:50 for children in KS2, and 

the same process (whistle and line up) will be followed. Children in nursery begin at 8:50am and 

finish at 2:50pm. 

If it is raining at the beginning of the school day, children will be able to enter the building from 

8:30am and go to their classroom, where their class teacher will be on duty. 

If a child is late for school, please sign in at the office using the iPad provided.  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf


 

Registers open for KS1 and F2 at 8:45am and close at 9:15am. 

Registers open for KS2 at 8:50am and close at 9:15am. 

When signing in, a mark of L (late before the register closes) will be recorded. However, if sign in is 

after 9:15am, a mark of U (late after the register closes) will be recorded, resulting in the child losing 

their morning mark and their overall attendance falling.  

At the end of each day, the school gates will open at 3:00pm. Parents should wait on the top 

playground and the children will be brought out to them for collection. Please leave enough space 

for children to line up with their teacher.  KS1 and F2 will finish their day at 3:10pm, whilst KS2 will 

finish at 3:15pm. Nursery children should be collected from the classroom door at 3pm.  

Reporting and understanding absence 

By law, every half-day absence from school has to be coded by the school (not by the parent), as 

either AUTHORISED or UNAUTHORISED. This is why information about the reason for any absence is 

always required. These codes are given in Appendix 1. 

Authorised absences are mornings or afternoons away from school for a genuine reason such as 
illness, medical/dental appointments which unavoidably fall in school time, emergencies or other 
exceptional circumstances. Approved education activities are coded as a present mark. 
 
Unauthorised absences are those which the school does not consider reasonable and for which no 

‘leave’ has been given. This type of absence can lead to the Authority using sanctions and/or legal 

proceedings. These include:  

• parents keeping children off school unnecessarily (i.e. condoned absence)  

• truancy during the school day  

• absences which have never been properly explained  

• failure to request ‘exceptional circumstances’ leave of absence 

• children who arrive at school too late to get a mark 

• shopping, looking after other children, birthdays 

• day trips and holidays in term-time 
 

Whilst a child may be off school because they are ill, sometimes they can be reluctant to attend 

school. Any problems with regular attendance should be addressed by the school, the parents and 

the child. If your child is reluctant to attend school, you should not cover up their absence, or give in 

to pressure to excuse them from attending. This gives the impression that attendance does not 

matter, and this usually makes things worse.  

It is an expectation that parents contact the school by 8.30am to inform the office why their child will 

not be attending school that day. If parents do not inform the school of the absence, the school will 

send a text prompting the parent to contact the school. If there is still no contact, the school office 

will ring to ascertain why the child is absent.  

If there is continued absence over 3 days and no contact made by parents to explain the absence, the 

school will complete a home visit on the third day to establish why the child is not in school. If this 

does not resolve the absence, this will then be reported to the Education Welfare Service to continue 

the investigation. For children that are vulnerable, the home visit will be completed on the first day 

of absence, where no reason has been provided. Please see Appendix 4 for Safe and Well  

Checks flowchart provided by Leicester City. 



 

Promoting regular attendance: 

Helping to create a pattern of regular attendance is everybody’s responsibility – parents, pupils and 

all members of school staff. 

To help us all to focus on this we will: 

• Give you information on attendance through termly newsletters 

• Provide you with reports on how your child is performing in school, what their attendance is, 
and how this relates to their attainment 

• Celebrate good attendance each week for the class with the best attendance for EYFS/KS1 
and KS2 

 

Monitoring attendance and absenteeism 

Coleman Primary School and its staff regard the regular attendance of children at school as being vital 

to child’s education and development. Coleman Primary School aims for all its students to have 100% 

attendance and regards good attendance to be 96% or above with no unauthorised absences, in line 

with guidance from Leicester City Council.  There is a great deal of information available about 

achievement which clearly shows that high levels of absence can have a negative impact on learning.  

It is for this reason that non attendances (however short or infrequent) are treated seriously.  

“At KS2, pupils not meeting the expected standard in reading, writing and maths had an overall 

absence rate of 4.7%, compared to 3.5% among those meeting the expected standard. Moreover, the 

overall absence rate of pupils not meeting the expected standard was higher than among those 

meeting the higher standard (4.7% compared to 2.7%).” 

(Working together to improve school attendance) 

We monitor all pupil absence and any attendance below 96% is tracked and monitored carefully by 

our Attendance Improvement Officer.  A pupil becomes a ‘persistent absentee’ when their attendance 

falls below 90%, for whatever reason.  Absence at this level can cause damage to any child’s education 

and we need parents’ fullest co-operation to tackle this.  A pupil missing 50% or more of school 

becomes a ‘severely absent’ pupil’.  Absence at this level requires intensive support across a range of 

partners.  All the partners and parents need to work together to overcome the barriers to attendance. 

Absence Procedures: 

If your child is absent you must: 

• Telephone the school on the first day of absence by 8:30am. 
Coleman Primary School has an answerphone for absences where parents can leave a 
message. 

• Contact the school everyday to keep the school informed regarding any prolonged absences 

• Provide medical evidence (Doctors appointment card or prescribed medication) for absences 
due to illness of 3 days or more 

 

Addressing issues with pupil attendance 

All children begin a new academic year with 100% attendance.  

Below is how the school will proceed if attendance begins to drop: (Please see Appendix 2 for more 

details and Appendix 5 for Leicester City’s graduated response.) 



 

• If attendance falls to 96%, parents will receive a letter notifying them of their child’s 96% 
attendance. 

• When attendance falls to 93%, parents will receive a letter notifying them of their child’s 
93% attendance. 

• If attendance falls below 90%, parents will be invited into the school for a Support Meeting, 
to discuss their child’s attendance with Mr Smith and/or Mrs Hill. 

• Further to the support meeting, parents will be asked to provide medical evidence for any 
future absences for the school to authorise the absence. 

• If the child’s attendance continues to fall, parents will be referred to the Education Welfare 
Service and invited in for a Panel Meeting to discuss their child’s attendance. 

 

Lateness 

Poor punctuality is not acceptable and may affect your child’s educational progress. If your child 

misses the start of the day, they will miss work and time with the class teacher gaining vital 

information and news for the day.  Late arrival to class also disrupts lessons, can be embarrassing for 

the child and can also encourage absence. 

• If lateness persists, parents will receive a letter requesting an improvement in the child’s 
punctuality. 

• We monitor all pupil lateness and late letters are sent to pupils with 4 or more late marks each 
half term.  If your child has a persistent late record, you will be asked to meet with the school 
to resolve the problem. You can approach the school at any time if you are having problems 
getting your child to school on time. 
 

Supporting the Education of Children with Medical Needs 

When a child cannot attend school because of health problems and would not otherwise receive a 

suitable full-time education, the Local Authority where the child lives is responsible for arranging 

provision.  The Local Authority is required to provide education where a child will be away from school 

for 15 days or more (consecutive or cumulative).  The Leicester City Council policy for supporting the 

education of children with medical needs who are unable to attend school can be accessed with this 

link: Leicester City Council 

When appropriate, Coleman Primary School will make individualised arrangements for a pupil not well 

enough to attend full time.  This could include making reasonable adjustments to support attendance 

in line with health needs such as online provision or giving work to be done at home. The school may 

also undertake risk assessments and support the child to attend the school part-time in line with health 

needs. 

Exceptional circumstances leave of absence in term-time: 

From the 1st September 2013, the DFE issued guidelines giving no entitlement to parents to take 

their child on holiday during term time.  Any application for leave must only be in exceptional 

circumstances and the Headteacher must be satisfied that the circumstances are exceptional and 

warrant the granting of leave.  Headteachers would not be expected to class any term time holiday 

as exceptional.   

Coleman Primary School and its staff regard the regular attendance of children at school as being vital 

to each child’s education and development.  It is for this reason that non-attendances (however short 

https://schools.leicester.gov.uk/media/7101/medical-conditions.pdf#:~:text=Leicester%20City%E2%80%99s%20approach%20to%20supporting%20pupils%20at%20school,is%20a%20policy%20for%20students%20with%20medical%20needs.


 

or infrequent) are treated seriously.  It remains the policy of the school to only sanction non-

attendance during school time in exceptional circumstances. 

The Local Governing Body of Coleman Primary School deems exceptional leave to be: 

• Bereavement of a direct family member 

• Medical treatment/advice by a registered medical practitioner. 
 

Holidays, weddings or other visits to relatives are not deemed to be exceptional events which cannot 

be foreseen and will therefore not be authorised.   

All applications/requests for exceptional leave must be received in writing to the Headteacher at least 

2 weeks in advance of the absence and prior to any bookings being made.  In making a decision the 

school will consider the circumstances of each application individually and you will be notified of the 

decision in writing.  Additional evidence may be requested by the school to support exceptional 

circumstance absence requests.  The Headteacher’s decision is final, and any period of leave taken 

without the agreement of the school, or in excess of that agreed, will be coded as unauthorised and 

may result in a Penalty Notice being issued to parents.   

Following the Supreme Court ruling on 6th April 2017 (Isle of Wight Case) the school will notify the 

Education Welfare Service at Leicester City Council of unauthorised leave of absence.  If a child has 

unauthorised leave of absence a parent may be issued with a Penalty Notice of £120 per parent per 

child (discounted to £60 if paid within 21 days) or, the case could be referred by the Local Authority 

directly to the Magistrates’ Court for the purposes of criminal prosecution. 

 
Those people responsible for attendance matters in this school are: 
 
Mrs Kathie Wade, Head Teacher 

Mr Tom Smith, Deputy Head  

Mrs Wendy Hill, Assistant Headteacher 

Mrs Bijal Stapleford, Education Welfare Officer 

Sima Lad, Attendance Office Support 

 

 

 

 

 

 

 

 

 

 



 

Appendix 1  

 
The registration system and codes:  
The school will use a computerised system for keeping school attendance records.  The national codes 
are used to record attendance information.  
 

CODE DESCRIPTION MEANING 

/ Present (AM) Present 

\ Present (PM) Present 

B Educated off site (NOT Dual registration) 
Approved Education 
Activity 

C 
Other Authorised Circumstances (not covered by another 
appropriate code/description) 

Authorised absence 

D Dual registration (i.e. pupil attending other establishment) 
Approved Education 
Activity 

E Excluded (no alternative provision made) Authorised absence 

G Family holiday (NOT agreed or days in excess of agreement) Unauthorised absence 

H Family holiday (agreed) Authorised absence 

I Illness (NOT medical or dental etc. appointments) Authorised absence 

J Interview 
Approved Education 
Activity 

L Late (before registers closed) Present 

M Medical/Dental appointments Authorised absence 

N No reason yet provided for absence Unauthorised absence 

O 
Unauthorised absence (not covered by any other 
code/description) 

Unauthorised absence 

P Approved sporting activity 
Approved Education 
Activity 

R Religious observance Authorised absence 

S Study leave Authorised absence 

T Traveller absence Authorised absence 

U Late (after registers closed) Unauthorised absence 

V Educational visit or trip 
Approved Education 
Activity 



 

W Work experience 
Approved Education 
Activity 

X Untimetabled sessions for non-compulsory school age 
Not counted in possible 
attendances 

Y Enforced closure 
Not counted in possible 
attendances 

Z Pupil not yet on roll 
Not counted in possible 
attendances 

# school closed to pupils 
Not counted in possible 
attendances 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Appendix 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Pupil’s attendance is 

notified to Attendance 

Improvement Officer: 

• Attendance is below 

96% 

• More than 5 days of 

sporadic 

unauthorised 

absences over 8 – 12 

weeks 

• A block of 10 days 

unauthorised 

absences 

Initial Below 96% attendance letter to parents 

Attendance Monitored for 2/4 weeks 

Matter resolved 

Yes – Attendance 

improves. Continue to 

monitor improving 

attendance for 6 weeks 

No – Further absences occur 

Attendance falls below 93% - 

follow up letter sent to parents 

Attendance Monitored for 2/4 weeks Matter resolved 

Yes – Attendance 

improves. Continue to 

monitor improving 

attendance for 6 weeks 

No 

Attendance falls below 90% - 

Parents Support Meeting in 

school to remedy situation. 

Referrals required? Sign 

posting/support  

Medical evidence required for 

future absences  

Attendance falls below 90% - 

Attendance Review Meeting letter to 

parents 

Attendance Monitored for 2/4 weeks Matter resolved 

No 

School Attendance Panel Meeting 

20 Unauthorised Absences. Referral 

Local Authority for 

prosecution/penalty notice/warning 

letter 

Non-attendance letter to be sent if 

parent does not attend 

Holidays 

All holidays over 4 days during term 

time will be unauthorised and 

penalty notices issued 



 

Appendix 3 

School Letter 1: Below 96% attendance 

 

Coleman Primary School 

Gwendolen Road. Leicester. LE5 5FS 

 0116 249 0109   office@coleman.leicester.sch.uk 

Headteacher: K Wade 

 

Date 

Re: 

Dear 

At Coleman, we take your child’s education seriously. We realise that good attendance is the key to a 

successful future. Your child’s attendance and punctuality is a cause for concern.  

Your child’s attendance currently is:  

Punctuality and regular attendance are important to maintain progress in school. Please discuss this 

matter with your child. As a parent or carer, you have the legal responsibility to ensure that your 

child attends school regularly and arrives on time. 

Should you wish to discuss this matter, please do not hesitate to contact me. 

Yours sincerely, 

 

Mr T Smith 

Deputy Headteacher 

 

 

 

 

 

 

 

 

 

mailto:office@coleman.leicester.sch.uk


 

School Letter 2: Below 93% attendance 

 

Coleman Primary School 

Gwendolen Road. Leicester. LE5 5FS 

 0116 249 0109   office@coleman.leicester.sch.uk 

Headteacher: K Wade 

 

Date 

Re: 

Dear 

Percentage attendance: 

Lates: 

Your child’s attendance and punctuality is causing further concern to the school. Please find enclosed 

a copy of their attendance register. 

As a parent or carer, you have the legal responsibility to ensure that your child attends school 

regularly and arrives on time. 

Should your child’s attendance/punctuality not improve, we will require that you provide medical 

evidence for any absences and to invite you into school for a Parent Support Meeting to discuss and 

provide support to improve your child’s attendance. 

If you would like to discuss this matter, please do not hesitate to contact me. 

Yours sincerely, 

 

Mr T Smith 

Deputy Headteacher 

 

 

 

 

 

 

 

mailto:office@coleman.leicester.sch.uk


 

Invite to Parent Support Meeting 

 

Coleman Primary School 

Gwendolen Road. Leicester. LE5 5FS 

 0116 249 0109    office@coleman.leicester.sch.uk 

Headteacher: K. Wade 

 

Date: 

Dear Parents/carers of _______________ 

Regular attendance at school is extremely important for children as it can affect children's social and 

academic development. The government expect all children to attend school at least 96% of the time 

and where children's attendance falls below this level, the school have a duty to monitor the 

attendance. 

Currently your child's attendance is ________________________________ which is well below the 

96% target.  

I fully understand that children are susceptible to illness and this may be the case with your child. I 

would therefore like to invite you to come and meet with myself and our SENDCo/Assistant 

Headteacher, Wendy Hill, to discuss your child's attendance. This will not be a formal panel meeting 

and will be an opportunity to see how the school can provide support to ensure that ____________'s 

attendance improves. 

The meeting is arranged for  

Please let the school know if you will need an interpreter to be present. 

Yours sincerely, 

 

Mr T Smith 

Deputy Headteacher 

 

 

 

 

 

 

 

mailto:office@coleman.leicester.sch.uk


 

Lates Letter 

 

Coleman Primary School 

Gwendolen Road. Leicester. LE5 5FS 

 0116 249 0109    office@coleman.leicester.sch.uk 

Headteacher: K. Wade 

 

DATE: 

RE: 

Dear Parent, 

Your child’s class teacher and myself are extremely concerned that your child                         has often 

been late arriving for school.  This is unsettling for your child, the staff and the rest of the class. Your 

child has been late ____ times this academic year. 

Please ensure that your child arrives at school before 8.45 every morning.  

 If your child continues to be frequently late I will have to refer the matter to the Educational Welfare 

Officer. Thank you for your support. If your child does arrive late please make sure that you go to the 

office and register your child in school. 

Yours sincerely 

   

Mr T Smith 

Deputy Headteacher 
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Home Visit Letter 

 

Coleman Primary School 

Gwendolen Road. Leicester. LE5 5FS 

 0116 249 0109   office@coleman.leicester.sch.uk 

Headteacher: Mrs K Wade 

 

 
Date:  

Dear Parent, 

We have visited your home today as your child has not attended school since 

_____________________ and there has been no communication between the school and yourselves 

as to why your child is absent. 

Please contact the school at your earliest convenience to inform the school of your children’s 

absence as we are legally obliged to record the reason for non-attendance. Please note, any 

unauthorised absence could result in a Penalty Notice being issued. 

Please contact the school on: 0116 2490109. 

Yours sincerely 

 

Mr Smith  
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Appendix 5 

Graduated Attendance Response – Leicester City 

 

 


