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School Times  

 Start  End  If late picking up 

N 
8:45 - 11:45 or 12:00 - 
3:05 

 Wait with Nursery Staff 

Yr R 8:30 3:15 

Children will wait in their classrooms until 
3:30. If a child has still not been collected 
by this time, they will be sent to the 
Welfare Team. 

KS1 8:30 3:15 

Children will wait in their classrooms until 
3:30. If a child has still not been collected 
by this time, they will be sent to the 
Welfare Team. 

KS2 8:30 3:15 

Children will wait in their classrooms until 
3:30. If a child has still not been collected 
by this time, they will be sent to the 
Welfare Team. 

 

Reporting 
your child 
absence  

School Absence Line 01233 621989 
option 1. Email BGPoffice@swale.at 
or complete the absence Weduc Form 

 

 

VISIONS AND AIMS 

Working Together for Success: 

●​ Schools: set a clear vision for improving and maintaining good attendance, establish and 
maintain effective systems for tackling absence, have a strong grasp of absence data, 
regularly monitor and evaluate progress. 

●​ Teachers, parents, and students: We want to work together to create the best learning 
environment possible so every child can reach their full potential. 

●​ Parents: There are clear steps you can follow to stay involved with your child's 
attendance. We'll provide these details. 

●​ Attendance Matters: Being in school on time, every day, is crucial to learning everything 
your child needs. Missed time can put them behind. 

●​ School Attendance Rules: Your child should be in school every day it's open, unless 
they absolutely can't be. Unexcused absences are not allowed. 

●​ Helping Children Who Don't Want to Attend: Sometimes, children don't want to go to 
school. Let's work together (school, parents, and child) to solve any problems. Don't 
excuse absences without a good reason, as this shows your child that attendance isn't 
important. 

●​ Reporting Absences: The school needs to know why your child is absent (written note 
or phone call). 

●​ Authorised vs. Unauthorised Absences: 
○​ Authorised: Missing school for an acceptable reason like illness. 
○​ Unauthorised: Missing school for reasons the school doesn't accept, like: 

■​ Parents keeping children home without a reason. 
■​ Skipping school during the day. 
■​ Unexplained absences. 
■​ Arriving late and missing attendance. 
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Parents must contact school early and work with the staff to solve any problems. Schools can 
ask parents to sign a contract to improve attendance before taking legal action. If these efforts 
fail, the local authority can prosecute parents or seek an Education Supervision Order (ESO) for 
the child. The maximum penalty is a £2500 fine and/or three months in prison. 
 
If voluntary efforts or a notice to improve fails, an Education Supervision Order (ESO) can be 
used as a legal intervention. Before applying for an ESO, the school and local authority must 
ensure that voluntary support has been exhausted and that the ESO would benefit the child and 
parent. If there are safeguarding concerns, relevant authorities should discuss and agree that an 
ESO is more appropriate than a Children in Need or Child Protection plan. Local authorities must 
consider using an ESO before prosecution. ESOs are made through the Family or High Court 
and give the local authority a role in ensuring the child receives a suitable education. While the 
ESO is in effect, the parent’s duty to ensure the child’s education is superseded by a duty to 
comply with the ESO directions. The ESO lasts for one year initially, but can be extended for up 
to 3 years. Parents who persistently fail to comply with the ESO may be prosecuted and fined up 
to £1,000. 
 
 
PROCEDURES​
 
Role of the Local Authority 
Local authorities and other groups that help children play a critical role in assisting students to 
overcome challenges and ensuring all children can get the full-time education they deserve. 
Local authorities help families and schools get the extra support they need in the short term to 
overcome challenges. They also work regionally to address challenges in the long term. 
Because local authorities differ so much in size, organisation, and demographics, the specifics of 
how attendance services are delivered should be determined locally to meet the needs of 
students, parents, and schools. 
 
As a minimum, however, all local authorities are expected to:  
 
Rigorously track local attendance data to devise a strategic approach to attendance that 
prioritises the pupils, pupil cohorts and schools on which to provide support and focus its efforts 
on to unblock area wide barriers to attendance.  
 
Have a School Attendance Support Team which provides the following core functions free of 
charge to all schools (regardless of type):  
 
➢​ Communication and advice: regularly bring schools together to communicate 

messages, provide advice and share best practice between schools and trusts within the 
area.  

➢​ Targeting Support Meetings: hold termly conversations with schools, using their 
attendance data to identify pupils and cohorts at risk of poor attendance and agree 
targeted actions and access to services for those pupils.  

➢​ Multi-disciplinary support for families: provide access to early help support workers to 
work intensively with families to provide practical whole-family support where needed to 
tackle the causes of absenteeism and unblock the barriers to attendance.  

➢​ Legal intervention: take forward attendance legal intervention (using the full range of 
parental responsibility measures) where voluntary support has not been successful or 
engaged with. 
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➢​ Monitor and improve the attendance of children with a social worker through their 
Virtual School.  

 
The school applies the following procedures in deciding how to deal with individual absences: 
 
Role of Parents and Carers 

●​ Parents/ carers are expected to contact the school at an early stage and work with the 
staff in resolving any problems together; 

●​ Ensure that the aim is for their children to achieve 100% school attendance; 
●​ Ensure that pupils are on the premises between 8:30am and 8:40am and not before. 
●​ The school front gate opens at 8:30 am however pupils remain the responsibility of 

parents or carers until the classroom doors open 
●​ Take children who are late (8:40 am onwards) to the main entrance to sign in;  
●​ Collect children promptly at the end of the school day, which finishes at 3:15pm.  After 

this time, children are the responsibility of their parents or carers; 
●​ Collect children promptly from after school clubs (4:15pm);  
●​ Wraparound care last session (6pm)  
●​ Ensure that the school has current parent/carers and emergency contact telephone 

numbers and addresses. 
 
Absences for Medical Reasons 
It is the responsibility of parents or carers: 

●​ To notify the school by telephone on the first and subsequent days of absence, as early 
as possible and not later than 9:00am. 

●​ To agree a later registration time with the Headteacher if the child needs regular medical 
attention before coming to school.  The child must always sign in on arrival. 

●​ To inform and provide the office with evidence of scheduled medical appointments if the 
child needs to attend a medical appointment during school time.  Whenever possible, 
parents/carers should try to make all appointments out of school hours. 

●​ To liaise with the school about specific family problems, which might cause absence. 
 

Withdrawal from Learning Requests 
Responsibility for good attendance is shared between school, parent and pupil. It is made clear 
to parents that any absence from school will disrupt their child’s learning. 
 
Absence during term time is not authorised, unless the Headteacher deems it to be an 
exceptional circumstance.  
 
Parents must seek permission from the Headteacher by making an application in advance 
through completion of the ‘Withdrawal from Learning Request Form.’  Forms may be obtained 
from the school office or completed via the Weduc App. 
 
If the absence requested is not considered to be an exceptional circumstance, the absence (if 
taken) is recorded as unauthorised.   
 

Penalty Notices 
If the absence during term time is 5 days (10 sessions) or more then the Local Authority is 
notified and a Penalty Notice issued. Penalty Notices are issued to each parent for each child 
taken out of school. A Penalty Notice is a fine of £80 which increases to £160 if not paid within 
the first 21 days. If the Penalty Notice remains unpaid this will result in further legal intervention. 
Our school follows the thresholds for absence as outlined in the DfE guidance on page 56. 
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Our school follows the thresholds for absence as outlined in the DfE guidance on page 56. 
 
 

Role of The School 
1.​ to register the children promptly and accurately; 
2.​ to record absence appropriately, including signing in and out during school hours; 
3.​ to record as late, pupils who arrive after 8:40am. and before the close of registers at 

9:10am 
4.​ to record as unauthorised absences, pupils who arrive after the registers close; 
5.​ to record as late, pupils who arrive ten minutes after class afternoon registration time; 
6.​ to check registers daily for first day absence; 
7.​ to telephone those parents who have not contacted the school by the required time 

on the first day of absence, priority being given to: 
➢​ children on the Protection Register or involved with Social Services such as LAC 

or those with Child Protection Plans; 
➢​ children in families where there is a particular concern; 
➢​ children, whose parents or carers are normally fastidious in making contact. 

8.​ to send a letter/email/text message home that day to parents who cannot be 
contacted, to ask why their child is absent.  

9.​ to keep records of all telephone calls on BROMCOM and keep all contact concerning 
absence; 

10.​to monitor regularly absence and lateness, to look for patterns and take appropriate 
action; 

11.​to involve appropriate external agency if there are any concerns regarding absence or 
punctuality; 

12.​to obtain details of telephone contacts for all pupils and to ensure that records are 
updated regularly by writing to parents to remind them of their responsibilities, whilst 
requesting current contact information.  An emergency telephone number must be 
recorded for every pupil; 

13.​to send reminders regarding absence and punctuality on the school’s regular 
communication to parents/carers; 

14.​to raise concerns regarding absence at parent consultation meetings, or sooner if 
necessary; 

15.​to discourage the practice of taking children out of school for odd days and holidays; 
16.​to report all authorised and unauthorised absence on the child’s annual report; 
17.​to publish attendance data to parents (and individual pupil attendance data on annual 

school reports); 
18.​to set attendance targets annually for the whole school as well as individual pupils, 

and monitor. 
 

The school will not authorise absences for shopping, birthdays,  looking after other children, day 
trips etc.  Leave may, however, be granted in an emergency (e.g. bereavement) or for medical 
appointments which cannot be arranged out of school time. 
 
School strategy to reduce absence / persistent absence using data  
 

●​ Have a clear school attendance policy on the school website which all staff, pupils and 
parents understand. 

●​ Develop and maintain a whole school culture that promotes the benefits of good 
attendance. 

●​ Accurately complete admission and attendance registers.  
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●​ Have robust daily processes to follow up absence. 
●​ Regularly monitor data to identify patterns and trends and understand which pupils and 

pupil cohorts to focus on. 
●​ Have a dedicated senior leader with overall responsibility for championing and improving 

attendance  
●​ Work with each identified pupil and their parents to understand and address the reasons 

for absence, including any in-school barriers to attendance 
 
 

In order to achieve and maintain good levels of attendance and punctuality the school will 
utilise the following:  

✔ Registers  

✔ Assemblies  

✔ Entry Sign to monitor lateness 

✔ First Day calling – the attendance officer will call the parent / carer of pupil not at school after   
9:15am and information and reasons will be recorded  

✔ Attendance letters / phone calls / emails 

✔ Attendance meetings with the Pastoral Team 

✔ Attendance meetings with the Local Authority 

✔ Incentives and rewards  

✔ 100% Attendance Prizes  

✔ Termly incentives for pupils with improved / excellent attendance  

✔ Parent Support Drop Ins with a member from the school Welfare Team 

✔ Breakfast Club provision 

Wider support services: 
 
We seek to build strong relationships and work jointly with our families, listening to and 
understanding barriers to attendance and working in partnership with families to remove them.  
Please refer to paragraphs 17 to 24 for guidance on what our support might look like.  
 

●​ Early Help 
●​ Attendance service  
●​ School Health Service (School Nurse/Wellbeing Service/CYPMHS) 
●​ Open Access (Youth Hubs, Home Start and Children’s Centres)  
●​ Kent Resilience Hub 
●​ Kooth 

 
For local authority support please see further information on their website here: 

 
●​ Kent Website Information for Parents 
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Supporting pupils with physical or mental ill health: 
 
We are particularly mindful of pupils absent from school due to mental or physical ill health or 
their special educational needs and/or disabilities, and provide them with additional support.  
Parents/carers should ensure they contact the school to discuss the support that can be put in 
place to enable their children to return to school.  See paragraphs 53 - 68 and 17 to 24 of DfE 
guidance for further details of working in partnership to identify supportive routes to improve 
attendance.  
 
Support for parents looking after children with mental health conditions 
 
 
Lateness, Appendix 1: 

●​ Daily: If late (after the register closes at 9:10am), parents/carers where possible will be 
asked for the reason upon arrival. 

●​ Regular patterns of lateness will result in letters being sent home as well as notice to 
improve to be issued. A penalty notice could be issued if there is improvement 

●​ 3 lates in one big term (Autumn, Spring or Summer): Letter 1 sent home, which reminds 
parents/carers about the importance of being in school on time; pupil’s Attendance 
Certificate is sent home and concerns are recorded on the school’s Lateness/Attendance 
Overview.  

●​ 6 lates within one big term (Autumn Spring or Summer): Letter 2 sent home which 
explains that all future lates will be marked as unauthorised and that 10 further lates will 
result in a Penalty Notice; pupil’s Attendance Certificate is sent home and concerns and 
recorded on the school’s Lateness/Attendance Overview.   

●​ 10 lates within one big term (Autumn Spring or Summer): Letter 3 sent home which 
explains that a Penalty Notice will be issued; pupil’s Attendance Certificate is sent home 
and concerns are recorded on the school’s Lateness/Attendance Overview.  A referral for 
local authority through Kent’s system (Front door) is sought.  
 

For pupils who have regular lates, incentives are provided: 
●​ Reward charts 
●​ Stickers 
●​ Badges 
●​ Attendance certificates 

 
Frequent Absence / Poor Attendance, Appendix 2 
In the academic year there are 190 school days.. 
The school recognises that absence can occur for a range of reasons and can be spread across 
the academic year. To ensure attendance issues can be dealt with promptly children’s 
attendance is reviewed regularly on a cumulative basis. 
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Stage 1 Intervention 
A child whose attendance is 95% (181 days) for the academic year is absent for 9 days. The 
table below details the trigger point for stage 1 intervention.  
 
At this stage Letter 1 is sent home which highlights the importance of good attendance; the 
pupil’s Attendance Certificate is also enclosed. A parent contract may be set up. 
 
 

Term Cumulative days 
absence at 97% 

Letter 1 trigger 
point days 

absence 

Stage 1 
threshold 

attendance % 

Term 1 1 4 88% 

Term 2 2 5 93% 

Term 3 3 6 94% 

Term 4 4 7 95% 

Term 5 5 8 95% 

Term 6  6 9 95% 

 
 

 
Stage 2 Intervention 
A child whose attendance is 93% for the academic year is absent for 13 days (two & half school weeks). 
Identify barriers for individual children and try to remove them.  
 

Term Cumulative days 
absence at 97% 

Letter 2 trigger 
point days 

absence 

Stage 2 
threshold 

attendance % 

Term 1 1 7 79% 

Term 2 2 8 89% 

Term 3 3 9 91% 

Term 4 4 10 93% 

Term 5 5 11 93% 

Term 6  6 12 94% 

 
 
At this stage, Letter 2 is sent home which invites parents/carers to attend an Attendance Support 
Meeting at the school or a Telephone Appointment to support the family. After the date of the 
meeting, the meeting paperwork is sent out which either confirms their attendance at the 
meeting, what discussion took place and any support offered and a date or a review meeting if 
required.  
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Stage 3 intervention 
A child whose attendance is 90% for the academic year is absent for 19 days (almost four school 
weeks).  
 
 

Term Cumulative days 
absence at 97% 

Letter 3 trigger 
point days 

absence 

Stage 3 
threshold 

attendance % 

Term 1 1 15 55% 

Term 2 2 16 77% 

Term 3 3 17 83% 

Term 4 4 18 86% 

Term 5 5 19 88% 

Term 6  6 20 90% 

 
 
If the child’s attendance continues to deteriorate, and/or if the parent/carer did not attend the 
scheduled meeting, a notice to improve may be issued. A Notice to Improve is a final opportunity 
for a parent to engage in support and improve attendance before a penalty notice is issued. This 
is a formal written warning that, unless attendance significantly improves, you will be issued with 
a penalty notice. This is to give you another chance to work with the school to improve your 
child's attendance. An alternative to this would be a request for a formal meeting, this will include 
the Local Authority. 
 
 
Stage 4 intervention 
A child whose attendance is 85% for the academic year is absent for 28 days (five & half school 
weeks). Introduce a Educational supervision order. 
 

Term Cumulative days 
absence at 97% 

Letter 4 trigger 
point days 

absence 

Stage 4 
threshold 

attendance % 

Term 1 1 23 31% 

Term 2 2 24 65% 

Term 3 3 25 75% 

Term 4 4 26 80% 

Term 5 5 27 83% 

Term 6  6 28 86% 
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At this stage, Letter 4 is sent home which explains that despite the school’s intervention and 
support and attempting to engage with parents/carers several times in order to support with 
improvements in attendance, that there still does not seem to be any significant improvement 
with their child’s attendance.  The letter explains that it has now become necessary for the 
school to refer their concerns to the Education Welfare Service. Pupil’s Attendance Certificate is 
enclosed and details are recorded onto the school’s Attendance Overview.  Here an Educational 
supervision order (ESO) could be adopted or this may become a case for children’s social care 
or the Magistrates courts. 
 
A weekly meeting between the Senior Attendance Lead and Attendance Administrator takes 
place to review attendance of all pupils who have reached each of the threshold intervention 
levels.  The personal circumstances of each child is discussed, along with improvements made, 
to determine whether the intervention is needed.   
 
The Senior Attendance Lead is also the Designated Safeguarding Lead (DSL), which ensures 
triangulation of safeguarding / pastoral information.  All attendance concerns are recorded onto 
the school’s electronic safeguarding system (Bromcom) to ensure DSL analysis and actions are 
recorded.   
 
 
Holiday Absence, Appendix 3 

●​ Responsibility for good attendance is shared between school, parent/carer and pupil. It is 
made clear to parents/carers that any absence from school will disrupt their child’s 
learning. 

●​ Parents/carers must complete a ‘Withdrawal From Learning Request Form’ which they 
are given by the office, alongside information about Holidays During Term Time. 

●​ This form must be authorised by the Headteacher. 
●​ Once this is completed, the reply slip , along with an accompanying letter (and ESCC 

leaflet) is given back to the parents/carers.  A copy of this is filed and the holiday is 
recorded. 

●​ Once the holiday is taken, and if 5 sessions or more.   In Kent the parents can be fined as 
a result of taking holiday during term time. 

●​ If the holiday is taken without Withdrawal From Learning Form completed, a letter is sent 
home to parents/carers explaining that the school is aware they went on holiday and 
asking them to complete the Withdrawal From Learning Form retrospectively.  

●​ A penalty notice is requested for all parents who are liable; this includes a step-parent or 
other carer and can include an absent parent.  If the parents live at separate addresses, 
a letter stating the absence is unauthorised must be sent to both of them regardless of 
which parent made the request. 

 
Rewarding Good Attendance 
The majority of pupils at our school have a good attendance record.  Pupils are given incentives 
to attend regularly and punctually. 
 
Examples include: 
✔​ Weekly Attendance Award  
✔​ Certificates / rewards given for pupils with outstanding termly attendance. 
✔​ Rewards for outstanding annual attendance include certificates, contact home and group 

attendance outings/gift cards. 
✔​ Improvement postcards sent home for effort with improved attendance and / or 

punctuality. 
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Those people responsible for attendance matters on a day to day basis in this school are: 
Mrs Hollingsbee (Family Liaison Officer) and Mr Randall (Attendance Lead) 
 
Record Keeping  
Attendance documents issued to parents / carers are saved directly to the pupil record on the 
school’s Management Information System (BromCom) along with other relevant information to 
update the current attendance status of our children.  
 
We follow our Trust safeguarding processes for recording information or incidents of a 
safeguarding nature. This can include information regarding poor attendance.  
 
Further details on updated attendance codings can be found on page 76 of the DfE guidance 
document Working together to improve school attendance. 
 

Expectations on schools:  

●​ Keep registers electronically (paragraph 31 of DfE guidance) 
●​ Preserve every entry in the attendance or admission register for 6 years (previously it 

was 3 years) from the date the data was entered (paragraph 36 of DfE guidance) 
●​ Use the revised attendance and absence codes (paragraphs 283 to 407 of DfE guidance) 
●​ Share your school's daily attendance data directly with the DfE. (paragraph 51 of DfE 

guidance) 

Maintained schools and non-maintained special schools must (and other schools are expected 
to):  

●​ Only grant leaves of absence for specific circumstances set out in regulation 11 of the 
2024 attendance regulations (paragraphs 37 to 40 of DfE guidance) 

●​ All schools can also grant absence for education off site (paragraphs 41 and 42 of DfE 
guidance). 

●​ Where applicable, schools also expected to report unexplained absences to the pupil's 
youth offending team worker (paragraph 52 of DfE guidance). 
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Appendices 
 

Appendix 1 – Lateness 
 
Letter 1 
​  
Dear Parent/Carer of____________________________________ 
 
As part of our commitment to improving the attainment of our students, we monitor their 
attendance on a regular basis. During our regular monitoring of pupil attendance, we identify any 
students whose attendance causes concern, including those pupils who have arrived late to 
school on a number of occasions. We are therefore writing to you to inform you that XXXXs 
current number of late sessions is .  
 
Being late to school and registration can have a considerable impact over the whole school year. 
The table below shows you just how much time can be missed over a year just by being 5 
minutes late to school every day:  
 
5 minutes late every day = 3 days of school lost a year 
10 Minutes late every day = 6.5 days of school lost a year 
15 Minutes late every day = 10 days of school lost a year 
20 minutes late every day = 13 days of school lost a year 
30 minutes late every day = 19 days of school lost a year 
 
Students are expected to arrive at school by 8:30am each day to ensure they are in class for 
morning registration at 8.40am. At 9.10am the registers close and your child will receive a late 
mark ‘L. We understand that the school mornings can be hectic, but when your child is late for 
school they are missing out on vital parts of their education. Pupils arriving after 9:10am will be 
marked as a “U” which is an unauthorised absence. 
 
If you have any queries or would like to discuss attendance with anyone please do not hesitate 
to contact the school Welfare Team on 01233 621989.  
 
Yours sincerely, 
 
 
Name 
Attendance Lead 
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Letter 2 
 
Dear X 
 
As part of our commitment to improving the attainment of our students, we monitor their 
attendance on a regular basis. During our regular monitoring of pupil attendance, we identify any 
students, whose attendance causes concern, including those pupils who have arrived late to 
school on a number of occasions.  
 
Further to my previous letter dated _______  , we are writing to you as your child has now been 
late 6 times.  This is concerning. 
 
We are closely monitoring your child’s attendance and lateness. Any child arriving after 8:40am 
is given a late mark (L) in the register.  Due to ……………consistently arriving late, any arrival 
after 9:10am will now be recorded as an unauthorised absence (U), from the date of this letter. If 
a child accrues 10 sessions of unauthorised absences during the period of 10 school weeks due 
to lateness, we will be requesting that regular meetings or a parent contact be drawn up. 
(LEADERS SEE THE The working together to improve school attendance document)  
 
Being late to school and registration can have a considerable impact over the whole school year. 
The table below shows you just how much time can be missed over a year just by being 5 
minutes late to school every day:  
5 minutes late every day = 3 days of school lost a year 
10 Minutes late every day = 6.5 days of school lost a year 
15 Minutes late every day = 10 days of school lost a year 
20 minutes late every day = 13 days of school lost a year 
30 minutes late every day = 19 days of school lost a year 
 
If you have any queries or would like to discuss your child’s lateness with anyone please do not 
hesitate to contact me on 01233 621989.  
 
Yours sincerely, 
 
 
 
Name 
Attendance Lead 
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Letter 3 
 
 
Dear X 
  
As part of our commitment to improving the attainment of our students, we monitor their 
attendance on a regular basis. During our regular monitoring of pupil attendance, we identify any 
students, whose attendance causes concern, including those pupils who have arrived late to 
school on a number of occasions.  
 
Further to my previous letters dated……………. & …………, we are writing to you as your child 
has continued to arrive late. This is very concerning. 
 
As you know, we are now recording any arrival after 9:10am as an unauthorised absence. Your 
child ………………..has accrued ……… unauthorised absences in the last ……… weeks. A 
further ………. Unauthorised Absences will result in a ….. (Penalty Notice being issued.)   
(Education supervision order being enforced by the LA)  
 
If a child accrues 10 sessions of unauthorised absences during the period of 10 school weeks 
due to lateness, we will be requesting that a Penalty Notice be issued. 
 
If you have any queries or would like to discuss your child’s lateness with anyone please do not 
hesitate to contact me on 01233 621989.  
 
Yours sincerely, 
 
 
Name 
Attendance Lead 
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Letter 4 
 
Dear X 
 
Further to my previous letters, we are writing to you again about your child’s persistent lateness.  
This is concerning. 
 
As a parent, you are responsible for ensuring your child receives an education.  The law says 
that if you do not make sure your children go to school you are guilty of an offence.  You can be 
fined by being issued with a penalty notice, or prosecuted. 
 
It was explained in the previous letters sent that if a pupil arrives at school after the register has 
closed (9:10am), it is recorded as an unauthorised absence.  Ten unauthorised lates will result in 
a Penalty Notice being issued. 
 
I regret to inform you that since the last letter sent (dated X), your child has accrued ten further 
unauthorised absences as a result of being late.  A Penalty Notice is therefore being issued.  
 
 
 
Yours sincerely, 
 
 
Name 
Attendance Lead 
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Appendix 2 – Absence 
 
Stage 1 Letter 
 
Dear X, 
 
RE – Names of Pupil 
 
I am writing to express my concern over the number of occasions that (Name) has been absent 
from school. I attach for your information a summary of attendance indicating the days (name) 
was absent. 
 
We are very keen to ensure that all children attend school regularly as it is important for your 
child’s friendships and academic progress. In addition, it is proven that good attendance is linked 
with academic success. 
 
I am sure you share my concern and would wish to work with the school to improve (name) 
attendance.  
 
If we can help in any way, perhaps via Mrs Hollingsbee,  Family Liaison Officer please do not 
hesitate to contact us.  
 
Yours Sincerely  
 
 
Attendance Lead 
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Stage 2 Letter - Invite Meeting 
 
Dear X,  
 
RE – Names of Pupil  
 
As you are aware, all Schools are having a real focus on attendance as this has such a huge 
impact on children’s learning. As a school, we are following the Kent guidelines and also aim to 
be proactive in supporting families with any attendance issues before the local authority 
becomes involved. 
 
From the start of the Academic year X has missed X days which is X sessions. This means their 
attendance percentage is presently only X% which is below our school target of 96%. 
 
Please find enclosed your child’s Registration Certificate. Going forward, we will not be 
approving any absences unless you are able to provide evidence to support the absence. If any 
absences are due to medical reasons, please ensure you bring relevant doctor’s notes and/or 
appointment details. All Schools must notify KCC of all compulsory aged pupils who are 
continuously absent for at least 10 school days. 
 
Due to the number of sessions already missed this academic year, your child is at risk of 
becoming a ‘persistent absentee’ and we would like to work with you to prevent any further 
absences. 
 
Therefore, it is necessary for us to arrange an attendance meeting with you. This will take place 
on __________ at _______. This is a supportive meeting which reviews our Attendance Policy 
and will enable you to honestly discuss any issues or barriers to your child attending school. If 
this appointment is inconvenient, I would be grateful if you could contact the office so that an 
alternative time can be arranged. 
 
If you do not attend this meeting and «forename»’s absence continues to deteriorate, a referral 
may be made to the Local Authority School Liaison Officer for further action and possible 
prosecution under section 444 Education Act 1996.  
 
We look forward to talking with you and working in partnership to see an improvement.  
 
Yours Sincerely  
 
 
 
Attendance Lead 
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Letter 2 – Review Meeting 
 
Dear (name), 
 
RE – (Childs name)  
 
Following on from our Attendance Support Meeting on (date) , we have arranged a review 
meeting. This will take place on (date and time). This is a supportive meeting which reviews 
points from our previous meeting and will enable you to honestly discuss any issues or barriers 
to your child attending school. If this appointment is inconvenient, I would be grateful if you could 
contact the office so that an alternative time can be arranged.  
 
If you do not attend this meeting (name)’s absence continues to deteriorate, a referral may be 
made to the Local Authority School Liaison Officer for further action and possible prosecution 
under section 444 Education Act 1996. 
 
We look forward to talking with you and working in partnership to see an improvement.  
 
Yours Sincerely  
 
 
 
 
Attendance Lead 
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Letter 2 – Follow Up: Did not show 
 
Dear X, 
 
As a result of your child missing X days, you were invited to attend an Attendance Meeting.  It 
was a shame you chose not to attend.   
 
You were also given the option to telephone to see if there was anything the school could do to 
support, however to date we have not heard from you in this regard.  
 
Please find enclosed a leaflet about the importance of attendance and what the law says. 
 
It is important that you are aware of what could possibly happen in the future, should your child’s 
attendance continue to fall: 
 

●​ should your child’s attendance slip further, intervention will be necessary by meeting with 
the school’s Attendance Lead, Mr Randall and a senior member of staff.   They will 
determine whether or not targets need to be set and if not met, a notice to prosecute will 
be issued.  These will be set in your absence should you choose not to attend. 

●​ if your child’s attendance falls further, your child is considered a ‘persistent absentee’ by 
the Department for Education and this will remain on your child’s school records.  The 
Local Authority will intervene and if necessary, a court appearance and fine may follow. 

 
I am sure that X’s attendance will continue to improve and that it will not be long before her 
attendance figure meets our school target of 96%. 
 
Please remember, that if you have any concerns with regards to X’s attendance, you are more 
than welcome to come and discuss them with me.  We are here to support. 
 
 
Yours sincerely, 
 
 
 
 
Name 
Attendance lead 
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Stage 3 Letter - Invite 
 
Dear X, 
 
Re Absence: Name of Pupil, Class 
 
I am writing to inform you that X’s attendance is still causing concern. We are very worried that 
continued poor attendance is affecting X's progress and I would like to meet with you.  
 
Should X's attendance remain irregular; the Local Authority may take more formal action. This 
could result in a Penalty Notice and/or prosecution through the Magistrates court for failing to 
ensure regular school attendance of your child under Section 444 Education Act 1996, and a fine 
of up to £2500 and/or 3 months in prison.  
 
We need to bring the following to your attention - Local authorities have the power to prosecute: 
• Parents who fail to comply with a school attendance order issued by the local authority to 
require a parent to get their child registered at a named school (under section 443 of the 
Education Act 1996). This may result in a fine of up to level 3 (£1,000). 
• Parents who fail to secure their child’s regular attendance at a school, for which there are 2 
separate offences: section 444(1) where a parent fails to secure the child’s regular attendance; 
and section 444(1A) where a parent knows that the child is failing to attend school regularly and 
fails to ensure the child does so. The section 444(1) offence may result in a fine of up to level 3 
(£1,000) and the section 444(1A) offence may result in a fine of up to level 4 (£2,500), and/or a 
community order or imprisonment of up to 3 months. 
• Parents who fail to secure the regular attendance of their child at a place where the local 
authority or governing body has arranged alternative provision (under sections 444 and 444A). 
This may result in a fine of up to level 3 (£1,000), or if the parent is found to have known the child 
was not attending regularly and failed to ensure that they did so, a fine of up to level 4 (£2,500), 
and/or a community order or imprisonment of up to 3 months. 
• Parents who persistently fail to comply with directions under an Education Supervision Order 
(under Schedule 3 to the Children Act 1989) or breach a Parenting Order or directions under the 
order (under section 375 of the Sentencing 
Act 2020). These may result in a fine of up to level 3 (£1,000). 
 
It is requested with urgency, that you attend a meeting to discuss X's attendance. A 
representative from the Local Authority may also attend the meeting. 
I would like to meet with you (place)  on:  DATE/TIME/LOCATION 
 
Please ring the school to confirm that you will be attending on 01233 621989. 
  
During the meeting we will discuss any concerns you may have, so we can continue to support 
your child in making good progress. We may also set targets in order to avoid further 
prosecution. I trust that you will work with us to improve your child’s attendance.  
 
If you have any queries, please do not hesitate to contact me. 
 
Yours sincerely, 
 
 
 
Name 
Attendance lead 
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Stage 3 Letter – Follow Up: Showed 
 
Dear X, 
 
Thank you for attending a meeting with me today with regards to X’s attendance.  As I explained 
at the meeting, your child has now missed X days of schooling and is only at X% which is why 
you were invited to meet with me today. 
 
I was delighted to hear… 
 
I appreciate you sharing with me… 
 
The following actions were agreed: 
 
 
XXXXXXXXX 
 
 
 
 
I am sure that X’s attendance will continue to improve and that it will not be long before her 
attendance figure improves and even gets closer to 97%, in line with our school and the 
Government’s targets.   
 
Please remember, that if you have any concerns with regards to your child’s attendance, you are 
more than welcome to come and discuss them with me.   
 
It was good to meet with you today, thank you once again for attending, 
 
 
 
Yours sincerely, 
 
 
 
 
 
Name 
Attendance lead 
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Letter 3 – Follow Up: Did Not Show 
 
Dear X, 
 
WARNING OF POSSIBLE ISSUE OF PENALTY NOTICE 
 
 
You were invited by letter dated [ date ] to attend a meeting on [ date ]. This was to give you an 
opportunity to discuss any difficulties you may be experiencing in fulfilling your legal 
responsibility with regard to school attendance and to discuss how we could support you in this.  
You did not attend the meeting and no response was received to our invitation. 
 
If you wish for a meeting to be re-scheduled then please contact me on the above number to 
rearrange at a mutually convenient date and time. 
 
I confirm that I shall monitor [ Student’s Name ] attendance and review this periodically.   
 
This letter is a warning that should [ student’s name ] accrue 10 sessions of unauthorised 
absence during the next 10 school week period we will be requesting that a Penalty Notice be 
issued.  
 
If you have any queries, please contact me on the number above. 
 
 
Yours sincerely, 
 
 
 
Name 
Attendance lead 
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Stage 4 Letter 
 
Dear X, 
 
Re Absence: Name of Pupil, Class 
 
I note that there has been no significant improvement in your child’s attendance since our last 
meeting. 
 
X’s attendance for this academic year has fallen to % which means they have missed X days of 
school. This is a significant concern despite intervention from a range of staff at X School.   
 
Furthermore I have not received any satisfactory explanation for absences.  
 
Children whose attendance is below 90% are noted by the Department for Education as being 
“persistent absentees,” which means that they are recognised as missing school on a regular 
basis. 
 
Please find your child’s Registration Certificate enclosed.  
 
The school has attempted to engage with you several times in order to support improvements in 
attendance. It has now become necessary to refer the concerns around your child’s attendance 
to the Education Welfare Service.  
 
An Education Welfare Officer will contact you in due course. Should you have anything you wish 
to discuss concerning this matter, I will continue to be available.  
 
Please contact me on the above number should you require an appointment. 
 
 
Yours sincerely, 
 
 
 
Name 
Attendance lead 
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Appendix 3a – Holiday Absence 
 
Dear X, 
 
Withdrawal from Learning Application – Names of Pupils 
 
Thank you for your recent request for an absence in term time for X days from X returning to 
school on X. 
  
I am not able to authorise this absence – the absence is not deemed as an exceptional 
circumstance.  I realise that you will be disappointed by my decision, but from September 
additional New Government guidance means that, as Head, I am no longer able to authorise any 
requests for children to be taken out of school unless there are exceptional circumstances.  
  
We will be notifying the Local Authority of the unauthorised absence and a Penalty Notice may 
be issued.    
Please note that Penalty notices are issued to each parent for each child taken out of school.  A 
Penalty Notice is a fine of £80.00 which increases to £160.00 if not paid within the first 21 days.  
If the Penalty Notice remains unpaid, this will result in further legal intervention. Unauthorised 
absence may also result in prosecution under section 444 Education Act 1996. Please note that 
once a Penalty Notice has been issued there is no right of appeal.  
 
Please be aware that if you take your child out of school for a holiday of less than 5 days, and 
your child is sick immediately before/after the holiday or has extra days off immediately 
before/after it, we will ask for a copy of your holiday booking or a doctor’s certificate to confirm 
the dates of your holiday or the dates of any sickness.  Failure to produce this evidence will 
result in the School referring you to the Local Authority for a Penalty Notice. 
  
I hope you will understand and support our efforts in sustaining high attendance and attainment 
at X School. 
  
 
Yours sincerely, 
 
 
 
 
Attendance lead 
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Appendix 3b – Holiday Request Not Submitted 
 
Re:  Name of Pupil, Class 
 
Holiday Absence 
 
It has been brought to our attention that either you have not notified the school that you were 
going on holiday and / or the reason for your child’s absence was not truthful. 
 
I am therefore writing about your action in taking [your child/children or name/s] out of school for 
a family holiday between [date] and [date]. 
 
Our school works in partnership with parents to provide the best education for each child and 
believes that regular attendance through the year is essential to every child’s success and 
fulfilment. We expect you to consult the school before booking holidays that mean your child will 
be absent. 
 
I am concerned, as I believe this absence could have a detrimental effect on [your 
child/children’s or name/s] education. Children are required to attend school for 190 out of 365 
days of the year. 
 
I strongly urge you always to consult with the school before making plans that involve a pupil’s 
absence from lessons or other commitments. 
 
Please can you complete the ‘Withdrawal From Learning’ application retrospectively and return it 
to the school asap.  Please note that if your holiday was 5 days or more, a penalty notice will be 
issued in line  
with the school’s and county’s procedures. 
 
Please note that Penalty notices are issued to each parent for each child taken out of school.  A 
Penalty Notice is a fine of £80.00 which increases to £160.00 if not paid within the first 21 days.  
If the Penalty Notice remains unpaid, this will result in further legal intervention. Unauthorised 
absence may also result in prosecution under section 444 Education Act 1996. Please note that 
once a Penalty Notice has been issued there is no right of appeal.  
 
 
 
Yours sincerely,  
 
 
Headteacher/Head of School 
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Notice To Improve Letter 
 
[Date] 

[Parent/Guardian Name] 

[Address] 

 

Re: Notice to Improve Attendance for [Pupil’s Full Name], [Class/Year Group] 

Dear [Parent/Guardian’s Name], 

 

This letter serves as a Notice to Improve (NTI) regarding [pupil’s name]’s attendance at 
[schoolname]. Regular school attendance is essential for [pupil’s name]’s educational success 
and well-being. Under section 7 of the Education Act 1996, it is your legal duty as a parent to 
ensure that your child receives an efficient full-time education. 

 

Regular attendance ensures that [pupil’s name] can benefit fully from the education provided, 
build positive relationships with peers and staff, and reach their full potential. Irregular 
attendance can impact academic achievement, social development, and long-term outcomes. 

 

We understand that challenges can arise in maintaining regular attendance. To address these 
issues, support has been offered, and multiple attempts to engage with you through meetings 
and communication have been made. [Details of support offered]. Despite these efforts, there 
has not been sufficient improvement in [pupil’s name]’s attendance. 

 

From [start date of specified period] to [end date of specified period], [pupil’s name] has 
accrued 

[number] unauthorised absences (equivalent to [number] sessions). This includes absences 
on the following dates: [list dates of unauthorised absences]. 

 

Enclosed is a copy of [pupil’s name]’s registration certificate for your reference. 

The NTI period begins on [start date] and ends on [end date] (20 school days). During this 
period,we expect [pupil’s name] to have no more than [number] unauthorised absences. 
[Absence Dates] 

 

If no improvement is made, this will be escalated and a Penalty Notice Issued. 
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Penalty Notices are issued to each parent of each child and the amount will be £160 if paid 
within 28 days, reduced to £80 if paid within 21 days. 

 

If a second penalty notice is issued within a rolling 3-year period, then the charge will be a flat 
rateof £160 per parent per child if paid within 28 days. 

 

In both instances failure to pay the penalty in full at the end of the 28 days period may result in 
prosecution by the Kent PRU and Attendance Service. 

 

In the event of three or more periods of unauthorised absence within a 3 rolling year period, a 
penalty notice will not be issued. A referral will be made to Kent PRU and Attendance Service 
Courts Team who will consider the case for prosecution. 

 

If you have any questions about this notice or if you would like to discuss further support, please 
contact our Attendance Officer, [Name]. 

 

We urge you to take this opportunity to improve [pupil’s name]’s attendance and avoid further 
action. 

 

Yours sincerely, 

 

Enclosures: 

1. Registration Certificate 

2. Attendance Improvement Plan (if applicable) 
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