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INTRODUCTION
Central to raising standards in education and ensuring that all pupils can fulfil their potential is an
assumption so widely understood that it is insufficiently stated – pupils need to attend school regularly
to benefit from their education. Missing out on lessons leaves children vulnerable to falling behind.
Children with poor attendance tend to achieve less in both primary and secondary schools.
The Government expects schools and local authorities to:
• Promote good attendance and reduce absence, including persistent absence.
• Ensure every pupil has access to full-time education to which they are entitled.
• Act early to address patterns of absence.
At Offord Primary School we will also support parents to perform their legal duty to ensure their children of
compulsory school age attend regularly and will promote and support punctuality in attending lessons.
Schools should be aiming for attendance of 96% + across the academic year through ensuring that all
pupils regularly attend school.
Aims
At Offord Primary School we believe that children should attend school every day of the academic year.
We do all that we can to encourage children’s good attendance. We believe that the most important factor
in promoting good attendance is a positive ethos and culture that promotes a love of learning. In order to
achieve this aim, we work hard to make our school a happy and rewarding environment for all. We also
ensure that children who are unable to attend school, due to ill-health, are supported as appropriate.
Attendance registers
Under the Education Regulations 1995, the Local Governing Board is responsible for ensuring that the
school keeps accurate attendance registers. At Offord Primary School, attendance registers record the
attendance of children who are present at the start of both the morning and afternoon session each day.
They also record whether an absence is authorised or unauthorised. These are kept on file for a minimum
of three years. (See Appendix 1 for attendance codes)
The school year
Children are expected to attend school for 190 days each year. One day counts as a morning and an
afternoon session, a total of 380 sessions per year.
Attendance and parental responsibility
Parents/Carers are responsible for making sure that children of compulsory school age receive a suitable
full-time education. A child reaches compulsory school age on or after their fifth birthday. If they turn five
between 1 September and 31 December, then they are of compulsory school age on 31 December; if they
turn five between 1 January and 31 March they are of compulsory age on 31 March; if they turn five
between 1 April and 31 August they are of compulsory school age on 31 August.
Punctuality
It is important that children attend school on time each day; this is the parent/carer’s responsibility. It is
very disruptive for a class and the teacher, when a child is late after a lesson has started and it is equally
distressing for a child to enter a lesson late.
Any child arriving after 8.50am must be signed in by a parent at the school office. There is a blue book, in
which to record time of arrival, reason for lateness and parents’ signature. School cannot accept a reason
for lateness from a child. If no satisfactory explanation is received from a parent, by the end of one week,
the absence will remain as an unauthorised absence.
Arrival and registration
The school doors open at 8.40am. Children enter through individual class doors and proceed quickly into
their classrooms for a starter activity provided by their class teacher. Registration opens at 8.50am at which
point all children must be in school. Registration closes at 9.00am. If a child arrives during registration,
they will be marked as ‘Late’ (L) and the number of minutes late will be recorded. If a child arrives after
9.00am this is marked as ‘Late After Registers Closed’ (U) for that session and cannot be changed. The
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number of minutes that the child is late will be recorded. The afternoon register is taken in the same way
at 1.15pm.
Parents/Carers are required to provide a satisfactory explanation as to why their child is late before an
attendance code may be changed. It is important to understand that not all explanations given by
parents/carers are considered to be an authorised absence. Therefore, care will be taken with any
attendance marks given. Explanations from children are not acceptable, which means that the mark given
originally, will remain on the child’s attendance record for that academic year.
Illness and medical appointments
If a child is ill, it is the parent’s responsibility to notify school on the first day of absence and each morning
during the illness. The school answer machine is checked daily. Parents should leave a message stating:
name of child, class, the reason for absence, name of the person leaving the message. Parents can also
e-mail the office with this information if they prefer. No child should attend school until 48 hours after they
have suffered sickness and/or diarrhoea. If, on the first day of absence, a valid reason is not received, a
No Reason mark (N) will be coded against the child’s name. If no valid reason is given within one week by
a parent, then that absence will remain as an Unauthorised Absence (O) and cannot be changed.
Parents should make every effort to arrange dental/ medical appointments out of school hours. If this is
not possible, the child should be returned to school as soon as possible after the appointment.
Parent/carers are required to sign the child in and out of school at the school office, in the blue book.
If a child becomes unwell during the school day, the school will make every effort to contact parents/ carers
so that the child can be collected. It is the parent’s responsibility to ensure the school has up to date contact
details.
Absence
When a child is absent, the class teacher will record the absence in the register. The school office will
contact the parent/carer on the first day of absence, if no reason for the absence has been received. If
there is any doubt about the whereabouts of a child, the class teacher will inform the school office. The
school will then contact the parent/carer immediately in order to check on the safety of the child.
Attendance, absence and persistent absence
The national expectation for attendance is 96% or more. All attendance and absence is monitored
closely by the school; figures for whole school attendance are published by Ofsted and the DfE. Records
of each child’s attendance are kept year on year for comparison. Should a child’s attendance fall below
90% in a six-week period then this is classed as persistent absence. All absence is followed up by the
school initially. Sometimes absence may involve the support and intervention of The Cam Academy Trust
Education Welfare Officer (EWO), or the Local Authority Attendance Officer (LAAO).
We use the Cambridgeshire ‘three letter’ system to alert parents to the fact that there may be a problem
with attendance. If a pattern of absence or regular absences emerge, during monitoring, parents will
receive a letter from the Headteacher (attendance falling below 95%) outlining the concerns. Parents will
be invited into school to discuss the child’s attendance with the Headteacher and to agree targets. A record
of this meeting will be kept on the child’s file. Should there be no improvement in attendance the LA
Attendance Team will become involved and this may incur a fixed penalty; it may even incur a custodial
sentence. (See Appendix 2 for the thresholds of the ‘three letter’ system)
HOLIDAYS IN TERM TIME ARE NOT AUTHORISED and will incur a penalty fine. In exceptional
circumstances, parent/carers may seek authorisation from the Headteacher.
The Education Welfare Service
The LA Attendance Team are able to support and advise parent/carers on many issues including frequent
lateness or regular absence from school. The Cam Academy Trust EWO visits regularly to monitor whole
school and individual attendance. Any persistent lateness or absence may be followed up, by letter, home
visits and even fixed penalties, or more lengthy and costly penalties or prosecution in a magistrate’s court.
Definitions of absence
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Authorised absence – an absence is classified as authorised when a child has been away from school
for a legitimate reason and the school has received a reason from a parent/carer, an example of this could
be when a child has been ill. Only the school can make an absence authorised, parents do not have this
authority. Consequently, not all absences and supported absences by parents will be classed as
authorised. For example, if a parent takes a child out of school to go shopping during school hours, or if a
parent keeps a child at home because the parent or relative is ill, this is not an authorised absence.
Unauthorised absence – an absence is classified as unauthorised when a child is away from school
without the permission of the Headteacher.
Exceptional Circumstances– some absences may be authorised due to exceptional circumstances. This
could be:
• Illness and medical/dental appointments – as explained previously.
• Religious observance – where the day is exclusively set apart for religious observance by the
religious body to which the pupil’s parents belong. If necessary, the school will seek advice from
the parents’ religious body to confirm whether the day is set apart.
• Traveller pupils travelling for occupational purposes – this includes Roma, English and Welsh
Gypsies, Irish and Scottish Travellers, Showmen (fairground people) and Circus people, Bargees
(occupational boat dwellers) and New Travellers. Absence may be authorised only when a Traveller
family is known to be travelling for occupational purposes and has agreed this with the school, but
it is not known whether the pupil is attending educational provision.
Requests for holidays during school time, because the cost is cheaper, or parents have not been able to
take the time during school holidays, does not constitute exceptional circumstances.
Long-term absence
Occasionally, a child may be absent from school due to illness or a medical reason, sometimes this might
be long and protracted. In this instance the school will work with the family and outside support services to
provide the best possible solution, which may include arrangements for tutoring out of school.
Legal sanctions
Schools can fine parents for the unauthorised absence of their child from school, where the child is of
compulsory school age. If issued with a penalty notice, parents must pay £60 within 21 days or £120 within
28 days. The payment must be made directly to the local authority. The decision on whether or not to issue
a penalty notice ultimately rests with the headteacher, following the local authority’s code of conduct for
issuing penalty notices. (See Appendix 3). This may consider:
• The number of unauthorised absences occurring within a rolling academic year.
• One-off instances of irregular attendance, such as holidays taken in term time without permission.
• Where an excluded pupil is found in a public place during school hours without a justifiable reason.
If the payment has not been made after 28 days, the local authority can decide whether to prosecute the
parent or withdraw the notice.
Rewards
Headteacher awards are part of our culture of celebration. From time to time children will be rewarded for
excellent attendance (100%) e.g. a whole year. This may involve receipt of a special attendance certificate
or a negotiated reward for the group/class/ individual with the best attendance record.
Monitoring and reviewing attendance
The Local Governing Board and Trustees: The local governing board are responsible for monitoring
attendance figures for the whole school on at least a termly basis and reporting this to the trustees who
have overall responsibility for all trust school’s attendance figures. The local governing board also holds
the headteacher to account for the implementation of this policy.
The Headteacher: The Headteacher is responsible for ensuring this policy is implemented consistently
across the school, and for monitoring school-level absence data and reporting it to governors. The
Headteacher also supports other staff in monitoring the attendance of individual pupils and issues fixedpenalty notices, where necessary.
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The School Attendance Officer:
• Monitors attendance data at the school and individual pupil level.
• Reports concerns about attendance to the Headteacher.
• Works with education welfare officers to tackle persistent absence.
• Arranges calls and meetings with parents to discuss attendance issues.
• Advises the Headteacher when to issue fixed-penalty notices.
The school keeps accurate attendance records on file. Parents receive a copy of their child’s annual
attendance alongside the written annual report in July. Attendance records are kept on file for a minimum
period of three years. Class teachers are responsible for monitoring attendance in their class. If they are
aware of any unexpected absence during the school day, they will alert the school office and/or
Headteacher as soon as possible.
Policy agreement and review
This policy will be reviewed annually or sooner, should there be changes to the DfE legislation and
guidance.
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Appendix G: Addendum: COVID-19 School Attendance Policy September 2021
Attendance expectations
Attendance is mandatory. The usual rules on attendance continue to apply, including:
• parents’ duty to ensure that their child of compulsory school age attends regularly at
the school where the child is a registered pupil
• schools’ responsibilities to record attendance and follow up absence
• the ability to issue sanctions, including fixed penalty notices, in line with local
authorities’ codes of conduct
• the duty on local authorities to put in place arrangements for identifying, and to follow
up with, children missing education
Not attending in circumstances relating to COVID-19
This category must be used to record sessions that take place in the 2021 to 2022 academic
year where a pupil does not attend because their travel to, or attendance at, school would be:
• contrary to guidance relating to the incidence or transmission of COVID-19 from Public
Health England (PHE), or its successor UK Health Security Agency (UKHSA), and/or
the Department of Health and Social Care (DHSC)
• prohibited by any legislation (or instruments such as statutory directions) relating to the
incidence or transmission of COVID-19
This category must only be used to record where a pupil is not attending for the reasons set
out above. It should not be used to record any other type of non-attendance or absence - for
example, where a parent or pupil is anxious about attending school because of COVID-19.
The schools COVID-19 operational guidance sets out when pupils should self-isolate and
when they ought to be tested in the 2021 to 2022 academic year.
Examples in which ‘not attending in circumstances relating to COVID-19’ could apply
In line with current legislation, and guidance from PHE (and its successor the UKHSA) and
DHSC, examples are as follows:
• Pupils who are required to self-isolate as they have symptoms or confirmed COVID-19
• Pupils who have symptoms of COVID-19, or have had a positive lateral flow device
(LFD) test, should self-isolate and get a confirmatory polymerase chain reaction (PCR)
test.
• If a pupil tests negative and if they feel well, they can stop self-isolating and return to
school. If the pupil remains unwell following the test (such as with a different illness),
then they should be recorded as code I (illness). Code X should only be used up until
the time of the negative test result.
Schools should not retrospectively change the attendance register due to a negative test
result.
If a pupil tests positive, they should continue to self-isolate in line with public health guidance.
Code X should be used for the period of self-isolation until the test. After the pupil tests
positive, they should be recorded as code I (illness) until they are able to return to school.
Pupils who are a close contact of someone who has symptoms or confirmed COVID-19
Pupils who are a close contact of someone who has tested positive for COVID-19 do not need
to self-isolate. They should instead get a PCR test and should only self-isolate if they test
positive. If they do test positive, they should be recorded as code I (illness) until they are able
to return to school.
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Pupils who are required by legislation to self-isolate as part of a period of quarantine
As usual, parents should plan their holidays within school breaks and avoid seeking
permission to take their children out of school during term time. Families should also consider
that their child may need to self-isolate following trips overseas that require a period of
quarantine. If a pupil is required to be in quarantine on arrival in, or return to, the UK, the
school should use code X in the register.
Pupils who are clinically extremely vulnerable when shielding is advised
Clinically extremely vulnerable people are no longer advised to shield. All clinically extremely
vulnerable pupils should attend their education setting unless they are one of the very small
number of children and young people under paediatric or other specialist care who have been
advised by their clinician or other specialist not to attend.
If shielding is advised nationally or in a local area again, by DHSC, PHE or UKHSA, then
pupils who are clinically extremely vulnerable may be advised not to attend school. Nonattendance in accordance with guidance from DHSC, PHE or UKHSA should be recorded as
code X.
Pupils who are self-isolating but who have not had a PCR test
In line with public health advice, pupils with symptoms must self-isolate and schools should
strongly encourage pupils to take a PCR test. Where the pupil is unable to take a PCR test,
the school should record the pupil as code X in the register.
Schools should follow up with families if they are not satisfied with the reason as to why the
pupil is not in school. Schools can request supporting evidence from the family. Where the
school is not satisfied with the reason given for absence, they may record this using one of the
unauthorised absence codes, in line with the school attendance: guidance for schools.
Remote education
If a pupil is not attending school because their attendance would be contrary to government
guidance or legislation around COVID-19, we expect schools to offer them access to remote
education. Schools should keep a record of, and monitor engagement with, this activity, but
this does not need to be tracked in the attendance register.
School attendance is mandatory, and the usual rules continue to apply, including:
• a parent’s duty to ensure that their child attends regularly at school, where the child is
a registered pupil at school
• schools’ responsibilities to record attendance and follow up absence
• the ability for schools and local authorities to issue sanctions, including fixed penalty
notices in line with local authorities’ codes of conduct
To promote excellent attendance this term, we expect schools and local authorities to
continue to:
• communicate clear and consistent expectations around attendance to families
• identify pupils who are reluctant or anxious about attending or who are at risk of
disengagement and develop plans to re-engage them, especially those who are
persistently absent or at risk of persistent absence
• use the additional recovery funding, attendance staff, resources and pupil premium
funding, as well as existing pastoral and support services, to put measures in place for
those families who will need additional support to secure pupils’ regular attendance
• work closely with other professionals to support regular attendance
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1. The Education (Pupil Registration) (England) (Coronavirus) (Amendment) (No. 2)
Regulations
2020
2. The Education (Pupil Registration) (England) (Coronavirus) (Amendment) (No. 2)
Regulations
2020
3. And their equivalents in Scotland, Wales and Northern Ireland if a pupil attending a school
in
England resides there.
4. Code X is not counted as an absence in the school census.
5. The Health Protection (Coronavirus, International Travel) (England) Regulations 2020
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APPENDIX 1
Absence and Attendance Codes
The national codes enable schools to record and monitor attendance and absence in a consistent way
which complies with the regulations. They are also used for collecting statistics through the School Census
System. The data helps schools, local authorities and the Government to gain a greater understanding of
the level of, and the reasons for, absence.
The codes are:
Present / = am \ = pm
Present in school during registration.
Code B
Off-site educational activity.
Code C
Leave of absence authorised by the school.
Code D
Dual Registered - at another educational establishment.
Code E
Excluded but no alternative provision made.
Code G
Holiday not authorised by the school or in excess of the period determined by
the head teacher.
Code H
Holiday authorised by the school
Code I
Illness (not medical or dental appointments)
Code J
At an interview with prospective employers, or another educational
establishment.
Code L
Late arrival before the register has closed.
Code M
Medical or dental appointments
Code N
Reason for absence not yet provided
Code O
Absent from school without authorisation
Code P
Participating in a supervised sporting activity.
Code R
Religious observance
Code S
Study leave
Code T
Gypsy, Roma and Traveller absence
Code U
Arrived in school after registration closed
Code V
Educational visit or trip.
Code W
Work experience.
Code X
Not required to be in school
Code Y
Unable to attend due to exceptional circumstances
Code Z
Pupil not on admission register
Code #
Planned whole or partial school closure

Further information regarding the above attendance and absence codes can be found in the DfE website:
https://www.gov.uk/government/publications/school-attendance

Attendance Policy
Last review: October 2021

Page |8

APPENDIX 2
The Three-Letter System developed by Cambridgeshire County Council
This system enables schools to continuously monitor and address poor attendance. The system is based
on model letters to send to parents when attendance is becoming a concern.
The Letters:
• Letter 1 – Informs the parents that the child’s current attendance is giving cause for concern
and therefore the school will be monitoring it to ensure improvement.
• Letter 2 – Invites parents in to meet and discuss the issues around their child’s attendance.
• Letter 3 – sets a target of 4 weeks for improvement and if there is no improvement then a
penalty notice may be applied for from the County Council.
• Late Letters – These will be sent to parents of children who show a pattern of persistent
lateness.
• Non-statutory school age letter – Letter to parents of children who are not school age but
have had a concerning pattern of absence. *In Education Law the term “Parent” applies to
any parent or carer who has day to day care and attention of the child, not necessarily
someone with parental responsibility.
The following table highlights the new expectations regarding attendance, the negative impact it can have
on lost learning and the stages at which letters will be implemented from the ‘Three Letter System.’
Threshold Actual
attendance attendance
(days)
100%
190

Whole days Learning
absent
hours lost
0

0

99%

188

2

10

Good

98%

186

4

20

Letter 1 may be issued at this point if attendance is
Starting to become a concern.

97%

184

6

30

96%

182.5

7.5

37.5

Becoming unsatisfactory

95%

180.5

9.5

47.5

177

13

65

171

19

95

Excellent

Letter 2 may be issued at this point and parents may be94%
asked to meet with the school to discuss the attendance.
Cause for concern
90%
Letter 3 will be sent at 90-92% and attendance
will be monitored over a 4week period.
If attendance does not improve this will be referred to the
Local Authority Attendance Team and a penalty notice
may be issued.
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APPENDIX 3
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