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EQUALITY AND DIVERSITY STATEMENT 

 
Salutem Care & Education is committed to the fair and equitable treatment of all individuals in 

accordance with the Equality Act 2010. An Equality Impact Assessment has been completed for 
this policy to ensure it can be applied consistently and without discrimination.  Salutem Care & 

Education is committed to safe, high-quality, person-centred services that uphold people’s rights 
and dignity. 

 
All colleagues (including volunteers, agency workers and contractors) must follow this policy, 
guided by our values. Policies are reviewed every two years; if a review is delayed, the current 

version remains in force until approved by the Policy Sponsor. 
 

Training will support understanding, and people we support will be involved in reviews. Local 
procedures may support this policy, but corporate policies must not be changed locally without 

formal approval. 
 

This policy must be shared with all colleagues. The controlled version is on BLINK; 
printed/downloaded copies may be out of date 
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1. Summary 
 
We believe that with strong roots, we grow and flourish together. Regular attendance and good 
punctuality are essential to pupils’ safety, wellbeing, learning, progress and future outcomes. 
Being in school every day supports consistency, relationships, regulation, access to learning and 
the ability to achieve. We therefore expect pupils to attend every day the school is open, unless 
they are too unwell to attend or there is another authorised reason. 
 
We promote a whole-school culture where attendance is everyone’s responsibility. This includes 
clear expectations, accurate and timely registration, and a support-first approach that works in 
partnership with pupils, parents/carers and external professionals to understand and remove 
barriers to attendance (for example, health needs, anxiety, SEND, transport, family circumstances 
or safeguarding concerns). Where attendance does not improve despite support, we will follow the 
Local Authority attendance processes and, where appropriate, escalate to formal interventions in 
line with statutory guidance. 

Attendance expectations 

 Our aim is 100% attendance for every pupil. 
 We expect all pupils to achieve at least 97% attendance. 
 We intervene early where attendance falls below expected levels, or where patterns of 

absence or lateness emerge. 

What this policy includes: This policy sets out: 

 The school’s expectations for attendance and punctuality and the importance of regular 
attendance 

 Roles and responsibilities of parents/carers, pupils, teachers, the Attendance Lead/DSL 
and SLT 

 How we record attendance using accurate registers and agreed processes 
 Our first-day response and safeguarding escalation where a pupil is absent without 

explanation 
 How we manage and respond to lateness 
 The approach to authorised and unauthorised absence, including requests for leave in 

term time 
 The school’s graduated response to attendance concerns (early help, targeted support, 

meetings, action plans and escalation) 
 How we work with the Local Authority and other agencies where required 
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 Monitoring, reporting and governance arrangements to ensure consistent implementation 

What this policy does not include (excluded): This policy does not: 

 Provide clinical advice or replace medical guidance on illness (families should follow NHS 
advice and provide information as required) 

 Set out the full safeguarding procedures for all concerns (these are covered in 
the Safeguarding/Child Protection Policy) 

 Replace the school’s Behaviour Policy, SEND Policy, or Complaints Policy (these apply 
alongside this policy) 

 Detail individual attendance support plans for specific pupils (these will be created 
separately where needed and reviewed regularly) 

 Override statutory guidance or Local Authority requirements—where these apply, the school 
will follow the relevant legal and regulatory framework. 
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2. Document Control 

 
 

Policy Sponsor (Name & Role): Carole Doherty, Headteacher 

Policy Reviewer (Name & Role): Melinda Glover, Quality Assurance Inspection & 
Regulation Director 

Approved by (Name/Role):  
James Winchester, Education Regional Director 

Date Implemented: July 2023 

Last Reviewed: July 2026 

Next Review Due: July 2027 

Version Number: V2.0 

Controlled Copy Location: 
☒ BLINK 

☐ Education Policy Hub 

Policy category (tick):  

☐Safeguarding  
☐ Care practice 
☒ Education 

☐ Health & Safety  
☐ HR/People  
☐ Information Governance 

☐ Other: [ ] 

Policy Applies to: 

People we Support 
☐ Children/young people 
☐ Adults 
☒ Learners 
 
Workforce 
☒ Permanent 
☐ Bank 
☐ Agency 
☐ Other: [ ] 

☐ Families/Carers  
 

 

 
☐ Volunteers 
☐ Contractors 
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4. Definitions 

 
4.1 Authorised absence: An absence is authorised where the school is satisfied that there is 
a genuine and acceptable reason for the pupil not attending, or where permission has been 
granted in advance by the Headteacher (for example, certain medical appointments or 
exceptional circumstances). Authorised absence will be recorded using the appropriate DfE 
attendance code. Evidence may be requested where needed (e.g., appointment confirmation). 

4.2 Unauthorised absence: An absence is unauthorised where: 

 No explanation is provided, 
 The explanation is not accepted as a valid reason, or 
 Permission has not been granted in advance where required. 

Examples may include absence for shopping, birthdays, holidays in term time without approval, or 
where the school is unable to verify the reason. Unauthorised absence will be recorded using the 
appropriate DfE attendance code and may trigger school interventions and/or referral to the Local 
Authority in line with their procedures. 

4.3 Persistent absence (PA): A pupil is classed as persistently absent when their overall 
attendance falls below 90% over a defined period. This includes both authorised and 
unauthorised absences. Persistent absence is a key safeguarding and educational risk indicator 
and will trigger targeted support and formal review. 

4.4 Punctuality: Punctuality means arriving in school ready to learn by the start of the school day. 
Pupils are expected to be in school by 9:00am. Good punctuality supports learning, regulation, 
routines and wellbeing, and reduces disruption to teaching and learning. 

4.5 Late after close of register: Registers close at 9:15am. Arrival after this time is recorded as 
an absence for that session, in line with DfE attendance codes (even if the pupil attends later in 
the day). Where lateness becomes a pattern, the school will work with families to understand 
barriers and implement support, and may escalate in line with this policy. 

 
 
 
 
Authorised Absence 
An absence where: 

 The school has accepted the reason as valid, or 
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 Permission has been granted in advance by the Headteacher 
 

Unauthorised Absence 

An absence where: 

 No explanation is provided, or 

 The school does not accept the reason given 

Examples include unnecessary absence (e.g. shopping, birthdays) or arriving too late for 
registration. 

5. Principles 
 
This section sets out how we meet statutory and regulatory expectations for attendance and 
punctuality, including: 

 Education Act 1996 (s444) parental duty to secure regular attendance 
 DfE guidance: Working Together to Improve School Attendance (latest version) 
 School Attendance (Pupil Registration) Regulations (latest version) and use of DfE 

attendance codes 
 Keeping Children Safe in Education (KCSIE) expectations for first-day response and 

safeguarding escalation 
 Ofsted/ISI expectations that attendance is promoted through a strong culture, accurate 

recording, early intervention, and effective partnership working. 

5.1 Expectations and shared responsibilities 

5.1.1 Parents/Carers: Parents/carers have a legal responsibility to ensure their child attends 
school regularly (Education Act 1996, s444). We expect parents/carers to: 

 Ensure their child attends school every day the school is open, unless they are too unwell 
to attend or the absence has been authorised. 

 Notify the school of absence before 9:00am on the first day of absence, giving the reason 
and expected return date. 

 Notify the school if their child will be late, including the reason and expected arrival time. 
 Ensure alternative arrangements are in place for bringing their child to school if the 

parent/carer is unwell or unable to attend. 
 Arrange routine (non-emergency) appointments outside school hours wherever possible. 

Where unavoidable, provide evidence (e.g., appointment card/letter) so the school can 
apply the correct DfE code. 



  

 

 

Attendance & Punctuality Policy Page 8 of 21                                        
 

 
Reviewed: July 2026 
Next Review: July 2027 
                                                        

In this policy, “the Organisation” means Salutem Care & Education [Salutem Ld Bidco Iv Limited, Pathways Care Group Limited, Pathways 4 Care Ltd, Modus Care 
Limited, Clearwater Care (Hackney) Limited, Greenfield Close Residential Home Limited, Salutem Shared Services Limited, Salutem Shared Services Ii Limited, 

Salutem Shared Services Iii Limited, Modus Care (Plymouth) Limited, Salutem Ld Bidco Limited, Salutem Ld Bidco Ii Limited, Salutem Ld Topco Limited, Salutem Ld 
Topco Ii Limited, Newlife Care Services Limited, Pathways Daycare Limited, Amity Residential Care Limited]. References to “Salutem” are used as a short form. 

 

 Provide and maintain up-to-date emergency contact details, including notifying the school 
promptly of any changes. 

 Collect their child promptly if they become unwell during the school day. Where a relative 
collects on the parent/carer’s behalf, the school will follow agreed identity/password 
arrangements to safeguard the child. 

Illness guidance: Where a pupil has vomiting or diarrhoea, they must remain away from school 
for 48 hours after the last episode, in line with infection control good practice. 

5.1.2 Pupils: We expect pupils to: 

 Attend school every day they are well enough to do so. 
 Arrive on time and ready to learn. 
 Engage with support offered where attendance or punctuality becomes a concern. 

5.1.3 Teachers and classroom staff (register completion): Teachers have a legal responsibility to 
record attendance accurately and on time in line with the School Attendance (Pupil Registration) 
Regulations and DfE attendance codes. We expect teachers to: 

 Complete registers twice daily (morning and afternoon) using the correct DfE code. 
 Complete the morning register on Nourish/MIS by 9:15am and the afternoon register 

by 1:15pm. 
 Ensure coding is accurate and updated promptly when new information is received (e.g., 

appointment evidence, authorised leave decisions). 
 Attend annual refresher training on registration and attendance coding. 

5.1.4 Designated Safeguarding Lead (DSL) / Attendance Lead: The DSL/Attendance Lead is 
responsible for daily oversight of attendance from a safeguarding perspective and will: 

 Monitor attendance daily and ensure first-day response is completed. 
 Escalate concerns in line with safeguarding procedures where a child cannot be located or 

there are welfare concerns. 
 Ensure attendance concerns are appropriately recorded, including contact attempts, 

outcomes, and actions taken. 
 Coordinate attendance meetings and targeted support where required (with SLT oversight). 

5.1.5 Education Senior Leadership Team (SLT): SLT will: 

 Promote a strong attendance culture and ensure this policy is implemented consistently. 
 Review attendance and punctuality data at least termly (and more frequently where 

required), including vulnerable groups. 
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 Ensure early intervention and targeted support is in place before absence becomes 
persistent. 

 Ensure appropriate escalation to external agencies and the Local Authority where required. 

5.2 Whole-school approach (attendance strategy): We promote good attendance and punctuality 
through a whole-school approach that includes: 

 A well-planned, inclusive curriculum and high-quality teaching that supports engagement 
and reduces barriers to attendance. 

 Early identification of attendance patterns and prompt support for pupils and families. 
 Rigorous monitoring of all groups, including pupils who are vulnerable or at increased 

safeguarding risk. 
 Individualised interventions and support plans where needed (e.g., anxiety-based absence, 

SEND-related barriers, transport issues). 
 Strong partnership working with parents/carers, including regular communication and 

practical support (e.g., FLO contact, meetings, coffee mornings where appropriate). 
 Regular discussion of attendance and punctuality in leadership meetings and class/phase 

meetings, with clear actions and follow-up. 

5.3 Punctuality (start of day and late procedures) 

 The school day starts at 9:00am. Pupils are expected to be in class by this time. 
 Registers close at 9:15am. Arrival after this time is recorded as an absence for that session 

in line with DfE attendance codes. 
 Where punctuality becomes a concern, we will work with families to understand barriers 

and agree support. This may include meetings and, where appropriate, liaison with the Local 
Authority regarding transport arrangements. 

 Persistent lateness will trigger targeted intervention. As a guide, persistent lateness may be 
identified where a pupil receives three late marks in a week, or where a pattern emerges. 

5.4 First-day response and safeguarding escalation (children not in school): In line with KCSIE 
and safeguarding best practice, where a pupil is absent and the school has not been notified: 

1. Telephone call to parent/carer by 9:30am 
2. If no response: text message and email requesting immediate contact 
3. Telephone calls to emergency contacts provided 
4. If no response by 12:00 midday, the school will complete a home visit (where appropriate 

and safe to do so) 
5. If the pupil cannot be located and/or there are safeguarding concerns, the school will 

escalate to Children’s Services and/or the Police in line with safeguarding procedures. 
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6. All actions and outcomes will be recorded. 

 

5.5 Leave of absence in term time: Requests for leave of absence must: 

 Be made in writing to the Headteacher at least two weeks in advance, and 
 Will only be authorised in exceptional circumstances. 

Requests for shopping, birthdays, concerts and similar are not considered exceptional and will be 
recorded as unauthorised absence. 

5.6 Authorised and unauthorised absence (coding and consequences) 

5.6.1 Authorised absence: Absence may be authorised where the school accepts the reason as 
valid or has approved leave in advance. Where no explanation is received, absence cannot be 
authorised. Authorised absence will be recorded using the appropriate DfE attendance code. 

5.6.2 Unauthorised absence: Absence will be unauthorised where no valid reason is provided or 
where permission has not been granted. This includes (but is not limited to): 

 Unnecessary absence (e.g., shopping, birthdays, looking after siblings) 
 Unexplained absence 
 Arrival after the register closes (9:15am) 

Unauthorised absence may lead to formal action in line with the Local Authority Code of Conduct 
and the national framework for penalty notices. The school may issue warning letters and, where 
thresholds are met, refer the case to the Local Authority to consider a Penalty Notice and/or other 
legal interventions. 

5.7 Persistent absence (PA) – early intervention and escalation: A pupil is classed as persistently 
absent where attendance falls below 90% (authorised and unauthorised combined). The DfE 
expects schools to intervene before this threshold is reached. 

Our graduated response includes: 

 Below 95%: early identification and letter home; FLO support offered 
 If attendance does not improve: meeting with DSL/Attendance Lead to agree an attendance 

support plan 
 Where concerns continue: escalation to external support (e.g., Education Welfare Officer) 

and consideration of Local Authority formal processes 
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We recognise that absence may relate to illness, SEND, anxiety, family circumstances or 
safeguarding. We will work with families and professionals to remove barriers and support 
improved attendance. 

5.8 Removal from roll and Children Missing Education (CME): Where a pupil is leaving the 
school, parents/carers must provide written information including: 

 Moving date (if known) 
 New address and contact details 
 New school name and start date (if known) 

If a pupil leaves and the school does not have sufficient information, the pupil may be treated as 
a Child Missing Education (CME) and the school will follow statutory guidance and Local Authority 
procedures, including appropriate notifications and multi-agency liaison. Removal from roll will 
only take place on lawful grounds and in line with statutory requirements. 
 

6. Monitoring, Audit and Compliance 
 
6.1 Attendance recording and data quality: Attendance is recorded twice daily (morning and 
afternoon) on the school MIS/Nourish in line with the School Attendance (Pupil Registration) 
Regulations and the DfE national attendance and absence codes. 

 Registers must be completed by the class teacher (or designated teaching staff) by: 
 9:15am (morning session) and 
 1:15pm (afternoon session). 

The register is a legal document. Staff must ensure: 

 Every pupil is marked for every session 
 The correct DfE code is applied (and updated promptly where new information is received) 
 Supporting evidence is obtained and retained where required (e.g., appointment evidence 

for authorised absence coding) 
 Any amendments are traceable and made in accordance with system permissions and local 

process. 
 The Attendance Lead/DSL completes a daily data quality check, including: 

 Confirmation that all registers have been completed on time 
 Identification of missing marks, incorrect codes or patterns of concern 
 Prompt follow-up with staff to correct errors and ensure accuracy. 
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 Where repeated errors are identified, targeted support/coaching will be provided and 
monitored until sustained improvement is evidenced. 

6.2 Monitoring frequency and oversight: Attendance and punctuality are monitored at multiple 
levels to ensure early identification of risk, timely support and statutory compliance. 

Daily 

 First-day response is completed for unexplained absence in line with safeguarding 
procedures. 

 Attendance Lead/DSL reviews: 
 Unexplained absences 
 Late arrivals (including after close of register) 
 Emerging patterns (e.g., particular days, lessons, or post-holiday absence) 
 Pupils who may require immediate welfare checks or safeguarding escalation. 

 Same-day actions are recorded (calls, texts, emails, home visits where required) and 
outcomes are documented. 

Weekly: A weekly attendance report is produced and reviewed by SLT/Attendance Lead, including: 

 Overall attendance and punctuality trends 
 Pupils below threshold or showing deteriorating patterns 
 Persistent lateness 
 Pupils requiring early intervention, targeted support plans or multi-agency input. 
 Actions are agreed, owners identified, and follow-up dates set. 

Monthly: A monthly attendance audit is completed to review: 

 Coding accuracy against dfe expectations 
 Evidence held for authorised absence decisions 
 Timeliness and quality of first-day response and follow-up actions 
 Whether interventions are being implemented and are effective. 

Attendance is analysed by vulnerable and priority groups, for example: 

 Pupils with SEND and/or EHCP’s 
 Looked-after children 
 Pupils known to social care / early help 
 Pupils with medical needs or anxiety-based absence 
 Any other locally identified cohorts. 
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 Findings are used to adjust support strategies and ensure equality of access and outcomes. 

Termly: A termly attendance and punctuality report is provided to Education SLT/governance, 
including: 

 Overall attendance, persistent absence and punctuality rates 
 Trends and themes (including recurring barriers) 
 Impact and effectiveness of interventions (what worked / what didn’t) 
 Safeguarding-related attendance concerns and escalation activity 
 Compliance and quality assurance findings (e.g., register completion, coding 

accuracy) 
 Priorities and actions for the next term. 

6.3 Compliance expectations and assurance 

 Compliance with this policy is mandatory for all staff. 
 Failure to follow attendance recording requirements (e.g., late or inaccurate registers, 

failure to follow first-day response) may compromise safeguarding and statutory 
compliance. This will be addressed through: 

 Supervision and coaching 
 Refresher training 
 And, where necessary, performance management processes. 

 Attendance processes are assured through: 
 Routine audits and data quality checks 
 Leadership oversight and review 
 Evidence review (e.g., contact logs, attendance meeting notes, attendance support 

plans, referrals and outcomes). 

6.4 Reporting and continuous improvement: Attendance themes and learning (e.g., barriers to 
attendance, effective interventions, emerging risks) are used to: 

 Refine school practice and routines 
 Strengthen targeted support and early intervention 
 Improve partnership working with families and external agencies 
 Reduce persistent absence and improve punctuality over time. 

Where audits identify gaps, actions will be: 

 Recorded in an action log/improvement plan 
 Assigned an owner and timescale 
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 Monitored for completion and, importantly, checked for impact and embedding (not 
just completion). 

 Learning will be shared with staff through briefings/team meetings and used to 
update procedures, templates and training as required.  

7. Areas of Responsibility 
 
7.1 All staff: All staff are responsible for promoting good attendance and punctuality and for 
implementing this policy consistently. This includes: 

 Reinforcing expectations with pupils and families 
 Identifying early signs of attendance concern 
 Sharing relevant information promptly with the Attendance Lead/DSL/SLT 

7.2 Teachers: Teachers are responsible for: 

 Completing registers accurately and on time twice daily (morning and afternoon) using 
correct dfe codes 

 Ensuring amendments are made promptly when new information is received (e.g., evidence 
for appointments) 

 Escalating concerns to the Attendance Lead/DSL where patterns emerge 
 Not delegating register completion to other staff except in exceptional circumstances (as 

the register is a legal document) 

7.3 Attendance Lead / Designated Safeguarding Lead (DSL): The Attendance Lead/DSL is 
responsible for: 

 Daily monitoring of attendance and punctuality, including first-day response 
 Ensuring safeguarding escalation is completed where a pupil is absent without explanation 

and cannot be located 
 Maintaining accurate records of contact attempts, outcomes, home visits and referrals 
 Coordinating attendance meetings and targeted support plans 
 Liaising with external agencies (e.g., ewo, social care, health) where required 
 Ensuring attendance data is collated and reported through agreed governance routes 

7.4 Education Senior Leadership Team (SLT): SLT is responsible for: 

 Setting and maintaining a strong attendance culture 
 Ensuring this policy and related procedures are implemented consistently 
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 Reviewing attendance data and intervention impact at least termly (and more frequently 
where needed) 

 Ensuring appropriate resources and support are in place (including flo support and multi-
agency working) 

 Authorising and overseeing escalation to Local Authority processes where required 

7.5 Headteacher: The Headteacher is responsible for: 

 Final decisions on authorising leave of absence in term time (exceptional circumstances 
only) 

 Ensuring statutory compliance with attendance requirements 
 Ensuring appropriate challenge and oversight where attendance remains a concern 

7.6 Quality Team (document control and accessibility) 

 The Quality Team is responsible for ensuring the most up-to-date controlled version of this 
policy is accessible via BLINK / the Education website Policy Hub. 

 Education leaders/location managers are responsible for communicating updates locally 
and assuring understanding and implementation through team meetings, supervision and 
spot checks. 

7.7 Families/Carers (shared responsibility): Parents/carers are responsible for: 

 Ensuring regular attendance and punctuality 
 Notifying absence promptly and providing information/evidence where required 
 Engaging with the school’s support and intervention processes to improve attendance 

where concerns arise 

8. Learning and Development 
 
8.1 Training expectations: To ensure consistent, lawful and safeguarding-led attendance practice 
(aligned to DfE expectations and Ofsted/ISI inspection frameworks), the school will ensure staff 
receive appropriate learning and development in relation to: 

 Attendance and punctuality culture: why attendance matters, expectations, and how staff 
reinforce positive routines. 

 Register completion and DfE attendance codes: accurate coding, evidencing authorised 
absence, and the legal status of the register. 

 First-day response and safeguarding escalation: actions required where a pupil is absent 
without explanation, including recording and escalation routes. 
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 Children Missing Education (CME) awareness: understanding risk indicators, information 
requirements, and escalation/notification procedures. 

 Removing barriers to attendance: understanding common barriers (SEND, SEMH/anxiety-
based absence, transport, family circumstances, health needs) and how to access support. 

 Information governance: secure handling of attendance-related personal data in line with 
UK GDPR. 

8.2 Induction: All new staff will receive induction covering: 

 This Attendance & Punctuality Policy and associated procedures 
 How to complete registers on the school MIS/Nourish 
 Safeguarding expectations linked to attendance, including first-day response 
 Who to contact for advice (Attendance Lead/DSL/SLT) 

8.3 Refresher training and competency assurance 

 Register completion and attendance coding will be refreshed at least annually, and 
additionally where DfE requirements or local processes change. 

 Where audits identify errors or inconsistency, targeted coaching/support will be provided 
and followed up to confirm improvement. 

8.4 Support and supervision: Attendance practice expectations may be reinforced through: 

 Supervision/1:1s (where relevant to role) 
 Team meetings and briefings 
 Learning from incidents or safeguarding concerns linked to attendance quality assurance 

feedback following audits 

9. Associated Documents  
 

 Safeguarding & Child Protection Policy 
 Behaviour Policy 
 SEND Policy  
 Supporting Pupils with Medical Conditions Policy (and Individual Healthcare Plans) 
 Registration & Attendance Coding Procedure 
 Complaints Policy 
 Information Governance, Data Protection and Data Quality Framework Policy 2026 
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10. Legal, Regulatory & Standards Framework 
 
This policy is informed by, and must be implemented in line with, the following legislation and 
statutory guidance (as amended from time to time): 

 Education Act 1996 (Section 444) – parental responsibility for regular school attendance 
 School Attendance (Pupil Registration) (England) Regulations (current version) – 

registration requirements and attendance recording 
 Data Protection Act 2018 / UK GDPR – lawful processing and secure handling of personal 

data 
 Equality Act 2010 – non-discrimination and reasonable adjustments 
 Children Act 1989 and 2004 – safeguarding and promoting welfare of children 
 Keeping Children Safe in Education (KCSIE) (current version) – safeguarding expectations, 

including children missing education and welfare checks 
 Working Together to Improve School Attendance (DfE – current version) – whole-school 

approach, early intervention and targeted support 
 Children Missing Education (CME) statutory guidance (current version) – identification, 

referral and LA notification expectations 
 National framework for penalty notices (DfE – current version) and the Local Authority 

Code of Conduct (where applicable) 
 Ofsted Education Inspection Framework (EIF) (where applicable) 
 Independent Schools Inspectorate (ISI) framework (where applicable) 

11. Version Control 
 
This is a controlled document. As a controlled document, any printed copies of this document, or 
saved onto local or network drives should be actively monitored to ensure the latest version is 
always available. 
 

Version 
Number Date Author Summary of Changes Approved By 

V1.0 July 2023 Charlotte Liley New policy Katie Pingree 
V1.1 September 

2025 
Carole Doherty Reviewed Aaron 

Churchyard 
V2.0 July 2026 Carole Doherty & 

Melinda Glover 
This revision strengthens alignment 
with DfE attendance 
guidance, Ofsted/ISI expectations, 
and statutory requirements by 
clarifying roles and responsibilities 
(including Attendance Lead/DSL/SLT), 
tightening register completion and DfE 
coding requirements, and formalising 

James 
Winchester 
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first-day response and safeguarding 
escalation. It introduces a 
clearer whole-school attendance 
strategy with early intervention and 
barrier-removal support, strengthens 
sections on punctuality, leave of 
absence, persistent absence and 
escalation, and expands monitoring 
/audit arrangements (daily /weekly 
/monthly/termly) with governance 
reporting. Legal and standards 
references have been updated and 
streamlined to education-relevant 
frameworks, and associated 
documents have been refreshed.  

     
 
 

 

12. Appendices  
 

Appendix A:  Letter Home for when attendance falls below 95% 
Appendix B: Letter Home for when attendance falls below 90% 
Appendix C: Table of Intervention Escalations 
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Appendix A: Letter Home for when attendance falls below 
95% 

 

                                                                                                        

Dear Parent(s)/Carer(s),                                                                                                     Date: 
 
In line with our Attendance and Punctuality Policy, I’m writing to inform you that your child’s 
attendance has fallen below the 95% threshold that is required for them to have good attendance at 
school. 
 
As you know, every day missed from school is a missed opportunity to learn, and good attendance is 
linked with positive outcomes for pupils.   
 
We are closely monitoring your child’s attendance as they are at risk of being classed as Persistently 
Absent.  This will happen if your child’s attendance falls below 90%.   
 
Their current attendance is _______________  . 
 
If this figure fails to improve, you will be invited to a meeting at school with the Designated 
Safeguarding Lead to support your child’s attendance, and external support may be sought from the 
Educational Welfare Officer. 
 
Please contact school if you are experiencing difficulties around attendance and would like to 
discuss this with us.  We would like to support you wherever possible and ask you to work with us to 
improve your child’s attendance. 
 
Yours faithfully, 
 
Mrs C. Doherty 
Headteacher 
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Appendix B: Letter Home for when attendance falls below 
90% 
                                                                                                                              
 
                                                                                                                                             Date:  
  
Dear Parent(s)/Carer(s), 
 
In line with our Attendance and Punctuality Policy, I’m writing to inform you that your child’s 
attendance has fallen below the 90% threshold and your child is now classed as being ‘Persistently 
Absent’. 
 
As you know, every day missed from school is a missed opportunity to learn, and good attendance is 
linked with positive outcomes for pupils.  We have been closely monitoring your child’s attendance 
and their current attendance is ____________% which is well below the expected level. 
 
As stated in our last letter, we now invite you to attend a meeting at school with our Designated 
Safeguarding Lead to support your child’s attendance.  We may seek additional external support from 
the Educational Welfare Officer to avoid the issue of Penalty Notices in the future. 
 
We would like to support you wherever possible and ask you to work with us to improve your child’s 
attendance. The meeting will take place on _______________  at ____________  .  We look forward to 
seeing you then.  If you need to arrange an alternative time or date, please contact the school office 
on 0151 294 4899 within 3 days of the date of this letter. 
 
Yours faithfully, 
Mrs C. Doherty 
Headteacher    
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Appendix C: Table of Intervention Escalations 
 
 

  
Absence breakdown 
Half day absent = 2 morning or afternoon lessons missed 
1 day absent = 4 lessons missed 
3 days absent = 12 lessons missed 
2 weeks absent = 40 lessons missed 
 

Attendance % RAG Intervention 
 
100% - 97% 
Attendance is excellent 
 

  
Recognition of Achievement 

96.9% - 95% 
Attendance is good 

 Recognition and encouragement 

 
94.9% - 90% 
Attendance is a cause for 
concern 
 

  
Letter to home issued 
Early FLO Intervention 
 

 
89.9% - 87% 
Attendance is a concern 

  
Persistent Absence 
Meeting with parents/carers 
Potential EWO involvement 
Potential Penalty Notices (Fines issued) 
 

 
Below 86.9% 
Attendance is a serious 
concern 
 

  
Regular next action planning meetings 
Safe and Wellbeing Safeguarding Visits 
Legal Action 


