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RATIONAL 
At Brownlow Fold School we expect all our pupils to take full advantage of the 
educational opportunities available to them. Poor attendance and punctuality can 
adversely affect pupil, class and school performances and may also have potential 
longer term consequences. We aim to encourage excellent levels of attendance and 
punctuality and have appropriate procedures in place to deal with such matters. 
 
We believe that one of the most important factors in promoting school attendance is 
the development of positive attitudes towards school. To this end we strive to make 
our school a happy and rewarding experience for all our children 
 
 
AIMS 
At Brownlow Fold School we aim to: 
 

 Secure the full time attendance of every pupil in order that every child is given the 
best possible opportunity to achieve their full potential. 

 

 Identify absence at the earliest stage. 
 

 To promote two way support between parents and school to secure the     
   highest possible levels of attendance. 
 

 Comply with Government policy on Attendance and Social Inclusion. 
 
 
STATUTORY FRAMEWORK 
Under the 1996 Education Act Parents/Carers have a duty in law (Education Act 
1996) to ensure that children of statutory school age receive an appropriate 
education. A pupil is required to attend regularly at the school where they are a 
registered pupil. 
 
Schools have duty, in law, to refer to the Local Authority if a child of compulsory 
school age is continuously absent from school for two weeks without explanation, or 
if his/her attendance is irregular, which is interpreted to mean those pupils who 
have patterns of unauthorised absence without amassing 10 days continual absence. 
 
ROLES AND RESPONSIBILITIES 
The achievement and maintenance of high standards in pupil attendance at 
Brownlow Fold School is the shared responsibility of parent/carers, pupils, the school 
staff and the Local Authority. It is through active partnership between all groups that 
the best results will be achieved. 
 
 
 
 



 

 

 

THE LOCAL AUTHORITY; 

 Support the school in setting our own targets for improvement. 

 Support the school and identified pupils whose attendance gives cause for 
concern. 

 Support parents/carers through the individual casework undertaken by the 
school’s Identified Key Worker (Connexions) and other agencies. 

 
PUPILS: 
All pupils are expected to attend school regularly, punctually, equipped and in a fit 
condition to learn. Pupils who do experience attendance difficulties will be offered 
support. They will be encouraged to talk through any problems and, if necessary, 
parents will be contacted to come into school to discuss problems. Consistently good 
attendance and punctuality will be praised and rewarded. 
 
PARENTS ARE: 

 Responsible for ensuring that their child attends school regularly, punctually, 
properly dressed, and equipped; and in a fit state to learn. Children who have been 
allowed to stay up very late at night, or not given breakfast, are tired, or hungry, at 
the start of the day are not in a fit condition to learn.  

 Responsible for informing the school of the reason for any absence on the first 
day and continue to contact school daily throughout any absence. 
 

SCHOOL WILL: 

 Endeavour to encourage good attendance and punctuality through personal 
example.  

  Employ a range of strategies (see below) to encourage good attendance and 
punctuality and will investigate promptly all absenteeism, liaising closely with 
parents.  

  Staff will respond to all absenteeism firmly and consistently. 

 Attendance is the responsibility of all school staff (not just the teaching staff).   
 
REGISTRATION (INCLUDING PUNCTUALITY) 
 

 Registers will be called promptly at 8:50 am and 1:15 pm   and will be marked in a 
colour in accordance with the regulations and list of symbols as set out by the DfE. 
(See Appendix 1) 

 Registers will close at 9:30 am and at 1:25pm. 

  Pupils who arrive after the registers have closed should report to the Main Office, 
were they will be given a late card. 

 Registers are monitored daily by the School’s Administration for pupils currently 
causing concern and reported to the School’s Attendance and Pastoral Manager 
ESW if a visit is requested. 

 Class teachers, or adults taking the register, are responsible for monitoring any 
unusual patterns of attendance. It is their responsibility to inform the School’s 
Administration, or the Head Teacher as the person identified in charge of Child 
Protection, dependant upon the level of concern. This will then be followed up at 



 

 

 

the ESW’s regular visit of the School’s Attendance and Pastoral Manager, or sooner 
if deemed to be necessary.  

 
 
 
AUTHORISED / UNAUTHORISED ABSENCE 
 
Children are expected to attend school for the full 190 days of the academic year, 
unless there is a good reason for absence. There are two types of absence: 

 Authorised (where the school approves pupil absence) 

 Unauthorised (where the school will not approve absence) 
 

It is very important that all staff adhere to the same criteria when deciding whether 
or not to authorise an absence. 
 
Brownlow Fold School will decide on how an absence is to be recorded in accordance 
with the latest guidance from the Department for Education and Employment.  This 
states that: 
 
Absence can be authorised if: 
 

 the pupil was absent with leave (defined as ‘leave granted by any person 
authorised to do so by the governing body or proprietor of the school’); 

 

 the pupil was ill ‘or prevented from attending by any unavoidable cause’; 
 

 ‘the absence occurred on a day exclusively set aside for religious observance by 
the religious body to which the pupil’s parent belongs’; 

 

 the school at which the child is a registered pupil is not within walking distance of 
the child’s home, and no suitable arrangements have been made by the LEA for 
the child’s transport to and from school; 

 

 there is a family bereavement; 
 

 the pupil is attending interview for a place at another school; 
 

 the pupil is involved in an exceptional special occasion; 
 
 
Absence should be unauthorised if: 
 

 leave of absence is not granted by the school for a family holiday.  Parents should 
be reminded that they cannot expect that, as of right, the school will agree to a 
family holiday during term time. 

 



 

 

 

 no explanation is forthcoming; 
 

 the school is dissatisfied with the explanation; 
 

 the pupil stays at home to mind the house or to look after siblings.  The guidance 
suggests that absence in such cases should only be granted in exceptional 
circumstances; 

 

 the pupil is shopping during school hours; 
 

 the pupil is absent for unexceptional special occasions (eg a birthday); 
 
 
 
All medical/dental appointments should be made, whenever possible, outside of 
school hours. 
 
PROCEDURES FOR FOLLOWING UP ABSENCE 
 

 If a child is absent, parents/carers should call the school on each day of absence 
stating a reason.  

 

 Registers are monitored daily by the School’s Administration for pupils  
    currently causing concern and reported to the ESW School’s Attendance and   
    Pastoral Manager if a visit is requested. 

 

 First day contact is made, by the school, with parents of absent children who 
have not already informed school of the reason for absence. 

 

 Notes from parents will be initialled and dated by the class teacher and placed in 
the class register.  All telephone messages regarding absence/lateness are 
recorded. 

 

 If the pupil is persistently absent (or late) and the school’s efforts to effect an 
improvement have been unsuccessful, the situation will be referred to the ESW 
School’s Attendance and Pastoral Manager immediately. 

 

 If all actions of support have failed to improve the attendance of a child causing 
concern, a Penalty notice will be served by the ESW. The ESW will be informed 
and a Warning Notice will be issued by school after 15 unauthorised absences. 
This must include: 

 Parent’s full name 
 Full postal address 
 Child’s full name 
 Date 



 

 

 

REMEMBER 

‘Holidays in school time may be less expensive…but…your 

Child’s Education is priceless!’  and every day counts. 

As soon as 20 unauthorised absences have been reached, after the warning 
notice has been issued, a penalty notice is then issued by the Local Authority. 

 
 
 
 
HOLIDAYS 
 

There is no legal entitlement to time off for holidays during the academic year.  
The Department for Education have made some changes to the law on term time 
absence from school. It is now up to parents to apply for leave of 
absence from school only in exceptional circumstances.  The expectation is that this 
would be for a day or two at the most. The expectation has shifted now and the 
likelihood is that no leave of absence will be granted from September 2013 for 
holidays in term time. 
 
All holiday requests will be unauthorised. 
 
A request for your child to leave school during school time must be made on a 
Holiday Form before the holiday is booked these are available from the School 
Office.  
 

1. The child’s previous attendance history. 
2. The age of the child(ren). 
3. The child’s stage of education. 
4. The time of year (SATs or exams). 
5. The nature of the trip (an exceptional experience). 
6. Whether the parents are restricted in terms of leave from the employer. 

 
 
Where the parents keep the child away for longer than agreed then the extra time 
will be marked as unauthorised. 
 
The head teacher will discuss with parents the most appropriate time of year in 
respect of the pupil’s educational career. This could be timed to minimise the effects 
on the continuity of the pupil’s education. Parents must sign a return date contract 
as advised by the Local Authority. It will also be noted on this contract that it is an 
unauthorised holiday. 
 



 

 

 

If the holiday is taken the Local Authority will be informed and a fine could be 
applied.  
 
STRATEGIES FOR PROMOTING ATTENDANCE 
 

 Brownlow Fold will offer an environment in which pupils feel valued and 
welcomed.  The school’s ethos must demonstrate that pupils feel that their 
presence in school is important, that they will be missed when they are 
absent/late and that follow up action will be taken. 

 

 A varied and flexible curriculum will be offered to all pupils.  Every effort will be 
made to ensure that learning tasks are matched to pupils’ needs. 

 

 Every effort will be made to resolve any issues of ‘bullying’, in accordance with 
the school’s Anti-Bullying Policy. 

 

 Attendance data will be regularly collected and analysed in order to help identify 
patterns, set targets, correlate attendance with achievement, and support and 
inform policy/practice. 

 

 Good attendance and punctuality will be recognised through the school’s 
newsletter and through weekly and termly awards. 

 
 

 Parents will be reminded regularly (via newsletters, the school brochure, parents’ 
evenings, assemblies etc) of the importance of good attendance. 

 

 Pupils who are absent through sickness for any extended period of time will, 
when appropriate, have work sent home to them and will be re-integrated back 
into school upon their return. 

 

 The Head Teacher will have regular meetings with the school’s Education Social 
Worker School’s Attendance and Pastoral Manager in order to identify and 
support those pupils who are experiencing attendance difficulties. Any child with 
an attendance below that of the school’s target, will be the subject of discussion 
and may be set targets for improvement. 

 

 The Head Teacher will make an annual report to the school’s governing body on 
attendance matters. 

 
 
 
 
 
 
 



 

 

 

Appendix 1  
 
 
                                      ATTENDANCE CODES 
 

Code School Meaning Statistical Meaning Physical Meaning 

/ Present  (am) Present In for whole session 

\ Present (pm) Present In for whole session 

@ Do not use Unauthorised Absence Late for session 

B Educated off site (not dual reg.) Approved  
Educational Activity 

Out for whole session 

C Other authorised circumstances Authorised Absence Out for whole session 

D Dual registration  
(attending other estab.) 

Approved  
Educational Activity 

Out for whole session 

E Excluded     
(no alternative provision made) 

Authorised Absence Out for whole session 

F Extended family holiday (agreed) Authorised Absence Out for whole session 

G Family holiday 
(not agreed or days in excess) 

Unauthorised Absence Out for whole session 

H Family holiday (agreed) Authorised Absence Out for whole session 

I Illness (not med/dental appointments) Authorised Absence Out for whole session 

J Interview Approved  
Educational Activity 

Out for whole session 

L Late (before registers closed) Present Late for session 

M Medical/Dental appointments Authorised Absence Out for whole session 

N No reason yet provided for absence Unauthorised Absence Out for whole session 

O Unauthorised Abs  
(not covered by other code) 

Unauthorised Absence Out for whole session 

P Approved sporting activity Approved  
Educational Activity 

Out for whole session 

R Religious observance Authorised Absence Out for whole session 

S Study leave Authorised Absence Out for whole session 

T Traveller absence Authorised Absence Out for whole session 

U Late (after register closed) Unauthorised Absence Late for session 

V Educational visit or trip Approved  
Educational Activity 

Out for whole session 

W Work experience Approved  
Educational Activity 

Out for whole session 

X DfES #: School closed to pupils Attendance    
not required 

Out for whole session 

Y Enforced closure Attendance  
not required 

Out for whole session 

Z Do not use Authorised Absence Out for whole session 

! DfES X: Non-compulsory school age abs Attendance  
not required 

Out for whole session 



 

 

 

# School closed to pupils & staff Attendance  
not required 

Out for whole session 

* DfES Z: Pupil not on roll Attendance  
not required 

Out for whole session 

- All should attend / No mark recorded No mark No mark for session 

 
 


