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Carpenter 

Update change of Headteacher and 
processes.  
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Introduction  

Killisick Junior School is an inclusive school committed to ensuring excellent attendance for all pupils, 
recognising that attendance is fundamental to achievement, wellbeing, and safeguarding. 

Our approach is: 

• Child-centred 

• Recognition-based 

• Data-informed 

• Support-first but rigorous 

We promote strong attendance through a recognition-based approach that celebrates success, 
builds positive relationships, and creates a sense of belonging. This is supported through regular 
rewards, clear communication with families, and a consistent focus on engagement across the 
school. 

We recognise that attendance is everyone’s responsibility and that barriers to attendance are often 
complex. Therefore, we adopt a graduated, multi-tiered response to ensure early intervention, 
appropriate support, and clear escalation where required 

 

Contact Details of School Staff at Killisick Junior School    

Name of Staff 
Member Roles and Responsibilities Contact Details 

 Karen Carpenter Attendance Champion head@killisick.notts.sch.uk 

 Sue Swann Attendance Officer office@killisick.notts.sch.uk 

 Rebekah Evans Child & Family Support Worker safeguarding@killisick.notts.sch.uk 

 Rachel Makey Governor for School Attendance office@killisick.notts.sch.uk 

  

Principles of Good Attendance. 

At Killisick, we believe that attendance underpins academic success and life chances; strong 
relationships and belonging drive attendance; early identification prevents escalation; and support 
should always come before sanction. 



 

We promote attendance through: 

• Recognition and celebration 

• Positive relationships 

• Inclusive classroom practice 

• Weekly data monitoring (Child Watch) 

 

Attendance and Punctuality Expectations at Killisick Junior School   

We expect that all parents/carers: 

• Create the environment where children can attend school every day. 
• Ensure children arrive at school on time, before the bell rings at 8:40am. 
• Make routine appointments outside of school hours. 
• Report any unavoidable absence at the first opportunity on Day 1 by 8:45.  
• Continue to update school regarding their child’s unavoidable absence. 
• Avoid term time holidays 
• Work with the school to address concerns.  

 

We expect that all children: 

• Attend school every day. 
• Arrive on time, before the bell rings at 8:40am. 
• Are in school for the full day (2 sessions). 
• Engage fully with learning.  

 

Day-to-Day Processes for Managing Attendance at Killisick Junior School 

Registration 

• The bell is rung at 8.40am each morning for pupils to make their way to class.   
• School starts at 8.45am when registers are taken.   
• All class registers must be completed by 8.55am, children with be marked as late with the L 

code if they arrive after the register is completed. 
• Registers will be closed at 9:15am. Children will be marked as late with the U code if they 

arrive after the registers close. 
• Afternoon registers are taken at 1.00pm.   
• A full day counts as 2 attendance sessions.  

 

When a child is absent  

Day 1 

We have a rigorous and robust system in place for first day absences of our pupils:  

Parents/carers must inform the school by 8:45am if their child is going to be absent through one of the 
following methods: 

• Phoning the school office and leaving a message on 0115 953 5585 
• Emailing the school office on office@killisick.notts.sch.uk  
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Once the register is closed at 8:55am, the office staff will identify any children who we have no reason 
for their absence and a first message will be sent to parents/carers to remind them they need to 
contact the school office.  Where it is known that a pupil walks to school on their own/without an 
adult, a phone call will be made immediately to parents/carers. 

 

1st Message  

“Your child has been recorded as absent today.  Please ring us on 0115 953 5585 giving a reason for 
this absence. Thanks.”  

If no contact is made by 10am as a result of the first message, school will make a phone call to the 
parent/carer of the pupil. If contact cannot be made to the parent/carer, school will call all available 
contacts of the pupil.  

If no contact can be made through calling the parent/carer and all other available contacts, a second 
message will be sent out to inform parents/carers that if contact is not made by 12 noon, this will 
trigger a safe and well home visit.  

 

2nd Message  

“We have tried unsuccessfully to contact you regarding your child’s absence. If we do not hear from 
you before 12 noon, we will conduct a safe & well home visit.”  

If contact has still not been made by 12 noon, the office will inform all DSL’s and SLT, and a home visit 
will be conducted.  

If no contact can be made from a home visit:  

• A home visit letter will be left at the house requesting contact by end of the school day.  
• If the child has a social worker, they will be informed that the child has not been in school 

today and that they have not been seen when a home visit was carried out.  
• If contact is not made by the end of the day, Social Care will be contacted for advice and to 

request a safe and wellbeing check. The police will also be contacted if required. 
Professional advice to be followed.  

• School will do all it can to contact the pupil each day and continue to follow professional 
advice. On day 10 of no contact, school will contact Children Missing Education. 
 

Known Pupil Absence – Day 4 Procedure  

• Where there has been contact with the parent/carer, but a child has been absent for 4 days, 
a home visit will be undertaken on the 4th day to check on the wellbeing of the child and to 
see whether there is anything school needs to be aware of.  

• If the child is not seen, the HT/SLT will undertake a risk assessment to decide on level of 
concern.  

• School will contact social services or police for advice and to request a safe and wellbeing 
check. Professional advice to be followed. 

 

  



 
The Graduated Response to Attendance 

Killisick operates a 5-stage graduated response, integrating early support with clear escalation. 



Stage 1 – Universal (96%+) 
All pupils 
Focus: 

• Strong school culture 
• Celebration and recognition 
• High-quality teaching and relationships 

Stage 2 – Emerging Concern (<96%) 
Admin Action: 

• Attendance Letter 1 (Awareness Letter) sent 
• Attendance monitored 
• Inform parents of concerns 
• Offer early support 

School actions: 
• Discuss at Child Watch 
• Identify initial barriers 
• Provide light-touch support 

Stage 3 – Moderate Concern (<93% or 
declining) 
Admin Action: 

• Attendance Letter 2 (Concern Letter) 
• Invite to Attendance Support Meeting 
• Create Attendance Improvement Plan 

School actions: 
• Root cause analysis (health, family, 

SEND, SEMH) 
• Early Help referral where 

appropriate 
• Weekly monitoring begins 
• Medical evidence may be required 

Stage  4 – Persistent Absence (<90%) 
Definition: Persistent Absence (PA) 
Action: 

• Attendance Letter 3 (Formal Intervention) 
• Mandatory meeting with Attendance Champion 
• Implement:  

o Attendance Contract 
o Formal Improvement Plan 

School Actions: 
• Home visits 
• Multi-agency involvement 
• Safeguarding review 

 

Stage 55 – Legal Enforcement 
Trigger: 

• 10 sessions (5 days) unauthorised absence in 10 weeks 
Action: 

• Penalty Notice Warning 
• Referral to Local Authority 

Possible outcomes: 
• Fixed Penalty Notice 
• Attendance Contract 
• Education Supervision Order 
• Prosecution 

 

A Multi-Tiered System of Support  

To guarantee a comprehensive approach to attendance, Killisick Junior School implements a Multi-
Tiered System of Support. A Multi-Tiered System of Support (MTSS) for school attendance involves 
three tiers of intervention, with roles for teachers, the school, children, parents, and external agencies 
– including the Local Authority. Data-driven decision-making and training requirements are pivotal to 
the implementation of this system. The system aligns with the Department for Education's (DFE) 
"Working Together to Improve School Attendance" statutory paper 2024. Appendix 

    



Definitions of Attendance 

In line with national guidance, Killisick Junior School uses the following definitions to identify levels of 
attendance and ensure appropriate and timely support is in place. 

Absence  

A pupil is considered absent if they: 

• Are not present at school for any reason during a session 

• Arrive after the register has closed (recorded as an unauthorised absence – U code) 

Authorised Absence 

An absence is authorised when the school accepts the reason as valid and has granted permission. 

This may include: 

• Illness (where school is satisfied with the reason) 

• Medical or dental appointments that cannot be arranged outside school hours 

• Religious observance 

• Exceptional or unavoidable family circumstances 

• Approved leave of absence (in exceptional circumstances only) 

Unauthorised Absence 

An absence is unauthorised when: 

• No explanation is provided 

• The reason is not accepted by the school 

• Leave has not been agreed in advance 

This includes: 

• Holidays during term time without approval 

• Keeping a child off school unnecessarily 

• Truancy during the school day 

• Arriving after the register has closed 

• Shopping trips, birthdays, or childcare for siblings 

• Leaving school without permission 

Unauthorised absence may result in escalation through the graduated response and could lead to 
referral to the Local Authority for legal intervention, including penalty notices. 

Risk of Persistent Absence 

Definition: 
A pupil is considered at risk of Persistent Absence where their attendance is declining and indicates 
that, without intervention, they may fall into the persistent absence category. 

Threshold and identification: 
While there is no fixed national threshold, Killisick identifies risk through: 

• Attendance falling below 96% 

• Patterns of repeated absence 

• 10 or more days of absence across the academic year 

• Early downward trends identified through weekly monitoring 



Killisick approach: 
Pupils in this category are supported through Stage 2 and Stage 3 interventions, including early 
communication with families, attendance meetings, and targeted support to address emerging 
barriers. 

Persistent Absence (PA) 

Definition: 
Persistent Absence refers to a level of absence from school that is considered to be a significant 
cause for concern and requires targeted intervention. 

Threshold: 
A pupil is defined as persistently absent where their attendance falls to 90% or below, meaning they 
have missed 10% or more of available sessions. 

Killisick approach: 
Pupils reaching this threshold will move into Stage 4 of the school’s graduated response, where 
formal intervention, structured support plans, and potential multi-agency involvement are 
implemented. 

Severe Absence (SA) 

Definition: 
Severe Absence refers to the most serious level of non-attendance, where absence significantly 
impacts a pupil’s access to education and wellbeing. 

Threshold: 
A pupil is classified as severely absent where their attendance is 50% or below, meaning they are 
absent for half or more of their school sessions. 

Killisick approach: 
These pupils require: 

• Intensive, individualised support 

• Multi-agency involvement 

• Regular review and safeguarding oversight 

Support at this stage is delivered through the highest level of the graduated response, often alongside 
Local Authority and external services. 

 

Coding of Attendance  

Attendance will be recorded using the DFE's statutory attendance codes, please refer to the appendix 
for coding.  

Requesting Absence Leave  

Parents or carers must request leave of absence for their child in writing at least 10 school days in 
advance by completing a Request for Absence form available from the office.  

Leave of absence during term time will only be authorised in exceptional circumstances.  

Reporting a Child's Absence  

Parents/carers must inform the school by 8:45am if their child is going to be absent through one of the 
following methods: 

• Phoning the school office and leaving a message on 0115 953 5585 
• Emailing the school office on office@killisick.notts.sch.uk  

Holiday Request  

mailto:office@killisick.notts.sch.uk


Holidays during term time will not be authorised unless there are exceptional circumstances.  

Holiday requests must be made in writing, by completing a Request for Absence form at least 10-days 
before the absence, and a decision will be communicated to the parents or carers within 5 school 
days. Forms are available from the main office. 

 

Safeguarding and Attendance 

Attendance is a key safeguarding indicator at Killisick Junior School and the school has a statutory 
duty to safeguard the welfare of all pupils. Any concerns relating to attendance are treated with a high 
level of importance and will be investigated promptly to ensure the safety and wellbeing of the child. 

Unexplained or extended absences will trigger safeguarding procedures. This may include making 
contact with parents and carers, ongoing follow-up communication, and conducting home visits 
where necessary. Where concerns persist, or where there are indicators of risk, the school will seek 
advice from and refer to appropriate external agencies, including Social Care or the Police. 

All actions taken reflect the school’s safeguarding responsibilities and are carried out in accordance 
with the statutory guidance *Keeping Children Safe in Education*. 

 

Children Missing Education 

• In order to safeguard children who may be at risk of missing education it remains important 
for all staff in school to take swift action.  

• This will include the need to liaise with the relevant colleagues in safeguarding/education 
within Nottinghamshire County Council for pupils who are to be removed from the 
admission register and include circumstances where the pupil:  
o Has been taken out of school by their parents and the school has received written 

notification from the parent they are being educated outside the school system e.g. 
home education this will be communicated with the home elective education team. 

o Does not arrive at the school as part of an admission process and we are not aware of 
their whereabouts.  

o Has ceased to attend school and no longer lives within reasonable distance of the 
school at which they are registered and has been discussed with the Children Missing 
Officer (CMO) as they have not been registered at a new school. 

Monitoring attendance 

Killisick Junior School’s Inclusion Team meet on a bi-weekly basis. During this Child Watch meeting, 
attendance data is scrutinised in order to proactively address any actual or potential attendance 
concerns. This includes reviewing data concerned with:  

• The whole school cohort and year groups.  
• Individual pupils.  
• Demographic groups, e.g., pupils from different ethnic groups or economic backgrounds.  
• Other groups of pupils, e.g., pupils with SEND, LAC, and pupils eligible for FSM.  
• Pupils who have an allocated social worker or are known to social care.  
• A pupil who is absent for prolonged periods, or repeated occasions, which may indicate a 

safeguarding concern, such as CSE or CRE, particularly county lines.  
• Pupils at risk of PA.  
• Pupils at risk of SA.  

Conduct Root Cause Analysis:  



For each persistently or severely absent pupil, work closely with the pupil, their family, and relevant 
support services to understand the underlying reasons for their absence. This may include issues 
such as mental health, family circumstances, or difficulties with the school environment. 

Implement Tailored Support Plans:  

Develop individualised support plans for each high-risk pupil, addressing the specific barriers to their 
attendance. This could include: 

• Regular meetings with the pupil and family to review progress 
• Apply the ATTEND Framework 
• Referrals to external agencies for additional support (e.g. social services, mental health 

services) 
• Adjustments to the school environment or curriculum to better meet the pupil's needs 
• Incentives and rewards to encourage improved attendance 
• Strengthen Partnerships: Work closely with the local authority, social services, and other 

relevant agencies to coordinate a multi-agency approach to supporting persistently and 
severely absent pupils and their families. Ensure clear communication and joint ownership of 
attendance improvement goals. 

What happens if attendance does not improve?  

Penalty Notices: 

• Under the new national framework, all schools in Nottinghamshire will be required to consider 
a fine when a child has missed 10 or more sessions (5 days) for unauthorised reasons. 

• Penalty notices are most appropriate in circumstances where a family have taken an 
unauthorised leave of absence or where absence is an emerging concern (approximately 80-
90% and absences unauthorised).  

Parents have a legal duty to ensure attendance under the Education Act 1996 

 

Elective Home Education  

If you wish to Electively Educate your child, you must put this in writing stating: 

• The reasons why you wish to opt for Elective Home Education 
• The date from which you wish your child’s name to be removed from the school roll. 

This request is then sent to the Local Authority who will respond in due course.  

Until such a time as confirmation is received, the child’s name will remain on the school roll and they 
will continue to be subject to the usual school attendance and safeguarding procedures.  

 

Roles and Responsibilities 

Promoting strong attendance is a shared responsibility across the school community. 

 

Karen Carpenter, as Attendance Champion, provides strategic leadership for attendance, ensuring 
that effective systems are in place and that attendance remains a key priority across the school. The 
Attendance Officer is responsible for the day-to-day monitoring of attendance, including first-day 
response, communication with families, and the implementation of the graduated response. The 
Child and Family Support Worker supports pupils and families by addressing barriers to attendance 
and coordinating early help and external agency support where required. 

Killisick Junior School operates a Learning Champions approach to support pupils with persistent 
absence. Identified pupils are paired with members of staff who provide mentoring and regular 



support. This includes building positive relationships, exploring barriers to attendance, supporting 
engagement with learning, and encouraging pupils to attend school consistently. This personalised 
approach forms part of the school’s graduated response and aims to re-engage pupils through 
encouragement, accountability, and a sense of belonging. 

 

All staff have a responsibility to promote good attendance through positive relationships, high 
expectations, and early identification of concerns. Teachers and Tas have a flow chart of 
responsibilities when a child is absent.  

Governors have a strategic oversight role, ensuring that the school meets its statutory duties and that 
attendance procedures are effective. 

 

Parents and carers are legally responsible for ensuring their child attends school regularly and on 
time, while pupils are expected to attend daily, engage fully in learning, and contribute positively to 
the school community. 

 

 Legal Framework 

This policy has been developed in accordance with current legislation and statutory guidance, 
including the Education Act 1996, the Education (Pupil Registration) (England) Regulations 2006 (as 
amended), and the Department for Education’s statutory guidance *Working Together to Improve 
School Attendance* (2024). Killisick Junior School recognises the legal responsibility of parents and 
carers to ensure that their child attends school regularly and the duty of the school to promote high 
levels of attendance, maintain accurate records, and take appropriate action where attendance 
causes concern. 

 

Review  

This Attendance Policy will be reviewed annually by the school's governing body to ensure its 
effectiveness and compliance with statutory requirements. Any amendments will be communicated 
to staff, parents, and carers as necessary.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix 1 

Tier 1 - Universal Approach: Establishing a baseline universal attendance approach that benefits 
all children.  

 
  

Tier 2 – Internal individualised Strategies and Early Help Support: Tailoring strategies to 
individual needs and providing early help support for persistent attendance challenges.  

   

 
  

 

Tier 3 - Higher Needs Strategies Support: Furnishing specialised support for children, young 
people, and families with complex attendance requirements, including access to external 
agency support when necessary.  

   



 
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix 2 

 



Appendix 3 

Policies and Practice  
This attendance policy operates within the framework of statutory attendance regulations outlined in 
the Education (Pupil Registration) (England) Regulations 2006 and subsequent amendments. Killisick 
Junior School adheres to the following key attendance acts in the UK:  

  

Education Act 1996: The Education Act 1996 is the primary piece of legislation that sets out the legal 
framework for school attendance in England and Wales. It outlines the responsibilities of parents, 
carers, and schools in ensuring regular school attendance. Sections 444-447 of the Act deal with 
offenses related to non-attendance and penalties for parents and carers.  

Education (Pupil Registration) Regulations 2006: These regulations specify the procedures for 
registering pupils and maintaining attendance records in schools in England. They also define the 
circumstances in which a pupil can be marked as absent or present.  

Education (Pupil Registration) (England) (Amendment) Regulations 2013: These regulations 
amended the 2006 regulations and introduced stricter rules on authorizing term-time holidays. Under 
these regulations, headteachers are only allowed to grant leave of absence in exceptional 
circumstances.  

School Attendance Code of Practice: The School Attendance Code of Practice provides guidance to 
schools, local authorities, and parents on the law and procedures relating to school attendance and 
absence. It sets out the principles for promoting good attendance and dealing with poor attendance.  

Local Authority School Attendance Guidance: Each local authority in the UK may provide its own 
guidance and policies on school attendance. Schools should be aware of and follow the specific 
guidance issued by their local authority.  

Department for Education (DFE) Guidance: The DFE periodically issues guidance documents and 
updates related to school attendance. Schools should stay informed about the latest DFE guidance 
2024 and follow any recommendations or requirements outlined in these documents.  

Child Employment Legislation: Legislation such as the Children and Young Persons Act 1933 and the 
Children (Performances) Regulations 1968 govern the employment and attendance of children 
involved in performances, modelling, and other activities outside of regular school hours.  

Children Missing Education (CME) Statutory Guidance: This guidance outlines the responsibilities 
of local authorities in identifying and tracking children who may be missing education, including those 
who are not on a school roll or are not receiving suitable education.  

Section 19 of the Education Act 1996 (England and Wales) outlines the duty of local authorities in 
ensuring that suitable education is provided for children of compulsory school age.   

 

Additional Policies aligned to the Attendance Policy at Killisick Junior School  

• Behaviour Policy  

• Teaching and Learning Policy  

• Safeguarding Policy  

• Mental Health Policy  

• SEND statement  

• Pupil Premium Policy  

  



Appendix 4: Coding Attendance in line with DFE guidance 2024:  

 Code /\ (Present at the school):  

• Pupils must be present during registration to be counted.  

• If a pupil leaves after registration, they are still counted as attending for statistical 
purposes.  

Code L (Late arrival before the register is closed):  

• The pupil arrives after the register starts but before it closes.  

• Schools should discourage late arrival and set a consistent time limit for open 
registration, not exceeding 30 minutes.  

• If a pupil arrives late after the register closes, mark them as absent using code U or 
another appropriate absence code.  

Code K (Attending education provision arranged by the local authority):  

• Pupil attends educational provision arranged by the local authority, not by the school.  

• Examples include attending courses at college or receiving home tutoring.  

• Schools must record the nature of the provision and ensure notification of absences.  

Code V (Attending an educational visit or trip):  

• Pupil attends a school-arranged educational visit or trip supervised by school staff.  

• Must take place during the recorded session.  

• If pupil doesn't attend, record absence using relevant absence code.  

Code P (Participating in a sporting activity):  

• Pupil attends an approved educational sporting activity.  

• Criteria for recording attendance include approval by the school, educational nature of 
the activity, and appropriate supervision.  

• Schools must ensure safeguarding measures and record absences with relevant 
codes.  

Code W (Attending work experience):  

• Pupil attends work experience as part of their education arranged by the local authority 
or school.  

• Criteria for recording attendance are similar to other approved educational activities.  

• Schools must ensure safeguarding measures and record absences with relevant 
codes.  

Code B (Attending any other approved educational activity):  

• Pupil attends an approved educational activity other than sports or work experience.  

• Criteria for recording attendance are similar to other approved educational activities.  

• Schools must record the nature of the activity and ensure safeguarding measures.  

Code D (Dual registered at another school):  

• Used when a pupil is registered at more than one school, indicating absence with leave 
to attend the other school.  

• Main examples include attendance at a pupil referral unit, hospital school, or special 
school temporarily.  

• Schools must promptly follow up on unexpected or unexplained absences to avoid 
double counting.  



Code C1 (Leave of absence for regulated performance or employment abroad):  

• Schools grant leave for pupils to participate in regulated performances or employment 
abroad under specific circumstances.  

• Criteria for granting leave include licenses issued by local authorities or exemptions.  

• Schools must record the absence using this code and consider its impact on the pupil's 
education.  

Code M (Leave of absence for medical or dental appointment):  

• Schools encourage appointments outside of school hours; otherwise, prior agreement 
is necessary.  

• Leave of absence is granted under specific conditions, including exceptional 
circumstances.  

• Absences for medical or dental appointments are recorded using this code.  

Code J (Leave of absence for interview for employment or admission):  

• Schools can grant leave for pupils to attend interviews for employment or admission to 
another educational institution.  

• Applications for leave must be made in advance, and leave is granted based on specific 
criteria.  

• The interview must occur during the recorded session, and the absence is classified as 
authorized.  

Code S (Leave of absence for studying for a public examination):  

• Schools can grant leave for pupils to study for public examinations under specific 
conditions, agreed in advance with parents.  

• Study leave should be granted sparingly, and provisions must be made for pupils who 
choose to continue attending school for revision.  

• Absences for studying for public examinations are recorded using this code.  

Code X (Non-compulsory school age pupil not required to attend school):  

• Schools can grant leave for non-compulsory school-age pupils to attend school part-
time under certain circumstances.  

• Absences for non-compulsory school-age pupils are recorded using this code, with 
exceptions noted.  

• For pupils subject to a part-time timetable, this code should not be used, and 
appropriate absence codes should be applied.  

Code C2 (Leave of absence for compulsory school age pupil subject to part-time timetable):  

• Schools can grant leave for compulsory school-age pupils to temporarily reduce their 
timetable to part-time in exceptional circumstances, agreed upon with parents.  

• Absences for pupils with part-time timetables are recorded using this code, ensuring 
agreement between the school and parents.  

Code C (Leave of absence for exceptional circumstances):  

• Schools may grant leave of absence at their discretion, but only for exceptional 
circumstances.  

• Each application is assessed individually, considering specific facts and 
circumstances.  

• Absences for exceptional circumstances are recorded using this code, ensuring 
compliance with regulations and discretion exercised by the school.  



Pregnant pupils:  

• Maternity leave for pregnant pupils is treated similarly to other leave of absence for 
exceptional circumstances.  

• Schools should act reasonably and grant an appropriate period of leave considering 
individual circumstances, at their discretion.  

Code T (Parent traveling for occupational purposes):  

• Used when a pupil's parent(s) is traveling for trade or business, and the pupil is traveling 
with them.  

• Schools should only request proof of occupational travel when genuine doubt exists 
about the reason for absence.  

• Pupils should ideally attend schools where their parents are traveling, being dual 
registered at both their main school and the one they're temporarily attending.  

• Classified as authorized absence for statistical purposes.  

Code R (Religious observance):  

• Used when a pupil is absent on a day exclusively set apart for religious observance by 
their religious body.  

• Schools may seek guidance from the parent's religious body to ascertain such days.  

• Strategies such as setting term dates around religious observance days are 
encouraged.  

• Classified as authorized absence for statistical purposes.  

Code I (Illness - not medical or dental appointment):  

• Indicates a pupil's inability to attend school due to illness, both physical and mental 
health related.  

• Schools should not routinely request medical evidence but may do so when necessary.  

• Classified as authorized absence for statistical purposes.  

Code E (Suspended or permanently excluded and no alternative provision made):  

• Used when a pupil is suspended or permanently excluded, and no alternative provision 
has been arranged.  

• Alternative provision should be arranged within six consecutive school days of 
suspension or permanent exclusion.  

• Classified as authorized absence for statistical purposes.  

Code Q (Unable to attend school because of a lack of access arrangements):  

• Indicates a pupil's inability to attend school due to a failure by the local authority to 
provide access arrangements.  

• Classified as not a possible attendance for statistical purposes.  

Code Y1 (Unable to attend due to transport normally provided not being available):  

• Used when a pupil can't attend because the school is beyond walking distance and the 
usual transport provided by the school or local authority is unavailable.  

• Walking distances for different age groups are specified.  

• Classified as not a possible attendance for statistical purposes.  

Code Y2 (Unable to attend due to widespread disruption to travel):  

• Indicates a pupil's inability to attend school due to widespread travel disruptions 
caused by emergencies at the local, national, or international level.  



• Classified as not a possible attendance for statistical purposes.  

Code Y3 (Unable to attend due to part of the school premises being closed):  

• Used when part of the school premises is unusable, and the pupil cannot practically be 
accommodated in the remaining usable parts.  

• Classified as not a possible attendance for statistical purposes.  

Code Y4 (Unable to attend due to the whole school site being unexpectedly closed):  

• Applied when the entire school site is unexpectedly closed, such as due to adverse 
weather.  

• Attendance registers are not taken, and pupils are marked with this code to signify the 
closure.  

• Not applicable for planned closures like weekends or holidays.  

• Classified as not a possible attendance for statistical purposes.  

Code Y5 (Unable to attend as pupil is in criminal justice detention):  

• Used when a pupil is unable to attend due to being in police detention, remanded, or 
serving a sentence of detention.  

• Communication with the Youth Offending Team is encouraged to support educational 
needs during detention.  

• Classified as not a possible attendance for statistical purposes.  

Code Y6 (Unable to attend in accordance with public health guidance or law):  

• Applied when a pupil's travel or attendance at school would violate public health 
guidance or legislation related to disease transmission.  

• Classified as not a possible attendance for statistical purposes.  

Code Y7 (Unable to attend because of any other unavoidable cause):  

• Used for an unavoidable cause preventing a pupil from attending school, not covered by 
other specific codes.  

• The nature of the unavoidable cause must be recorded.  

• Classified as not a possible attendance for statistical purposes.  

Code G (Holiday not granted by the school):  

• Used when a pupil is absent for a holiday that the school did not approve in advance.  

• Schools cannot retrospectively grant leave of absence, and absence for holidays 
without prior approval is considered unauthorized.  

• Classified as unauthorized absence for statistical purposes.  

Code N (Reason for absence not yet established):  

• Employed when the reason for a pupil's absence has not been determined before the 
register closes.  

• Schools must make efforts to ascertain the reason for absence promptly.  

• If the reason cannot be established within five school days, the absence must be 
amended to Code O.  

• Classified as unauthorized absence for statistical purposes.  

Code O (Absent in other or unknown circumstances):  

• Used when no reason for absence is established, or the school is not satisfied with the 
reason given, which doesn't align with authorized codes.  



• Classified as unauthorized absence for statistical purposes.  

Code U (Arrived in school after registration closed):  

• Applied when a pupil arrives late after the register has closed but before the end of the 
session.  

• Schools should discourage late arrival and set a specific time limit for registering 
attendance.  

• Late arrival beyond the specified time results in the pupil being marked as absent.  

• Classified as unauthorized absence for statistical purposes.  

Administrative Code Z (Prospective pupil not on admission register):  

• Utilized to set up registers in advance for prospective pupils who have not yet officially 
joined the school.  

• Aims to streamline administrative processes.  
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Stage 2 letter 

19 August 2026 
Mr XXX & Ms XXX XXX  
Meadow Lane  
Nottingham  
NG7 5HP  
 
Dear Mr XXX & Ms XXX 
  
Emerging attendance Concern 
Child X (DOB XX/XX/XXXX) 

Dear Parent/Carer, 

I am writing to inform you that [Child’s Name]’s attendance is currently [XX]%, which is below the 
expected level of 96%. 

At Killisick Junior School, we are committed to supporting all pupils to attend regularly, as we know 
that good attendance is essential for progress, wellbeing, and social development. 

At this stage, we wanted to make you aware of the concern and offer any support that may be needed. 
If there are any barriers affecting [Child’s Name]’s attendance, please do contact us so we can work 
together to address them. 

We will continue to monitor attendance closely and will review progress over the coming weeks. 

Thank you for your support in ensuring [Child’s Name] attends school regularly and on time. 

 

Yours sincerely,   

 

 

Karen Carpenter 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Stage 3 letter 

 

 
19 August 2026 

Mr XXX & Ms XXX XXX  
Meadow Lane  
Nottingham  
NG7 5HP  
 
Dear Mr XXX & Ms XXX 
  
Attendance Concern 
Child X (DOB XX/XX/XXXX) 
 
Dear Parent/Carer, 
 
Following our previous communication, I am writing to inform you that [Child’s Name]’s attendance is 
now [XX]%, which is causing increasing concern and places them at risk of becoming persistently 
absent. 
We would like to invite you to attend an Attendance Support Meeting at school on: 
 
Date: [Insert Date]   
Time: [Insert Time] 
 
The purpose of this meeting is to: 
- Discuss [Child’s Name]’s attendance in more detail   
- Identify any barriers impacting attendance   
- Agree an Attendance Improvement Plan to support improvement   
 
We are committed to working in partnership with you to ensure that [Child’s Name] is able to attend 
school regularly and achieve their full potential. 
 
Please contact the school office if you are unable to attend at the proposed time so that we can 
rearrange. 
 
Yours sincerely,   
 
 
Karen Carpenter 
Attendance Officer 
 
 
 
 
 
 
 
 
 
 
 



Stage 4 letter 
19th August 2026 

Mr XXX & Ms XXX XXX  
Meadow Lane  
Nottingham  
NG7 5HP  
 
Dear Mr XXX & Ms XXX 
  
Persistent Absence Warning 
Child X (DOB XX/XX/XXXX) 
 
I am writing to inform you that [Child’s Name]’s attendance is currently [XX]%, which is now classified 
as Persistent Absence (below 90%). 
 
This level of absence is a serious concern as it has a significant impact on learning, progress, and 
wellbeing. 
 
You are required to attend a formal Attendance Meeting at school: 
 
Date: [Insert Date]   
Time: [Insert Time] 
 
At this meeting, we will: 
- Review [Child’s Name]’s attendance   
- Agree a formal Attendance Improvement Plan   
- Discuss additional support and potential interventions   
- Outline next steps should attendance not improve   
 
Please be aware that attendance will be closely monitored and, where necessary, the school may 
involve external agencies to support improvement. 
 
We are committed to working with you to improve attendance and ensure [Child’s Name] succeeds. 
 
Yours sincerely,   
 
Karen Carpenter 
Attendance Champion 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Stage 5 Letter 
 

19th August 2026 
Mr XXX & Ms XXX XXX  
Meadow Lane  
Nottingham  
NG7 5HP  
 
Dear Mr XXX & Ms XXX 
  
PENALTY NOTICE WARNING  
Child X (DOB XX/XX/XXXX) 
Dear Parent/Carer, 
 
We are writing to inform you that [Child’s Name] has now accumulated [X] unauthorised absences 
(sessions) within a rolling 10-week period. 
 
As you are aware, parents have a legal responsibility to ensure that their child attends school regularly 
in accordance with the Education Act 1996. 
 
Despite previous support and communication, attendance remains a concern. Should further 
unauthorised absences occur, the school may request that the Local Authority issue a Penalty Notice. 
 
A Penalty Notice currently carries a fine of £160 per parent, per child (reduced to £80 if paid within 21 
days). 
 
We strongly encourage you to ensure that [Child’s Name] attends school every day and on time. If 
there are any ongoing concerns or barriers, please contact the school immediately so that support 
can be offered. 
 
Yours sincerely,   
 
 
 
[Headteacher] 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Letter for Holidays in term time 
 

19th August 2026 
Mr XXX & Ms XXX XXX  
Meadow Lane  
Nottingham  
NG7 5HP  
 
Dear Mr XXX & Ms XXX 
  
PENALTY NOTICE WARNING  
Child X (DOB XX/XX/XXXX) 
 
I note your application to take …….. out of education for …. days to go on holiday. Schools are only 
allowed to agree a leave of absence during term time in exceptional circumstances. 
 
I have considered your application and do not feel it meets the exceptional circumstances criteria and 
therefore your request has been declined. Should you decide to remove your child from school on the 
dates indicated in your application then their absence will be marked in the register as unauthorised.  
 
An unauthorised leave of absence of 5 days/10 sessions (over a 10-week rolling period) for the 
purpose of a family holiday can lead to you being issued with a penalty notice fine of up to £160 for 
each child who is absent. The fines can be issued to both parents for each child.  
 
In some circumstances the local authority may decide a prosecution via Magistrates court is more 
suitable, for instance lengthy or repeated leave of absence periods. This would include circumstances 
where a parent/carer has already had two fines for (child’s name) over a 3-year rolling period.  
 
If you do remove ………... from school for the period stated in your application I will request that the 
local authority issues a penalty notice.  
 
Yours sincerely  
 
Headteacher 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 



Letter advising parent that school have requested Penalty Notice to be issued for  

leave of absence in term time.  

19 August 2026 

Mr xxxxxxx & Ms xxxxxxx  

XX Meadow Lane  

Nottingham  

NG7 5HP  

 

Dear Mr xxxxxl & Ms xxxxxx  

Child X (dob XX/XX/XXXX)  

 

On (Date) we wrote to you to explain that the ………Academy would not authorise……………(child  

name) absence from school for ………. days for a holiday. We also informed you that this could lead  

to a Penalty Notice being issued to you.  

 

I am now writing to advise you that a request has been made to the Local Authority to issue a Penalty  

Notice for failing to ensure that your child attends school regularly.  

 

In some circumstances the local authority may decide a prosecution via Magistrates court is more  

suitable, for instance lengthy or repeated leave of absence periods. This would include  

circumstances where a parent/carer has already had two fines for (child’s name) over a 3-year rolling  

period.  

 

Should you wish to discuss any of the above, please do not hesitate to contact me.  

 

Yours sincerely  

 

Headteacher 

 

 

 

 

 

 

 

 

 



Letter advising parent that school suspect an unauthorised leave of absence 

 

19 August 2024 

Mr xxxxxxx & Ms xxxxxxx  

XX Meadow Lane  

Nottingham  

NG7 5HP  

 

Dear Mr xxxxxl & Ms xxxxxx  

Child X (dob XX/XX/XXXX)  

 

Between (date) and (date) your child was absent from school. We suspect this was for the purpose of  

a holiday in term time. This absence has resulted in your child having 5 days / 10 sessions of  

unauthorised absence over a 10-school week period.  

 

Please contact the school by (date) to provide evidence this was not the case. If reasonable proof is  

not provided a request will be made to the Local Authority to issue a Penalty Notice for failing to  

ensure that your child attends school regularly.  

 

Yours sincerely  

 

Headteacher 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Letter warning of Penalty Notice for Pupil in a public place during an exclusion  

  

19 August 2024 

Mr XXX & Ms XXX  

XXX Meadow Lane  

Nottingham  

NG7 5HP  

 

Dear Mr XXX & Ms XXX  

Child X (dob XX/XX/XXXX) 

 

As per our letter dated XXX your child xxxx was excluded for the period of xxxxx to xxxx. You were  

advised XXX was not to be in a public place for the duration of this exclusion. XXX was seen on  

XXXX(date) at XXX (time) in XXX (place). I am consequently requesting the local authority issue a  

penalty notice under Section 103(3) of the Education And Inspections Act 2006, in that the said  

child who was a registered pupil at XXXX and excluded on disciplinary grounds, was present  

in a public place on the XXXXX at a time during school hours on a school day being one of the  

school days to which the exclusion related contrary to the said Section 103(3) of the  

Education And Inspections Act 2006 

 

Yours sincerely  

 

Headteacher 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Letter advising parent that school are referring for enforcement only  

 

19 August 2026 

Mr xxxxxxx & Ms xxxxxxx  

XX Meadow Lane  

Nottingham  

NG7 5HP  

 

Dear Mr XXX and Ms XXX 

 

Unfortunately since our recent contact with you sharing concern around XXXX’s school attendance  

there has been no improvement. As you do not consent to support to improve XXXX’s attendance the  

school have made a referral for enforcement action to the Local Authority.  

 

Yours sincerely  

 

Headteacher 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 



Home visit letter when parent hasn’t given a reason 

 

Killisick Junior School 

Arnold  

Nottingham 

NG5 8BY 

0115 953 5585 

 

Dear Parent/Carer, 
 
Re: Unexplained Absence and Home Visit 
 
We are writing to inform you that we have been unable to make contact with you regarding 
____________ absence from school today. 
 
As we had not received a response to our calls or messages, a home visit was carried out. 
Unfortunately, we were unable to make contact during this visit. 
 
The school has a duty to ensure the safety and wellbeing of all pupils. As such, it is essential that you 
make contact with the school immediately to provide a reason for this absence. 
 
Please contact the school office as soon as possible on 0115 953 5585. 
 
If we do not hear from you promptly, the school may need to seek advice from external agencies to 
ensure the safety and wellbeing of your child. 
 
Yours sincerely,   
 
Karen Carpenter 
Attendance Officer 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

tel:01159535585
tel:01159535585


Home visit letter Day 4 
 

Killisick Junior School 

Arnold  

Nottingham 

NG5 8BY 

0115 953 5585 

 

Dear Parent/Carer, 
 
Re: Continued Absence and Home Visit 
 
We are writing to inform you that _________ has been absent from school for ____ consecutive days. 
 
As part of our safeguarding procedures, a home visit was carried out to check on the wellbeing of your 
child. Unfortunately, we were unable to make contact during this visit. 
 
We ask that you contact the school as soon as possible to confirm that your child is safe and to 
provide an update on their absence. 
 
The school takes all absences seriously and has a duty to ensure that all pupils are safe. If we are 
unable to make contact, we may need to seek further advice from external agencies. 
 

Please contact the school office on 0115 953 5585 as soon as possible. 

 
Yours sincerely,   
 
Karen Carpenter 
Attendance Officer 
 
`` 
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