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Attendance document  

Trinity Road Primary School recognises the importance of regular school attendance and the impact this has 
on learning.  We believe that children can only learn effectively if they attend school regularly.  In addition, we 
consider it vitally important that children arrive at school on time.  Education provides a means of 
enhancement for all young people.  Pupils need to attend regularly if they are to take full advantage of the 
educational opportunities available to them.  Irregular attendance seriously disrupts continuity of learning, 
undermines the educational process and leads to underachievement and low attainment.  
 
High levels of attendance are the responsibility of everyone in the school community – pupils, parents, 
governors and all staff.  

 

Aims 

 To encourage and assist all pupils to achieve the highest possible levels of attendance and punctuality. 

 To work in partnership with parents / carers to ensure the highest possible levels of attendance for 
their children. 

 To achieve excellent levels of attendance and punctuality to enable all children to take full advantage 
of the educational opportunities available to them. 

 To create a culture in which good attendance and punctuality is highly valued and encouraged. 
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The Law  

 
By law, all children of compulsory school age must receive suitable education.  Parents are responsible for 
making sure this happens, either by registering the child at a school or by arranging an effective alternative to 
school.  Local Authorities have various powers to ensure that parents meet their duties.  

Under the 1996 Education Act, parents and carers are responsible for ensuring their children attend school 
regularly and punctually.  Failure to do so could result in legal action being taken against them by the Local 
Authority.   

The register is a legal document, and schools must, under the Education (Pupil Registration) Regulations 2006 
take a register at the start of the morning session, and again during the afternoon session.  Since September 
2006, schools have been required to use statutory registration codes (See Appendix A). 

Under the Education (Pupil Registration) Regulations 2006, only the school (and not parents/carers) can 
authorise an absence.  Where the reason for a pupil’s absence cannot be established at the time the register is 
taken, that absence shall be recorded as unauthorised.   

The Education (Pupil Registration) (England) Regulations 2013 have removed all references to family holidays.  
Leave of absence shall not be granted unless an application has been made in advance, and the Headteacher 
considers that leave of absence should be granted due to exceptional circumstances.  Headteachers no longer 
have the discretion to authorise up to ten days of absence.  This discretion has been removed by the 
aforementioned Regulations (2013).  Whilst the Headteacher will consider all requests on a case-by-case basis, 
parents must be aware that requests will normally be refused. 

If leave of absence is taken without the request having been agreed, the absence will be recorded as 
unauthorised.  This may result in the Local Authority issuing a Penalty Notice, in accordance with the Essex 
Code of Conduct (£120 per parent, per child / £60 if paid within 21 days), where there have been 10 sessions 
or more of unauthorised absence recorded.  If this penalty is not paid, the Local Authority will instigate legal 
proceedings against the parent/carer in the Magistrates Court. 

In compliance with the Education Act 436A (Chapter 2 Part 6), the school will, after making appropriate 
checks, report all Children Missing from Education to the Local Authority, Missing Education & Child 
Employment Service, who has a duty to investigate the whereabouts of such children and negotiate their 
prompt return to suitable education. 
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Roles, Responsibilities and Procedures 
 
Parents / Carers 
 

 If your child is absent, you are required to notify the School Office no later than 8.30am on the day of 
absence. 

 Absences can be reported either by telephoning 01245 354 517 and leaving a message or speaking to a 
member of staff, or by emailing our dedicated email address absence1@trinityroad.essex.sch.uk   

 Parents / carers are expected to complete and return Absence Confirmation Letters for all absences on 
the day their child returns to school, these are in addition to phone messages being left.  However, if 
you report the absence via email to the above address, you are not required to return the form as this 
is considered written confirmation.  The forms are available on the school website to download, 
outside the school office, or are sent out to parents / carers, and should be returned via the blue post 
box outside the school office.  (See also Appendix B). 

 Medical / dental appointments are expected to be made outside of school time.  However when this is 
not possible, appointment cards will be required in order to authorise the absence.  If this is not 
provided, the absence will be unauthorised.  

 Parents / carers should notify the school office in advance of an appointment, notifying the class 
teacher is not sufficient in itself. 

 If your child has unacceptable levels of absence, we may request medical evidence (such as a doctor’s 
note, appointment cards or prescribed medication) be provided to cover all absences.  Failure to 
provide such medical evidence will result in absences being recorded as unauthorised and referral to 
the Missing Education & Child Employment Service (MECE) will be considered. 

 Parents / carers are required to provide a doctor’s fit note for all absences over one week in order for 
the school to authorise the absence. 

 Leave of absences must only be requested if there are exceptional circumstances and must be 
requested using the schools official form (see Appendix C).  Family holidays will NOT be authorised 
under any circumstances.   

 Parents / carers are expected to work with the school and / or the Missing Education & Child 
Employment Service (MECE) to resolve any attendance issues. 

 Parents / carers are expected to ensure the school office is provided with up to date contact details. 

 
Pupils 
 

 Pupils are expected to attend regularly and punctually.  

 They are expected to be in class for 8.45am and no later than 8.55am ready to start the school day. 

 Should they arrive after doors have closed (8.55am) they are expected to report to the School Office 
with a parent / carer to sign in.  

 Frequent late arrival is unacceptable. 

 
School 

 Registration is taken electronically in class first thing in the morning and after lunch break.  Registration 
is recorded using the SIMS programme.   

mailto:absence1@trinityroad.essex.sch.uk
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 Children are expected in class for 8.45am and doors close at 8.55am and morning registration is taken.  

 Children arriving after 8.55am are then required to report with parents to the school office to be 
signed in as late.  They will be issued an orange slip that they are required to give to their class teacher 
so they know they have signed in.   

 The SIMS register is then updated with either an L code (late before registration closes) if they sign in 
before 11am or a U code (late after registration closes – unauthorised) by the school office.  Minutes a 
child is late, and the reason is also recorded on SIMS. 

 Once registration in class is taken, and all late children and absences have been recorded on SIMS, the 
school office will contact all parents / carers where a child is absent and no reason for absence has 
been provided. 

 If the school office is unable to obtain a valid / satisfactory reason for absence, the absence will be 
unauthorised until one is provided. 

 If we are unable to make contact, and are concerned for your child’s welfare, then we may make 
contact with the Missing Education & Child Employment Service (MECE) or Social Care. 

 Attendance and Punctuality is monitored closely and we will contact parents / carers if there are any 
concerns over attendance. 

 We offer support from the school’s Pastoral Support Worker 

 Will involve the Missing Education & Child Employment Service (MECE) if parent / carers fail to support 
the school in ensuring the fullest possible attendance of their children. 

 

Monitoring 
 
Attendance and punctuality is continually monitored by the school.  If your child’s attendance falls below 95%, 
you will be sent a letter notifying you of this and that if their attendance falls further they could be considered 
a persistent absentee. 
 
The persistent absentee threshold is 90%.  This threshold is set by the government and is regardless of 
whether or not the school has authorised or unauthorised the absence.  This equates to 38 sessions or 19 days 
of absence across the year. 
 
At this stage a further letter will be sent to you informing you of this.  If their attendance continues to 
deteriorate you will be called in for a meeting to discuss this. 
 
If no improvement is made, the school may refer the case to the Missing Education and Child Employment 
Service (MECE). 
 
As from 1st September 2015, penalty notices may be issued on the basis of 10 unauthorised absences within a 
six week period. This will include absences that are taken where a family chooses to go on holiday or take 
unauthorised leave for 5 or more days (10 or more sessions).   
 
Every time your child is late the PARENT / CARER is required to sign them in at reception.  The occasion, 
reason and minutes late are recorded for every student on every occasion.  This is then monitored, and if you 
and your child are late 5 times from the beginning of the academic year, you will be sent a letter and the 
school office will call you every morning before school until we see a marked improvement.   
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We understand that on occasions late arrival at school can be unavoidable.  However, when lateness is more 
frequent the child concerned may become anxious and will miss valuable learning time.   
 
The school aims to work actively with parents / carers to ensure a child’s attendance and punctuality has little 
negative impact on their education. 
  
 

Missing Education & Child Employment Service (MECE) 
 
The school work closely with the Missing Education and Child Employment Service, and this relationship is 
crucial in any attempts to improve attendance.  The principal function of the Missing Education & Child 
Employment Service is to help parents, schools and the Local Authority to meet their statutory obligations on 
school attendance.  They are committed to the principle that all children have the right to a suitable education 
and regular school attendance is vital to enable young people to achieve their ambitions through education, 
training and life-long learning.  
 
If school interventions have not improved a child’s attendance, a referral can be made to the Missing 
Education & Child Employment Service.  They provide a structured response where legal intervention, in the 
form of penalty notices, prosecution or an Education Supervision order is deemed necessary.  School 
Attendance Orders are also issued when children are not on a school roll, or are not in receipt of a suitable 
education.  
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Rewards / Celebrations 
 
The school rewards and celebrates good attendance.   
 

Weekly 
 
Weekly whole school attendance figures and the best weekly class attendance percentage are announced at a 
whole school assembly on a Friday.  These figures are then publicised in the weekly Newsletter. 
 

Termly 
 
Termly 100% attendance certificates are awarded to pupils who have achieved 100% attendance for that term 
at an end of term Trinity Outstanding Pupil assembly. 
 
A certificate is also awarded to the class who has the best overall attendance percentage for the term. 
  

End of Academic Year  
 
At the end of the academic year, trophies are awarded to those pupils who have achieved 100% attendance 
over the whole year. 
 
A Best Class Attendance is also awarded to the class with the best attendance for the academic year. 
 

 
Evaluation and Review 
 
The school will review this policy annually and update accordingly to include changes in the law and guidance 
on good practice.  The policy will be promoted throughout the school community and shared with outside 
agencies and partners as required. 
 
The Headteacher will keep governors informed on attendance issues.  The effectiveness of this policy will be 
judged by the meeting of our annual attendance targets which are agreed and monitored by the School’s 
Governing Body. 
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Appendix A 
 
ATTENDANCE CODES, DESCRIPTIONS AND MEANINGS  
 

CODE DESCRIPTION MEANING 

   

/ Present (AM) Present 

\ Present (PM) Present 

B Educated off site (NOT Dual 
registration) 

Approved Education Activity 

C Other Authorised Circumstances 
(not covered by another 
appropriate code/description) 

Authorised absence 

D Dual registration (i.e. pupil 
attending other establishment) 

Approved Education Activity 

E Excluded (no alternative provision 
made) 

Authorised absence 

F Extended family holiday (agreed) Authorised absence 

G Family holiday (NOT agreed or days 
in excess of agreement) 

Unauthorised absence 

H Family holiday (agreed) Authorised absence 

I Illness (NOT medical or dental etc. 
appointments) 

Authorised absence 

J Interview Approved Education Activity 

L Late (before registers closed) Present 

M Medical/Dental appointments Authorised absence 

N No reason yet provided for absence Unauthorised absence 

O Unauthorised absence (not covered 
by any other code/description) 

Unauthorised absence 

P Approved sporting activity Approved Education Activity 

R Religious observance Authorised absence 

S Study leave Authorised absence 

T Traveller absence Authorised absence 

U Late (after registers closed) Unauthorised absence 

V Educational visit or trip Approved Education Activity 

W Work experience Approved Education Activity 

X Non-compulsory school age absence  Not counted in possible 
attendances 

Y Enforced closure Not counted in possible 
attendances 

Z Pupil not yet on roll  Not counted in possible 
attendances 

# School closed to pupils Not counted in possible 
attendances 
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Appendix B 
 
 
Private and Confidential 
The School Office 
Trinity Road Primary School 
Trinity Road 
Chelmsford 
Essex 
CM2 6HS 
 
 
Please complete and return to the BLUE BOX outside the School Office within 1 day of receiving.  If the 
reason for the absence is due to a doctors / dentist / hospital appointments please provide documentation, 
without this the absence will be unauthorised.   
Please note that for Sickness and or Diarrhoea, children cannot return to school for 48 hours following their 

last episode.   
The school should also be informed of any absence by 8.30am on the day; we also now have a dedicated email 
address: absence1@trinityroad.essex.sch.uk  If we do not receive an email or phone message, the absence will 

be unauthorised until we receive this form back, providing the reason is satisfactory.  
 
Child’s Name:     
Child’s Class:     
First date of absence:    
Last day of absence: 
Duration of absence: 
 
Appointment Letter / Card Provided YES / NO / NOT APPLICABLE (Please circle)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Parent / Carer Name: 
Parent / Carer Signature: 
Date: 

Reason for absence: 
 

 

mailto:absence1@trinityroad.essex.sch.uk
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Appendix C 

Trinity Road Primary School  
APPLICATION FOR LEAVE OF ABSENCE FROM SCHOOL DURING TERM TIME 

 
 
 
 
 
 
Dear Head teacher,  
 
I would like to request permission for my child to be absent from school.  
 
Name of child and class …………………………………………………………………………………………………….. 

 

Date of first day of absence …………………………………  Date of return to school ………………….…………….. 

If returning in time for lunch, do they require a school dinner Yes □ No □ 

Reason for request (please give full details): 
 
………………………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………………………………………………  
 
If you have a child/children at another/other school(s). Please state which school/s ………………………………………... 
 
 
Signed: …………………………………………………………………..  (Parent/Carer)    Date: ………………………….. 

 

********************************************************************************************** 
For School / Office Use Only 

 
Dear Parent / Carer / of: ……………………………………………………… Class: ………………………………. 
 
Total of sessions (i.e. half day days) pupil absent this year: ………………… 
 
Total sessions of unauthorised pupil absences this year: ……………………. 
 
Your application for leave of absence for the above has been: 

□ Authorised for the reason stated below:        □ Not Authorised for the reason stated below *  

 
…………………………………………………………………………………………………….................................................. 
  
………………………………………………………………………………………………………………………………..…….. 
 
Signed: ……………………………………………………... Headteacher    Date: ……………………... 
*If your child does not attend school on the above date(s) and no contact is made to the school, a penalty notice may 
be issued by the Missing Education & Child Employment Service. 

Taking your child out of school during term time could be detrimental to his/her educational progress.  You may apply to 
the school for leave of absence in exceptional circumstances. Agreement to each request is at the discretion of the 
Head Teacher, acting on behalf of the Governing Body (Pupil Registration Regulations 2006). As of the 1

st
 September 

2015, penalty notices may be issued on the basis of 10 unauthorised absences within a six week period.  This will 
include absences that are taken where a family chooses to go on holiday or take unauthorised leave for 5 or more days 
(10 or more sessions). 
Parents should not take their children on holiday in term time.  There is no legal right to do so.  If the absence is not 
authorised and the holiday is taken anyway the Education Welfare Service may issue a Penalty Notice for £120 (or £60 
if paid within 21 days) to each parent for each child taken out of school. 


