
 

We hope that everybody has had a fantastic summer break and are ready for the school year ahead. 

In this newsletter we wanted to refresh your mind of the importance of good attendance and some of the 

procedure that are followed in school with regards to attendance. 

Regular and punctual attendance is important. Children need to attend school regularly if they are to take 

full advantage of the educational opportunities available to them. Ightenhill Primary School fully recognises 

its responsibility to ensure children are both in school and on time, leading to them accessing learning for 

the maximum number of days and hours. 

We expect all children who are on roll at Ightenhill Primary School to attend school every day, as long as 
they are fit and healthy to do so. We believe the most important factor in promoting good attendance is 

the development of positive attitudes towards school. We strive to make our school a happy and 
rewarding experience for all children where they can achieve their full potential academically, socially 

and emotionally. 

An explanation of attendance in school 
 

All absences are recorded as either authorised or unauthorised absence on the school’s electronic 
register. 

 
Authorised Absence 
Authorised absence is when a child has been away from school for a legitimate reason and the reason 
has been passed on to the school by a parent or legal guardian. For medical reasons, a doctor’s letter, 
prescription copy, medication packaging or similar proof will need to be provided before a child’s 
absence will be authorised. Only the school can make the absence authorised.  
Unauthorised Absence 
Unauthorised absence is when a child is away from school without the permission of the school. 
Parents/Carers can be fined or prosecuted for periods of unauthorised absence. Examples of 
unauthorised absence include taking holidays during term time, not reporting an absence to school, time 
off for family celebrations, remaining at home whilst a sibling is unwell and arriving after the registers 
have closed i.e. after 9.30am. 
Persistent Absence 
Persistent absence (PA) is the official term used when a child has an attendance of 90% or less. School 
keep a record of all PA children. All children on the list will be monitored at least fortnightly throughout 
the academic year and will be required to provide firm evidence to authorise further absences, even 
when and if their attendance increases above 90% 
Reporting Absence 
Parents/Carers of absent children are expected to telephone the school before 9.00am on the 1st day of 
absence. Parents must ensure they state the reason for the absence. The school office is staffed from 
8.45am to accept parent call. Before this time absences can be reported on the absence voicemail. 
Information about the child’s absence is then recorded, including the reason on the school’s information 
management system. If the absence is known in advance, such as a hospital appointment, a copy of the 
appointment letter should be given to the school office. 
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Appointments 
Wherever practically possible, medical appointments should be made outside of school hours or in the 
holiday periods. Time out of school to attend appointments should be kept to a minimum and 
parents/carers will be expected to bring children to school both before and after appointment times, not 
withdrawing them for the entire school day. Children who have attended a dentist or doctor’s 
appointment and arrive at school later than 8.55am will have their absence recorded as a medical 
absence (M). Evidence of the appointment will be requested by school. 
Unexplained Absence 
When a child is absent unexpectedly and without an explanation, the class teacher will record the 
absence in the class register. A report will be run each morning which identifies any child who is absent 
without a reason being known (N code). Parents/Carers of children with an ‘N’ code will receive contact 
from school in the form of a telephone call and/or a text message. School will conduct home visits to the 
homes of children with persistent N codes.  Once the reason for a child’s absence is known the registers 
will be updated accordingly.  
At the end of the week, any child who still has an ‘N’ code will receive a school letter seeking information 
about the reason for the absence. At this point the child’s attendance code will be changed to 
unauthorised (‘O’). The absence will remain unauthorised until and adequate reason is provided by a 
parent/carer or until medical evidence has been received by the school. 
Repeated unauthorised absence 
If a child has a repeated number of unauthorised absences, the parents/carers will be asked to attend a 
meeting with the Head Teacher and Attendance Manager. If the situation does not improve, the school 
will then make a referral to the Pupil Attendance Support Team and/or other external agencies, who will 
visit the home and seek to ensure that parents/carers understand the seriousness of the situation. 
 

Arriving at school on time 
 

 
 
 
 

 
 
 
 

 
 
 
 

 
 
 
 

 

 

 

8:50am 

9:00am 

9:15am 

9:30am 

8:50am-School gates and doors open. 

Children have arrived in good time to 

get ready for the morning work in class. 

9:00am- The school doors and gates 

close. Children arriving after 9:00am 

will enter school via the main office. 

9:15am- 15 minutes late each day 

means 10 ½ days of lost learning a 

year. 

9:30am- Any children arriving after 

9:30am will receive an 

unauthorised absence. 

Punctuality 

Poor punctuality can lead to your child… 

• Feeling embarrassed in front of 

their friends. 

• Missing the beginning of vital 

lessons making them fall behind. 

• Missing important instructions 

for the rest of the school day. 

• To not recognise the importance 

of arriving on time, leading to 

bad habits throughout their 

education and working life. 



 

 

 

 

 

 
 

YES 
 
 

 
 

NO 

Absence recorded on school register. A follow up 
call will only be made if no reason for the absence 
is received. 
Please note reasons for absence must be detailed, 
“unwell” is not deemed as satisfactory. 

Call made to adults on contact list to gain a reason 
for the absence. If no contact is made a text 
message and an email will be sent. 
 
If a child is absent for additional days a home visit 
will be undertaken. For children who are regularly 
absent a home visit may be undertaken on the first 
day of absence. 
If school are still unsuccessful in gaining 
information regarding the absence contact will be 
made with the local constabulary to request a 
welfare check. 

What’s New? 
 
New procedures have been introduced at school with regards to how we inform parents and carers 
about their child’s attendance. 
When a child’s attendance becomes a concern, this will trigger a letter being sent to parents. 
 
Level 1 – Attendance drops below 96% 
Level 2 – Attendance is between 94-92% 
Level 3 – Attendance drops below 92%. This will also trigger an invitation to meet with the Attendance 
Manager and the Headteacher. 
Level 4 – Attendance drops below 90%. A referral will also be made to Lancashire County Council Pupil 
Attendance Support Team. Penalty notices may also be considered. 
 
Letters will continue to be sent until attendance improves. 
 

As we now start a new school year we remind both adults and children that everybody starts that school 
year with 100% attendance. It is now down to you achieve this by the end of the year. 
 
 

Attendance and Absence Procedures 

A child is absent from school – Is the absence reported? 


