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Introduction 

At Hawksworth Wood Primary School, we fully recognise the importance of good, consistent 

attendance for all children of school age. We are committed to promoting the message 

‘every lesson counts.’ 

 

Child attainment and achievement depends on regular presence in school. Any absence 

leads to missed learning and may cause difficulties with social relationships. These can 

encourage an increased pattern in non-attendance. 

 

The school has a legal duty to publish its attendance data to parents and promote good 

attendance. Equally parents have a legal duty to make sure their children attend school.  

 

How is attendance data collected and recorded? 

Morning Registration = 1 session        Afternoon Registration = 1 session 

 

Morning Registration:  

 Morning registration begins at 8:55 am. Children arriving after 9:00 am, when 

classroom doors close, will be recorded as present but late with an (L) code.  

 At 9:30 am, the morning register closes. In accordance with regulations, if a child 

arrives after registers close, they still receive a mark showing them as present on site 

but a (U) code is given. This means they do not receive an attendance mark for that 

session and is recorded as an Unauthorised Absence.  

 

Afternoon Registration: 

 Afternoon registration begins at 1:15 pm.  

 

Authorised Absence 

Authorised absence is where the school accepts there is a good reason for absence. 

Reasons for an absence must be either in writing or a telephone call to the school office from 

the child’s parent/carer. A child’s own word cannot be taken as reason for an absence.  
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Examples of Authorised Absence:  

 Absence caused by genuine illness  

 Medical appointment  

 An approved absence for religious observance (maximum 2 days in an academic 

year) 

 Other exceptional circumstances approved by the Headteacher. 

 

Illness and First Day Call 

At Hawksworth Wood Primary School, we understand that children do get ill. To enable us to 

authorise the absence, if your child is unable to attend school through illness, parents/carers 

should follow the following procedure: 

 

 Inform us by 9:30 am on the first day of absence: Telephone 0113 258 3984 or Text 

0113 320 0641 

 Provide school with information about your child’s illness. 

 If possible, give an expected day of return to school.  

 

Frequent Illness  

If a child is frequently absent due to illness but no long term medical condition exists, it is likely 

this will trigger a close level of monitoring and intervention from the school and/or the Local 

Authority. The school/ local authority attendance officer may request that the parent/carer 

provides evidence of a doctor’s visit for future absences. Without this evidence, future 

absences could be coded as unauthorised.  

 

Unauthorised Absence 

If a child’s absence is not explained by a lawfully permitted reason (see above) or the school 

does not consider circumstances are exceptional, absence will be unauthorised.  

 

Examples of absence NOT considered as an exceptional circumstance and therefore 

classed as Unauthorised are: 

 Availability of cheaper holidays  

 A pupil’s or family members birthday 

 Sleeping in after a late night 

 Family trips away – day trips or long weekends 

 Visiting relatives 
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Holidays in Term Time 

Government guidance states that schools are not allowed to authorise holidays in term time. 

Only if there are exceptional circumstances will a holiday be authorised.  A family holiday is 

not considered an exceptional circumstance. The legislation also states that any application 

for leave must be made to the school at least 10 days in advance of the proposed leave. 

The Department for Education has instructed schools that they cannot authorise any 

absences after they have been taken.  

 

Extended Leave and Exceptional Circumstances 

Only in truly exceptional circumstances are we able to authorise extended leave although 

we will consider each application individually. An agreed exceptional circumstance will be a 

onetime event, not an annual or regular occurrence.  In considering cases the following 

factors will be taken into account: 

 The nature of the event 

 The current attendance and attendance history of the child – which should be over 

96%.  

 

Some requests for leave may only be partly authorised. This means that if a request is 

submitted for 5 days or more, only part of this may be authorised. The remaining days of the 

leave would be unauthorised.  

 

Examples of what MAY be an exceptional circumstance: 

 Bereavement of a close family member (maximum of 2-3 days dependent on travel) 

 Wedding of a close family member (maximum of 2-3 days dependent on travel)  

 Participation in a sporting event at city, regional or national level 

 Recognised examinations   

 Other exceptional circumstances agreed on an individual basis by the Headteacher 

and/or Governors such as a severe family crisis.  

 

NB. Definition of close family is: mother, father, siblings, grandparents, first aunt/uncle 

 

At Hawkwsorth Wood a number of our pupils have families whose heritage country is abroad. 

The school recognises the importance of maintaining these ties with family but strongly 

encourages visits to these countries to take place outside of term time. If these visits to family 

abroad take place in term time an Exceptional Circumstances Leave Request form must be 

completed before the trip is arranged. This will then be discussed with the school as part of a 

decision being made on authorisation. In the rare instance that there are exceptional 
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circumstances for the visit to take place in term time, it is likely that that no more then 2-3 

days will be authorised. Often advice will be taken from the Local Authority Attendance 

Officer.  

If a request for leave is not granted and a child is taken out of school, the absence will be 

recorded as Unauthorised. Local Authority Attendance services may be notified and you 

may be at risk of a Penalty Notice.  

 

Persistent Absence 

A pupil becomes a ‘persistent absentee’ when they miss 10% or more schooling across the 

year for whatever reason. This level of absence is considerably affecting the child’s 

education and in many instances can lead to social and emotional difficulties. Persistent 

Absence pupils are tracked and monitored carefully.  

 

If a parent thinks their child is reluctant to attend school, the school can work with the child 

and parents to understand the root problem and support the child and family to start 

attending school regularly.  

  

Lateness/Punctuality  

If a child arrives late they must be signed in on the Late Arrival Book at the school office. If 

arrival is after 9:25 am, the child is coded as present on site but absent code U. This will 

appear on his/her attendance record. Punctuality is closely monitored by school. Children 

who are frequently late for school are missing much of their education and their progress is 

likely to be affected. Parents of children who are frequently late will be contacted and 

informed that AMBER LOW attendance status monitoring has been triggered.  

 

Penalty Notices 

Penalty notices may be issued when a pupils has 10 or more unauthorised sessions (5 days) in 

any 12 week monitoring cycle.  

A Penalty Notices is a fine of £60/£120 imposed on parents. They are an alternative to the 

prosecution of parents for failing to ensure their child of compulsory school age regularly 

attends the school where they are registered or at place where alternative provision is 

provided.  

 

Children Missing in Education 

When pupils leave school without any information and contact cannot be made, the child is 

considered Child Missing in Education. This means that the Local Authority has a legal duty to 

carry out investigations to try and locate the child. This is likely to include liaising with 

Children’s Services, the Police and other agencies.  
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School Attendance/Absence Monitoring System 

We monitor attendance closely and will inform parents if we have concerns. We use a colour 

coded system to support our monitoring of pupil attendance and help parents stay 

informed. Parents receive a termly attendance report that informs of their child’s attendance 

status throughout the academic year.  

 

Attendance Status Equivalent Attendance What does this mean?  

 

Gold     

 

 

98.6% - 100% 

 

Attendance is excellent.  

 

Silver 

 

 

97% - 98.5% 

 

Attendance is very good.  

 

Bronze 

 

 

96% - 96.9% 

Attendance is in line with the 

national attendance.  

 

Amber  

 

 

94% - 95.9% 

 

Attendance is below 

national.  

 

 

Amber  LOW 

 

 

 

90.1% - 93.9% 

 

Attendance is well below 

National. First Stage 

Monitoring.  

 

 

Red 

 

90% and Below 

Categorised as Persistent 

Absence.  Attendance is 

very poor and a serious 

concern. Red Level 

monitoring and intervention. 

Leeds FAST TRACK likely.   

 

 

 

Attendance Status Reports  

 

We send Attendance Status reports to parents termly. They identify the band the child’s 

attendance is at for that point in the year. It is recognised that if a child has had an 

authorised absence such as genuine illness early in the school year, that the Autumn term’s 

attendance status may be AMBER LOW or even RED. In these instances, the school 

understands the absence is unavoidable and although this does not change the child’s 

attendance status, further monitoring at this early stage is not triggered. However, if the 

child’s attendance status has not improved over the course of the school year, monitoring 

and intervention is triggered.  
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Steps of Intervention for Attendance Causing Concern  

 

Attendance is monitored over approximately 12 week periods or a full school term.  

 

If a child’s attendance status becomes AMBER LOW, the school will begin to investigate the 

absences. We are mindful that early on in the Autumn term, a genuine illness can easily 

affect the attendance figure and this is taken into account. If the absences have been 

unauthorised or there is a pattern of frequent absence, First Stage Monitoring Procedures will 

usually follow. An Attendance Status Report & a letter is sent to parents advising that 

attendance has become a concern and is being closely monitored. Information is also 

provided explaining that further absences are likely to cause the child’s attendance status to 

become RED and therefore classed as Persistent Absence.  

 

If a child’s attendance status becomes RED, this level of absence is classed by the 

Government as Persistent Absence. If the reason for the absences have not been agreed, 

Leeds Local Authority FAST TRACK Monitoring initiative is triggered.  (See Fast Track Flow Chart 

– HKSP Adaptation) 

 

The FAST Track improvement Initiative involves close monitoring which after contact from the 

school (letters, phone calls at AMBER LOW) and no improvement will usually involve  parents 

being invited to a School Attendance Meeting.    

 

If the attendance does not improve after the School Attendance Panel, parents are invited 

to attend the Headingly & Kirkstall School Partnership Attendance & Welfare Panel meeting. 

The panel consists of a Local Authority Attendance Officer and Headteachers from 

Partnership Schools.  

 

If after the HKSP Attendance & Welfare Panel, attendance does not improve a Penalty 

Notice is likely to be issued.  

 

Good Attendance Rewards and Incentives 

Good attendance in school is promoted weekly and celebrated in school assembly. To 

encourage good attendance and maintain its high profile in school we have arrange of 

attendance rewards and incentives.   
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Individual Attendance 

If a pupil achieves 100% for a week of school attendance, they are given a raffle ticket. Each 

week the raffle tickets are placed in our Gold Attendance Raffle drum. Twice a year, tickets 

are drawn from the raffle drum – 1 ticket drawn for Lower School (Reception & KS1) and 1 

ticket for Upper School (KS2). The children with winning tickets can choose a prize of either a 

tablet or a bike.  

In addition, at the end of the year all children with 100% attendance receive an individual 

certificate and a Gold Attendance band.  

 

Class Attendance 

Each class in school has their attendance monitored and are rewarded for collective good 

attendance. The 3 classes with the least absences recorded each are awarded 1st, 2nd and 

3rd place respectively. Each position equates to a cash prize for their class savings pot.  1st = 

£5; 2nd = £2; 3rd = 50p. At the end of the year the children can choose collectively what they 

wish to spend their class savings on.  

 

Understanding Attendance Figures  

Attendance/absence is usually presented as an attendance percentage figure which can 

sometimes be misleading. For example 90% is considered very poor attendance. To help we 

equated the percentages to the number of days absent in  school year.  Below is a quick 

guide to the numbers. 

 

Days Absent at  End of  Year 

 

Equal to  Attendance % by 

End of Year  

Attendance Rating  

 

1 day absent  

 

 

99.5%  

 

Well above national average 

 

5 days absent  

 

 

97.4% 

 

Above national average 

 

10 days absent  

 

 

95%  

 

Below national average  

 

 

15 days absent  

 

 

92.2% 

 

Well below national average  

 

20 days absent  

 

 

89.5%  

 

Below the Persistent Absence 

threshold  
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START: Child's Attendance Status is RED 
and circumstances meet FAST TRACK 
criteria e.g.  10 or more unauthorised 

absences within the previous 12 weeks. 

N.B. FT's are not suitable for pupils with l 
less than 70%  attendance. These cases 

usually require specific case work 
intervention. 

After an agreed monitoring period, if no 
improvement , invite  to  HKSP ATTENDANCE & 

WELFARE PANEL 

Hold Attendance & Welfare Panel.  A copy of 
minutes to be sent to parents if they do not 

attend.  

ACTION: Letter  posted (1)  with an  
attendance report which states a 

monitor ing period of 20 school days 
will  begin on X date.   

Review after approx 20 school days. 
Any FURTHER unauthorised absence  

triggers an invite into school, by letter 
and phone call (2), for a School 

Attendance Meeting (SAM) 

SAM Meetings held.  At meeting Letter 3 is given.  If 
parent does not attend,  a copy of the minutes to 

be posted to the parent.  

A home visit could be undertaken where the family 
did not attend the SAM meeting (a.s.a.p. the next 

day if possible) 

NB: At any point it may be appropriate to 
remove a pupil from the process if it 

deemded that circumstances should be 
dealt with by other means. i.e. signposting to 

another agency 

Monitor for a further 20 school days after 
Letter 3.  

Review after agreed timesecale. Any further 
unauthorised absence is likely  activate a referral 
for a penalty notice IF there are 10 unauthorised 

absences in the previous 12 weeks. 

Complete referral 
form for the Penalty 
Notice to be issued 

RED STATUS &  

FAST TRACK 

RED STATUS & FAST TRACK MONITORING – 

Example Intervention Timeline   


