Overstone Primary
School

Attendance Policy

Our Vision

“Encourage, enjoy and excel together.”

At Overstone Primary, we nurture a joyful and inclusive learning community where every
pupil is valued, inspired, and supported to encourage, enjoy and excel together. Rooted
in our village ethos and forward-thinking approach, we empower pupils to become kind,
curious, and confident individuals ready to thrive in life and learning.
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1. Purpose and Aims
At Overstone Primary School, we have a clear understanding of how children learn and we
continually strive to provide the best possible conditions to support this. We recognise that we
live in a changing world and that we have a responsibility to prepare our children for the
opportunities and challenges of the future. As such, we value not only the key skills of reading,
writing, oral communication and mathematical understanding, but also the development of
essential skills for life in modern Britain.

We are committed to:

e Providing a caring, friendly and safe environment for all our pupils, where they can learn
and thrive in a relaxed, secure and supportive atmosphere.

e Promoting positive relationships are at the heart of our school community, and we
believe that every child has the right to feel valued, respected and safe.

¢ Promoting high expectations for attendance and punctuality

e Creating a calm, safe and inclusive environment where pupils want to attend

¢ Identifying attendance concerns early

e Working in partnership with families to remove barriers to attendance

¢ Providing support that is proportionate, timely and responsive

Attendance is a safeguarding priority. Absence can be an indicator of wider vulnerability, and
we will always consider attendance within the context of a child’s safety and wellbeing.

This policy sets out how we promote good attendance, how we respond where concerns arise,
and how we meet our statutory responsibilities in line with national guidance. Pupils are
expected to maintain an attendance rate of at least 96% over the course of the academic year.

2. School Culture and Working Together
Overstone Primary School adopts a support-first approach to attendance. We recognise that
improving attendance is most effective when there are strong relationships between school,
pupils, families and external partners. We expect all pupils to maintain attendance of at least
96% across the academic year. Attendance below 90% is defined nationally as Persistent
Absence and requires more formal intervention.

Creating a Positive Attendance Culture

We will:
o Promote the message that every day matters
e Celebrate and recognise good and improved attendance
o Communicate clear expectations about attendance and punctuality
e Ensure school is a welcoming, inclusive and supportive environment
e Monitor attendance regularly to identify emerging patterns

We understand that absence is often a symptom of wider issues. Where concerns arise, we
seek to understand the underlying causes and work collaboratively with families to address
them.

“Absence is often a symptom of wider issues and should be addressed through support.” DfE
Working together to Improve School Attendance

Early Identification and Support
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Attendance is monitored daily and reviewed regularly. Where patterns begin to emerge, such as
repeated illness, lateness, or attendance declining towards persistent absence, we will act
early.
Support may include:

o Informal conversations with parents/carers

e Attendance meetings

e Short-term attendance targets

o Pastoral or wellbeing support

o Adaptations for pupils with additional needs
Where appropriate, we will work with external agencies, including the School Attendance
Support Service and Early Help, to provide coordinated support.

Shared Responsibility
Improving attendance is a shared responsibility.

e School will provide a safe, supportive learning environment and clear systems.

o Parents and carers are legally responsible for ensuring their child attends regularly and

on time.

o Pupils are expected to attend every day and arrive punctually, ready to learn.
Where support does not lead to improvement, the school will consider formal interventions in
line with statutory guidance and local authority procedures.
Our approach ensures that attendance is never viewed purely as a compliance issue, but as
part of our wider commitment to safeguarding, inclusion and educational success.

3. Graduated Response to Attendance Concerns
Overstone Primary School uses a graduated, support-first approach to attendance. Our
response is proportionate, timely and based on individual need. Attendance is reviewed
regularly and action is taken as soon as concerns emerge.

Stage 1: Universal Support (All Pupils)
This applies to every child.
We will:
o Promote clear expectations for attendance and punctuality
o Take and monitor attendance daily
Contact parents on the first day of unexplained absence
Celebrate and recognise good and improved attendance
e Maintain a welcoming, inclusive school environment
Most attendance concerns are resolved at this stage through clear communication and strong
relationships.

Stage 2: Targeted Support (Emerging Concerns)
This stage may be triggered when:
e Attendance begins to decline
o Patterns of absence emerge (e.g. regular Mondays/Fridays)
e Punctuality becomes a concern
e Attendance approaches or falls below 90% (Persistent Absence)

At this stage, the school will seek to understand barriers and provide early support.
Support may include:
o Informal discussion with parents/carers
Attendance letter or meeting
Identification of underlying barriers
Short-term attendance targets
Pastoral or wellbeing support
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Adjustments for pupils with SEND or medical needs

Attendance will be reviewed within an agreed timeframe.

Stage 3: Intensive Support (Persistent or Severe Absence)
This stage is triggered when:

There is little or no improvement following targeted support

Safeguarding concerns are linked to absence

Attendance falls below 80%

At this stage, support becomes more structured and formal.

Actions may include:

Formal meeting with a senior leader (either in person, by telephone or virtually)

An Attendance Support Plan with clear targets

Referral to external agencies (e.g. School Attendance Support Service, Early Help)
Multi-agency involvement

Consideration of legal intervention in line with local authority guidance

Where attendance reaches severe levels or engagement with support is limited, the Local
Authority may issue a Notice to Improve or a Penalty Notice, in line with national regulations.

Children Not Seen / No Contact
Where a pupil is absent and no contact is made:

The school will attempt first-day contact via telephone.

If no response is received, contact attempts will continue (including via email).
Where absence continues without explanation, a home visit may be carried out.

If the school cannot establish contact and there are concerns about the child’s safety,
this will be treated as a safeguarding matter and escalated accordingly.

Attendance and safeguarding are closely linked, and all actions are recorded.

4. Roles and Responsibilities

To ensure school attendance is everybody’s responsibility the below outlines key roles for all
stakeholders.

4.1 The Headteacher is responsible for:
The implementation of this policy at their school

Setting a clear vision for improving and maintaining good attendance

Leading the creation and reinforcement of the culture set out in this policy, ensuring it
permeates through every aspect of the school life

Recognising improving attendance is a school leadership issue and having a designated
senior leader (The Headteacher, School Attendance Champion) with overall responsibility for
championing and improving attendance in the school

Overseeing the impact of measures to secure good levels of attendance. These measures
should aim to:

@]

recognise the importance of good attendance and, alongside good behaviour, make it a
central part of the school’s vision, values, ethos, and day to day life

recognise that absence is a symptom and that improving children’s attendance is part of
improving the children’s overall welfare. This can be achieved by prioritising attendance
within strategies relating to: attainment; behaviour; bullying; special educational needs
support; supporting children with medical conditions or disabilities; safeguarding;
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wellbeing; support for disadvantaged children (including use of pupil premium); support for

young carers and support for children with a social worker.
Making sure all teaching and non-teaching staff know the importance of good attendance,
are consistent in their communication with children and parents, and receive the training and
professional development they need
Making sure attendance support and improvement is appropriately resourced, including
where applicable through effective use of pupil premium funding
Setting high expectations for the attendance and punctuality of all children and
communicating these regularly to children and parents through all available channels. In
doing so, helping parents to understand what is expected of them and why attendance is
important to their child’s attainment, wellbeing, and wider development. It should also include
clarity on the short and long-term consequences of poor attendance
Visibly demonstrating the benefits of good attendance throughout school life; this may
include in displays, assemblies or in registration periods. Where used sensitively and without
discrimination, this may also include praising and rewarding improvements in attendance
Recognising that attendance is never ‘solved’ and is a continuous process by regularly
reviewing and updating messages, processes, and strategies
Recognising children missing education can act as a vital warning sign to a range of
safeguarding issues including neglect, sexual abuse and child sexual and criminal
exploitation
Ensuring effective reporting of attendance and absence data to local governors.

4.2 The Senior Attendance Champion (Mrs Kaajal Mushtaq), is a member of the school’s
senior leadership team.

The Senior Attendance Champion’s responsibilities are:

Championing and improving attendance in the school

Establishing and maintaining effective systems for tackling absence and making sure they

are followed by all staff including:

o liaising with children, parents and external agencies where needed

o building close and productive relationships with parents to discuss and tackle attendance
issues

o creating intervention or reintegration plans in partnership with children and their parents

o delivering targeted intervention and support to children and families

Regularly monitoring and evaluating the efficacy of the school’s strategies and processes

Analysing monitoring and evaluating attendance data to focus the collective efforts of the

school

Reporting attendance data to the governors and Local Authority.

Parents may be invited for a meeting to discuss attendance concerns with the Attendance

Champion or a member of the attendance team. This could be in the form of face to face,

telephone call or virtual meeting.

4.3 Teachers and Staff responsibilities are:

Attendance is the essential foundation to positive outcomes for all children including their
safeguarding and welfare and should therefore be seen as everyone’s responsibility in the
school

The importance of good attendance and that absence is almost always a symptom of wider
circumstances
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e The law and requirements of schools including the keeping of registers

e The school’s strategies and procedures for tracking, following up and improving attendance

e The processes for working with other partners to provide more intensive support to children
who need it

e How to interpret and analyse attendance data

e How to support children to overcome commonly seen barriers to attendance.

e Attendance Monitoring: Take daily attendance and report any unexplained absences to the
attendance officer or designated staff member

e Early Identification: Identify and report any signs of absenteeism or disengagement,
providing early warnings to the attendance officer

e Engagement Strategies: Use strategies to engage pupils in learning and make the classroom
environment welcoming and supportive

e Ensure all pupils have access to the full curriculum: Identify any gaps in pupil learning and
implement support to ensure pupils who are returning from absence have these gaps
addressed

e Support and Guidance: Provide support and guidance to pupils and staff within their year
group regarding attendance policies and practices

e Monitoring Pupils: Track the attendance of pupils within their year group, identifying those at
risk of poor attendance and implementing targeted interventions

e Teachers may communicate with families regarding attendance concerns e.g at Parent
Consultation Evenings.

4.4 School Admin Staff and Attendance Team responsibilities are:

¢ Attendance is the essential foundation to positive outcomes for all children including their
safeguarding and welfare and should therefore be seen as everyone’s responsibility in
the school

e The importance of good attendance and that absence is almost always a symptom of
wider circumstances

e The law and requirements of schools including the keeping of registers

e The school’s strategies and procedures for tracking, following up and improving
attendance

e How to interpret and analyse attendance data

e Attendance Monitoring: Monitoring daily attendance and report any unexplained
absences to the attendance officer or designated staff member

e Early Identification: Identify and report any signs of absenteeism or disengagement,
providing early warnings to the attendance officer

e Monitoring Pupils: Track the attendance of pupils within their year group, identifying
those at risk of poor attendance and implementing targeted interventions

¢ Parental Communication: Communicate with families regarding attendance issues,
organising meetings and discussions as necessary. This may be in the form of face to
face meeting, telephone call or virtual meeting.

e Attendance Records Management: Assist in maintaining attendance records and
managing attendance-related administrative tasks

e Communication: Send out attendance-related communications to parents, such as
absence notifications, reminders, and attendance reports

e Support for Reporting: Support the attendance officer and other staff in generating
attendance reports and data analysis.
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4.5 Special Educational Needs Co-ordinator (SENDCo) responsibilities are:

e Support for SEND Pupils: Ensure that attendance strategies are inclusive and tailored to
meet the needs of pupils with special educational needs

e Collaboration: Work with teachers, the attendance team and support staff to implement
personalised attendance plans for SEN pupils

¢ Reviews: To make attendance a focus in EHC and SEN review meetings and include
attendance in targets and actions

e Data: Analyse attendance data of SEND pupils to track and monitor when intervention is
needed

e Section 19: To work with local authorities and SEND teams to action SEND pupils who
are eligible for section 19 intervention.

4.6 Parents responsibilities are:
e Ensure their child attends on time every day the school is open
¢ Notify the school before 8:30 am, or as soon as practically possible when their child has to
be unexpectedly absent (e.g. sickness; unplanned absence) and on each subsequent day of
absence (as appropriate) and advise when they are expected to return
¢ Only request leave of absence in exceptional circumstances and do so in advance
e Book any medical appointments around the school day where possible
¢ Provide the school with more than one emergency contact number for their child
e |[f their child is at risk of becoming persistently absent:
o work with the school and local authority to help them understand their child’s barriers to
attendance; and
o proactively engage with the support offered to prevent the need for more formal support
e |If their child is persistently / severely absent:
o work with the school and local authority to help them understand their child’s barriers to
attendance; and
o proactively engage with the formal support offered — including any attendance contract or
voluntary early help plan to prevent the need for legal intervention.

4.7 Children’s responsibilities are:
e To attend the school every day on time.

5. School Sessions and Times

The school will be open to pupils for 190 days per year. The term dates for West
Northamptonshire Schools in the Daventry / South West area will be followed. Parents will be
supplied with a list of term dates at least once during the preceding school year.

In line with statutory attendance requirements, the school operates two official registration
sessions each day.

School session times are as follows:
e Morning session: 8.45am — 12.00 noon
o Afternoon session:
o KS1:1.00pm — 3.15pm
o KS2: 1.00pm — 3.20pm

Attendance is recorded for both the morning and afternoon sessions, and pupils are expected
to be present for the full duration of each session unless an authorised absence has been
agreed by the school.

Pupils should not arrive before 8.30am. The doors will open for pupils at 8.35am.
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Parents are responsible for their children until the doors are opened at 8.35am and the children
have safely entered the school building. Children should be brought on to site with parents
remaining until the child has entered the school building. Children will then return to their
parents care upon release at the end of the day.

Whilst on the playground, children should remain close to their supervising adults at all times.
For safety reasons, children are not permitted to ride bikes, trikes, scooters or any other
wheeled vehicles on the playground during drop-off or pick-up times.

Parents and carers are responsible for ensuring that their child remains on the playground and
does not leave the area during these times, unless they are accompanied by a member of staff
and *permission has been given.

*Children in Year’'s 5 and 6 have the option for parents to sign a ‘Walking Permission Form’
agreement which allows them to responsibly walk to and from school to an arranged parent pick
up point or to their home. This is subject to ongoing responsible and safe behaviour.

6. Registration

The register will be taken at 8.50am and 1pm by the class teacher for that day and total
numbers for the day completed. Children arriving between 8.50am and 9.15am will receive a
late mark. Pupils arriving after 9.15am will be classed as absent for that session and coded as a
U (late after registers close — unauthorised absence), unless the school has agreed an
authorised reason in line with DfE guidance.

7. Absences
All absence must be categorised as authorised or unauthorised. Authorised absence is where
the reason offered by the parents is accepted by the school as valid, for example:
e lliness
e Visits to the doctor, hospital or dentist. Parents should avoid, if at all possible, making
medical/dental appointments for their child during school hours. If unavoidable,
appointments may be authorised where confirmation has been submitted by parents via
the Absence Notification Form with supporting evidence.
e Bereavement
e Where the absence occurred on a day exclusively set aside for religious observance by
the religious body to which the pupil's parent belongs

7.1 Planned absence

Parents/carers are encouraged to make medical and dental appointments out of school hours
where possible. Where this is not possible, the pupil should be out of school for the minimum
amount of time necessary. Where an appointment cannot be made outside of school hours the
parent should notify the school in advance of the appointment. This will allow the school to
either authorise the absence, or request further information from the parent.

Planned absences should be reported, as early, as possible, to the school office by contacting
the school, via email admin@overstoneprimaryschool.org.uk or link on our School Website

The pupil’s parent must also apply for other types of term-time absence as far in advance as
possible of the requested absence. Section 11 explains which term-time absences the school
can authorise. The pupil’s parent must also apply for other types of term-time absence as far in
advance as possible of the requested absence. Section 11 explains which term-time absences
the school can authorise.
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7.2 Unauthorised absence is where no reasons are offered or the reason is not accepted by
the school as valid, for example:
e Truancy
¢ Minding the house
e Looking after brothers or sisters. NB the school has discretion to authorise this if the
circumstances are genuine and exceptional for example in cases of serious illness of a
single parent where no relatives are nearby to help
e Shopping trips, visits to the hairdresser
e Birthday treats

7.3 Unplanned absence

The pupil’s parent must notify the school of the reason for the absence on the first day of an
unplanned absence by 8:30 am, or as soon as practically possible, by contacting the school
office (OPTION 1) at 01604 493861. Parents must provide the child’s full name, year group,
reason for absence and estimated return date. The school will mark absence due to physical or
mental illness as authorised unless there is a concern about the authenticity or frequency of the
illness.

Where the absence is longer than 2 days or there are concerns about the authenticity or
frequency of the illness, the school will ask for medical evidence, such as a doctor’s note,
prescription, appointment card or other appropriate form of evidence. We will not ask for
medical evidence unnecessarily. If the school remains concerned about the authenticity or
frequency of the iliness, the absence will be recorded as unauthorised, and parents will be
notified of this in advance.

7.4 Section 19 and children unable to attend school for health reasons. Section 19 of the
Education Act has always required Local Authorities to make provision for children who are
unable to attend school due to illness, permanent exclusion or other reason. However, the
Department for Education (DfE), has issued revised guidance for schools, settings and Local
Authorities about how to support children unable to attend school for health reasons From
2024/25, schools will be able to refer children to the Local Authority if they have been absent
from school for 15 days — not consecutively — due to ill health, Including mental health.

7.5 Following up unexplained absence; including home visits

Where any pupil we expect to attend school does not attend, or stops attending, without reason,
the school will: telephone primary guardians to obtain the reason for absence. If we are still
awaiting contact from the parents regarding their child’s absence, the school will call the pupil’s
parent on the morning of the first day of unexplained absence to ascertain the reason. If the
school cannot reach any of the pupil’s emergency contacts, the school will follow up with an
absence email at the end of the day. Where there are safeguarding concerns, a home visit may
be carried out.

The school may contact other agencies if necessary. We will call the parent or nominated family
member, on each day that the absence continues without explanation to ensure proper
safeguarding action is taken where necessary. If absence continues, the school will consider
involving School Attendance Support Services (SASS). If a child has been off for 2 days without
contact, or concerns about the authenticity or frequency of the illness a home visit will be
carried out on the third day. If a child is a severely absent child who has long term absence.
E.g. off for long term illness, the attendance team will complete a safe and well check every 10
days. This could result in the police being informed for the welfare and safeguarding of the
child and family.
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All absences will be recorded in the register. A telephone message left on the absence line or
the Absence Notification Form via the school website is required from the parent on the first day
of absence. This will ensure that the appropriate authorised absence code will be entered if the
above criteria have been met. A member of the office staff will try to contact parents by 9.30am
if no reason for absence has been received. The school will record the detail of all absences
and continued absences and attendance below 90% will be followed up and parents will receive
a notice to improve or be requested to attend a meeting at the school. Attendance below 80%
will be reported to the Attendance Support Officer at the Local Authority.

Scenario / Trigger

School Action

Parent / Carer Contact

Safeguarding / Next Steps

Pupil does not attend school
without reason

Telephone primary
guardians to obtain reason
for absence

Call on the morning of first
day of unexplained
absence

If unable to reach parents,
follow up with an absence
email

Pupil absence continues
without explanation

Call parent/nominated
family member each day of
absence

Ensure reason is obtained

Home visit may be carried
out if safeguarding
concerns exist

Child absent 2 days without
contact, or
authenticity/frequency of
iliness is a concern

Review absence record

Attempt contact with parent

Home visit carried out on
third day

Child with long-term/severe
absence (e.g., prolonged
illness)

Attendance team monitors
absence

Contact family as
appropriate

Safe and well check every
10 days

Reason for absence obtained

Record reason in register
and input correct
attendance code

Inform parents of coding if
necessary

Code entered within 3
working days of session

First-day absence notification
not received

Telephone parents by
9.30am or check Absence
Notification Form

Reminder to provide
reason

Record detail in register for
monitoring

Attendance below 90%

Monitor absences and
patterns

Parent receives notice to
improve or meeting
request

Ongoing monitoring;
escalate if no improvement

Attendance below 80%

Escalate to Local Authority
Attendance Support Officer

Inform parents of
escalation

Multi-agency support
considered

Head teachers may not grant any leave of absence during term time unless there are
exceptional circumstances.

Parents who wish to claim exceptional circumstances as a reason for taking leave in term time
should apply to the Head teacher, in writing, outlining the individual circumstances of the case.
This must be received by the school in advance. Leave cannot be authorised retrospectively - in
such cases it will be regarded as unauthorised absence.

The Head teacher will then make a decision based on the following criteria:-
e Does the period requested (including any previous leave in the current year) total
more than 5 days?
e Is the pupil's attendance over the past 12 months less than 95%? (apart from
exceptional circumstances i.e. a life threatening iliness)
¢ Does the requested period coincide with any assessment or examinations?

If the answer to ANY of these questions is “Yes” then the request will be denied.

If the answer is “No” then the following criteria will be applied:-
¢ |s the absence requested because the pupil wants to attend a specialist educational
experience? (e.g. a music school, sporting activity)
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e Is the request made because of compelling reasons connected with family
relationships?
¢ Is the request made for religious or cultural requirements?

If the answer to any of these questions is “Yes” the Head teacher will exercise their judgement
and may permit the request. If leave goes on for longer than agreed, the extra day’s absence
will be recorded as unauthorised.

All requests will be considered on an individual basis and any request authorised for another
pupil or granted on a previous occasion cannot be treated as a precedent.

Absences, both authorised and unauthorised will be recorded on the child’s Annual Report to
Parents.

Parents can be fined by the Local Authority for taking their child on holiday during term time
without consent from the school.

7.6 Frequent absence

It is the responsibility of the Head teacher to be aware of any emerging attendance concerns. In
cases where a pupil begins to develop a pattern of absences, the school will try to resolve the
problem with the parents. If this is unsuccessful the school will seek advice from the School
Attendance Support Officer.

When a child’s attendance rate falls below 90% (over a period of a term - 6/7 weeks) a letter will
be sent to the parents (Appendix 1) requesting the parents contact school to discuss the pupil’s
attendance rate.

If your child is frequently absent the school, in line with the National Framework for Penalty
Notices (August 2024), the following applies:

If you take your child out of school for an accumulative total of 5 days or more (10 sessions)
(90%) over a period of 10 weeks, the school will deem this as irregular attendance and will
consider a referral to the Local authority for consideration of legal action.

This could include:

. a Penalty Notice payable up to £160 fine

. prosecution under s444 (1) Education Act 1996, where if convicted you may be fined
up to £1,000

. prosecution under s444 (1) (a) Education Act 1996 where if convicted you may be

fined up to £2,500 and/or 3 months’ imprisonment.

7.7 National Threshold

There will be a single consistent national threshold for when a penalty notice must be
considered by all schools in England of 10 sessions (a school day is 2 sessions - morning and
afternoon) of unauthorised absence within a rolling 10 school week period.

These sessions do not have to be consecutive and can be made up of a combination of any
type of unauthorised absence. The 10-school week period can span different terms or school
years.

First Offence

The first time a Penalty Notice is issued for unauthorised absence the amount will be: £80 per
parent, per child if paid within 21 days. Increasing to £160 per parent, per child if paid within 28
days. Any non-payment of the Penalty Notice may be referred to the Magistrates Court
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Second Offence (within 3 years)
The second time a Penalty Notice is issued for unauthorised absence the amount will be: £160
per parent, per child paid within 28 days. Any non-payment of the Penalty Notice may be
referred to the Magistrates Court

Third Offence and Any Further Offences (within 3 years)

The third time an offence is committed a Penalty Notice will not be issued and the case could
be presented straight to the Magistrate’s Court.

Prosecution under s444 (1) Education Act 1996, where if convicted you may be fined up to
£1,000. Prosecution under s444 (1) (a) Education Act 1996 where if convicted you may be fined
up to £2,500 and/or 3 months’ imprisonment.

If a child has unacceptable levels of absence due to medical appointments or illness a letter will
be sent to the parents (Appendix 2). If the pupil’'s attendance rate continues below 90% targets
will be set with the pupil and the parents (appendix 3). If a child’s amount of time off for illness
reaches an unacceptable level, a letter will be sent requesting a doctor’s note or appointment
card for future absences (appendix 4).

8. Legal Intervention and Penalty Notices

The Local Authority or the police can fine parents for the unauthorised absence of their child
from school, where the child is of compulsory school age, by issuing a penalty notice. Before
issuing a penalty notice, the school and Local Authority will consider the individual case,
including: Whether the national threshold for considering a penalty notice has been met (10
sessions of unauthorised absence in a rolling period of 10 school weeks) Whether a penalty
notice is the best available tool to improve attendance for that pupil. Whether further support, a
notice to improve or another legal intervention would be a more appropriate solution. Whether
any obligations that the school has under the Equality Act 2010 make issuing a penalty notice
inappropriate.

“Legal intervention should be used only when support has been exhausted or engagement is
refused.” DfE

8.1 Penalty Notices

A penalty notice may also be issued where parents allow their child to be present in a public
place during school hours without reasonable justification, during the first 5 days of a
suspension or exclusion (where the school has notified the parents that the pupil must not be
present in a public place on that day). Each parent who is liable for the pupil’s offence(s) can be
issued with a penalty notice. The payment must be made directly to the local authority,
regardless of who issues the notice. If the payment has not been made after 28 days, the local
authority can decide whether to prosecute or withdraw the notice. If issued with a first penalty
notice, the parent must pay £80 within 21 days, or £160 within 28 days. Attendance Policy Sept
2025 20 If a second penalty notice is issued to the same parent in respect of the same pupil,
the parent must pay £160 if paid within 28 days. A third penalty notice cannot be issued to the
same parent in respect of the same child within 3 years of the date of the issue of the first
penalty notice. In a case where the national threshold is met for a third time within those 3
years, alternative action will be taken instead. This could include: Prosecution under section
444 (1) Education Act 1996, where if convicted you may be fined up to £1000. Prosecution
under section 444 (1) (a) Education Act 1996, where if convicted you may be fined up to £2500
and/or 3 months’ imprisonment.
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8.2 Notices to improve

If the national threshold has been met and support is appropriate, but parents do not engage
with offers of support, the school may offer a notice to improve to give parents a final chance to
engage with support. Notices to improve will be issued in line with processes set out in the local
code of conduct for the local authority area in which the pupil attends school.

They will include: Details of the pupil’s attendance record and of the offences. The benefits of
regular attendance and the duty of parents under section 7 of the Education Act 1996. Details
of the support provided so far. Opportunities for further support, or to access previously
provided support that was not engaged with. A clear warning that a penalty notice may be
issued if attendance doesn’t improve within the improvement period, along with details of what
sufficient improvement looks like, which will be decided on a case-by-case basis. A clear
timeframe of between 3 and 6 weeks for the improvement period.

8.3 Absence notes

Absence Notifications received through the school website or email will be kept for the
remainder of the academic year. If there are attendance concerns about the pupil, that may
require further investigation, then the notes may need to be retained for a longer period. If no
notification is received about a child’s absence a letter will be sent (appendix 5).

8.4 Persistent Lateness
o If a pupil arrives late after the register closes three times or more, the school will notify
parents via email (see Appendix 6).
o If lateness continues, the school will contact parents in person to discuss punctuality and
agree next steps.

Scenario Attendance Code Action / Notes

Arrives after start of school but before L (Late) Treated as present for statistical purposes.

register closes

Arrives after register has closed U (Unauthorised Counts as unauthorised absence; may result in fixed
absence) penalty notices.

Late due to medical appointment or Authorised absence Parents must complete Absence Notification Form

other authorised reason code with supporting evidence.

Persistent lateness (3+ times after U (Unauthorised School will notify parents via email (Appendix 6). If

register closes) absence) lateness continues, parents will be contacted in

person to discuss punctuality and agree next steps.

9. Early Years (Reception Class) children

At the start of the academic year, Reception children attend on a part-time basis for a short,
set period to support their transition into school. Attendance during this period will be recorded
in the register, and parents are expected to notify the school of any absence in line with the
standard procedures.

10. Collection from school other than at the end of a session

If a child is collected by a parent or other approved adult, between the hours of 9am and
3.15pm then the adult should report to the school office so that the child can be collected and
signed out. We ask that parents notify the school if they are likely to be late at the end of the
school day.

If a child is regularly collected late (3 times or more) a notification will be sent to parents and
children will be taken to the after-school care facility. (appendix 7).
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Overstone Primary School recognises that improving attendance is a shared responsibility and
is committed to working with pupils, families and partner agencies to ensure every child is safe,
supported and able to benefit fully from their education.

Appendix 1
ATTENDANCE DROPS BELOW AN ACCEPTABLE LEVEL

Dear <name of parent / carer>

Our records show that as of DATE, <name of pupil>’s attendance was <attendance
percentage>%. This is below what we expect and to put this into perspective 90%
attendance is equivalent to missing half a school year in five years of primary education.

It is our school aim to improve attendance of all pupils and we would like to help <name of
pupil> improve their attendance back towards our school target of 96%. Please contact the
school on 01604 493861 to discuss <name of pupil>’s attendance and any support we
may be able to provide.

Ongoing low attendance is a factor often linked to low levels of academic success. Regular
attendance also means that pupils are able to make and maintain secure friendships and
feel happier at school.

It is a parent’s legal responsibility to ensure their child is in school. Ongoing unauthorised
absence could lead to a Penalty Notice which has been updated during August 2024. If you
take your child out of school for an accumulative total of 5 days or more (10 sessions) (90%)
over a period of 10 weeks, the school will deem this as irregular attendance and will consider a
referral to the Local authority for consideration of legal action.

This could include:

. a Penalty Notice payable up to £160 fine

. prosecution under s444 (1) Education Act 1996, where if convicted you may be fined
up to £1,000

. prosecution under s444 (1) (a) Education Act 1996 where if convicted you may be

fined up to £2,500 and/or 3 months’ imprisonment.

These will be issued by West Northamptonshire Council.

| would really appreciate your support to make sure <name of child>’s attendance
increases. The school will continue to monitor the situation over the next half term and | will

contact you again if it does not improve so that we can discuss it further.

Thank you for your cooperation
Yours sincerely

Page 15 of 24 April 2026



Mrs K Mushtaq
Head teacher
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Appendix 2

UNACCEPTABLE AMOUNT OF TIME IS TAKEN OFF FOR A MEDICAL APPOINTMENT

Dear <name of parent>

Our school attendance records show that on the following dates:
<date of absence>, <name of pupil>
missed -- day(s) of school for a medical appointment.

We understand it is difficult to make appointments outside school time and that some
appointments take all day. However, we expect, where possible appointments to be made
out of school hours or for pupils to attend either morning or afternoon registration.

Every school day counts and any time missed will result in lost learning. Please do your
utmost to ensure any future appointments are booked outside school hours.

If you have any queries or would like to talk to anyone about attendance please do not
hesitate to contact me on 01604 493861.

Thank you for your cooperation and support.

Yours sincerely

Mrs K Mushtaq
Head teacher
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Appendix 3
TO INFORM PARENTS/CARERS OF ATTENDANCE

Dear <Name of Parent>

Overstone Primary School closely monitors the attendance of all pupils. Our records show
that <name of child> has had a low level of attendance for the past two terms.

Termone: xx%

Term two:  xx%

Please find below <name of child>'s current attendance and attendance target.

Attendance <current attendance> %
Authorised Absence <current AA> %
Unauthorised Absence <current UA> %

Target <target> %

The information below shows how attendance can affect your child’s future progression.

Above 97%: Less than 6 days absence a year
Excellent attendance! These young people will almost certainly get the best grades they can
leading to better prospects for college, university or work.

95%: 10 days absence a year
These pupils are likely to achieve good grades and have opportunities for college, university or
work, but could still improve their attendance!

90%: 19 days absence a year
Young people in this group are missing a month of school per year; it will be difficult for them to
achieve their best.

85%: 29 days absence a year
Young people in this group are missing six weeks of school per year; it will be very difficult for
them to keep up with work and they are unlikely to do their best.

80%: 38 days absence a year

Young People in this group are missing a year of school over the five years of primary education,
it will be almost impossible to keep up with work. Parents of young people in this group could be
issued with a penalty notice.

We want to support <name of pupil> and make certain that <he/she> does not get behind
with work or miss out on any opportunities school offers. Please ring me on 01604 393861
to arrange a meeting to discuss this issue.

Yours sincerely

Mrs K Mushtaq
Head teacher
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Appendix 4
ILLNESS REACHES AN UNACCEPTABLE LEVEL

Dear <Name of parent>

Since the start of the school year <name of pupil> has been absent from school for
<number of days> days due to illness. This is concerning as it means <name of pupil>’s
attendance overall is <percentage absence>, which is significantly below what the school
expects. We understand that some absence due to illness is unavoidable. However it is
important the school are aware of any on-going health problems so we can put the correct
support in place.

To put this absence into perspective, 90% attendance is equivalent to missing half a school
year in the five years of primary school education. We are sure that you are aware that
every school day counts and missing any time from school results in lost learning. We want
to support <name of pupil> and make certain that <he/she> does not get behind with work
or miss out on any opportunities school offers.

Due to the large amount of illness absence <name of pupil> has had, we will require a
doctor’s note or appointment card for any future periods of absence lasting over three
consecutive days or for school terms with numerous days off due to illness.

We will continue to monitor <name of pupils> attendance. If you wish to discuss <name
of pupil> attendance please contact me on 01604 493861. | will be happy to talk with you
or arrange a meeting if required.

Thank you for your cooperation and support.

Yours sincerely

Mrs K Mushtaq
Head teacher
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Appendix 5
NO NOTE FOR ABSENCE

Dear

Our records show <name of pupil> was not at school on the date/s listed below. Currently,
we do not have any explanation for this absence so it is marked as ‘unauthorised’. If no
note of absence is received via email or the school website, this absence will remain
unauthorised and this will be marked on <name of pupil> attendance record and may lead
to further action being taken.

Beside the dates below please enter the reason <name of pupil> was absent.
<date>:
<date>:
<date>:
<date>:

Signed Parent/Carer

To help us keep our information up to date please provide your current phone number

Please return this letter to the school office.

We would like to remind you about our absence procedures. Please call (01604 493861) or
email school on the first day of absence or complete the form on the school website. If you
have any queries or would like to talk to anyone about attendance please do not hesitate to
contact me on 01604 493861.

Thank you for your cooperation
Yours sincerely

Mrs K Mushtaq
Head teacher
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Appendix 6
To be sent as an email.
LATES

Dear <Name of Parent>

Our attendance records show that <name of child> has been late on <number of lates>
occasions since the start of term on the <date of start of term>.

We are sure you will understand lateness can be very disruptive to the school day. Missing
the start of lessons means instructions and other essential information will have to be
repeated, which will delay the start of lessons and young people’s learning. It may mean
that your child’s progress is hindered as they may miss the initial explanation of a task and
lose self-confidence, feeling unsure of what is required.

The school register closes at 8.50am; arrival between 8.50am and 9.15am will result in a
late mark; arrival after 9.15am will be marked as unauthorised absence. A significant
amount of unauthorised absence could result in further action being taken for example the
issuing of a penalty notice.

| would appreciate your support to ensure <name of child>'s prompt arrival in the future. If
<he/she> continues to be late, | will contact you so that we can discuss ways in which we
can work together to rectify the situation.

If you have any queries or would like to talk to anyone about attendance or punctuality
please do not hesitate to contact me on 01604 493861.
Thank you for your cooperation

Yours sincerely

Mrs K Mushtaq
Head teacher
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Email
Appendix 7

Late collection of child/ren

Dear Parent/Carer,

It has been noted that you have collected a child later than 10 minutes after the end of the
school day on at least two separate occasions without notifying the office of a legitimate
reason.

We do not provide supervision for children after 3.20pm and therefore from this point
onwards, if not collected at the end of the school day, your child will be taken to RD After
School Care located in the Owls Nest and you will be subject to their childcare costs.
School ends at 3.15pm for Reception and Years 1 and 2 and 3.20pm for Years 3-6. We
have no facility for looking after children after 3.20pm and would appreciate your

cooperation in ensuring all children are collected at the correct time.

Please complete the attached forms and return to the school office to ensure that RD After
School Care has the most up to date details.

Kind Regards

Overstone Primary School
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Appendix 8
Home Visit Record / Follow-Up Note for Parents

Template A: Home Visit Made — No Answer
(To be posted through the door where no contact was made)

Overstone Primary School
Encourage, enjoy and excel together

Date:

Child’s name:

Class:

Dear Parent/Carer,
We are writing to let you know that a member of the school team visited your home today
as we were unable to make contact regarding your child’s absence from school.
The purpose of the visit was to:
e Check on your child’s wellbeing
o Ensure they are safe
« Make contact with you to understand the reason for absence
Unfortunately, we were unable to speak with you during this visit.
Please contact the school as soon as possible today to discuss your child’s absence and
next steps.

t. School telephone: 01604 493861
@ Email: admin@overstoneprimaryschool.org.uk

If we do not hear from you, we may need to take further action in line with our Attendance
and Safeguarding Policies, which could include additional home visits or involvement of
external agencies to ensure your child’s safety and wellbeing.

We appreciate your prompt cooperation and look forward to speaking with you.

Kind regards,

Name:

Role:

Overstone Primary School
Overstone Primary School recognises attendance as a safeguarding matter and is

committed to working in partnership with families to ensure every child is safe, supported
and able to attend school regularly.
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Template B: Home Visit Completed — Agreed Actions
(To be left with parents following a discussion)

Overstone Primary School
Encourage, enjoy and excel together

Date:

Child’s name:

Class:

Dear Parent/Carer,
Thank you for meeting with us today during our home visit. We appreciate you taking the time to
speak with us and work together to support your child’s attendance and wellbeing.

Purpose of the visit
The visit was carried out to:
e Check on your child’s wellbeing
e Discuss recent absence from school
o |dentify any barriers to regular attendance
e Agree next steps and support
Summary of discussion
(Brief notes may be added here if appropriate)

Agreed actions and next steps
School will:

e [ Monitor attendance closely

e [ Provide pastoral / wellbeing support

e [ Arrange a follow-up meeting or call

e [ Liaise with external agencies where appropriate

Parents/carers will:
e [ Ensure regular attendance from:
e [ Contact school daily if absence occurs
e [ Provide medical or supporting evidence if required
o [ Engage with agreed support

Next review date (if applicable):
Please note that attendance will continue to be monitored. If attendance does not improve, or if
contact is not maintained, further support or formal action may be required in line with the school’s
Attendance Policy and local authority guidance.

We are committed to working with you to support your child and thank you for your cooperation.

Kind regards,

Name:

Role:

Overstone Primary School

Overstone Primary School recognises attendance as a safeguarding matter and is committed to
working in partnership with families to ensure every child is safe, supported and able to attend
school regularly.

A copy for school and parents to be issued.
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