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The legal framework 
 
Under The Education Act 1999, parents are responsible for ensuring that children of 
compulsory school age receive full-time education. Parents have a legal responsibility to ensure 
their child’s regular attendance at the school where they are registered. If a child of compulsory 
school age who is registered at a school fails to attend regularly at the school, the parent is 
guilty of an offence under this Act. 
 
The DFE advice on school attendance dated November 2016 has been consulted before 
reviewing this policy. This school believes that good attendance is vital for all students if they 
are to gain the most from the education we provide.  There are clearly documented links 
between regular attendance and attainment.  Every form tutor will regularly check the 
attendance of their class and will follow up a student’s absences with appropriate personnel in 
school and where necessary the school will follow up with the child’s parents.  We hope that 
parents will assist us in our work of raising attendance levels throughout the school by: 
 

 Ensuring the regular attendance of their child 

 Informing the school when their child is absent from school 

 Providing a reason for the absence 

 Attending any meetings about their child’s attendance, where necessary. 
 
Aims 
 
At Lighthouse School we firmly believe that all students benefit from regular school attendance. 
The aim of this guidance is to minimise the amount of time lost due to absence in order to 
maximise the educational potential of every student. This can be achieved with the support of 
parents by ensuring absence, including holidays, is not taken during term time unless there are 
‘exceptional circumstances’*. 
 
At Lighthouse School, in order for an attendance record to be deemed good, it must be 96% or 
above: 

 100% Excellent Attendance 

 98% Very Good Attendance 

 96% Good Attendance 
 

Each year, a number of students from every year group achieve 100% attendance, 
emphasising that it is an achievable target. Some achieve this level of attendance year upon 
year. Absence during term time, for any reason, interrupts a student’s education and risks 
disrupting their educational progress. 
 

 Students should aim for 100% attendance if fit and well. The Department for Education 
state good attendance is 95% or better.  

 85% attendance means a student is missing 1.5 days of education every fortnight.  

 Students with 85% and below are classified as Persistent Absentees 

 80% attendance all the way through secondary school is the equivalent of missing a 
whole year of education. 
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Government figures show: 

 Below 90% attendance will give students only a 27% chance of achieving 5+A*-C GCSEs, 
whatever their ability 

 90% attendance is seemingly positive. However, over a five-year period, this equates to 
missing half a school year 

 
Absences without permission from school will be registered as unauthorised (equivalent to 
truancy). Only the Principal may authorise such absences. 
 
* ’Exceptional Circumstances’ include: 

 illness of student 

 representative event (for example sport, music or school) 

 religious observance 

 family bereavement (immediate family) 

 family crisis 

 employer/further education/school interview 
 

Any other ‘exceptional circumstances’ will be at the discretion of the Principal and a 
student’s attendance record will be taken into account when deciding whether or not to grant 
permission for absence. 
 
‘Exceptional Circumstances’ DO NOT include: 

 looking after siblings 

 birthday or other celebrations 

 shopping 

 attendance at local events e.g. The Great Yorkshire Show 

 Holidays outside of term time 
 
SCHOOL RESPONSIBILITIES 
 
The school will: 

 Contact parents on the first day, and any consecutive day, if there is unexplained 
absence 

 Consult parents if it is felt that absence is affecting progress 

 Encourage punctuality and good attendance  

 Discuss with parents any problems with attendance and punctuality 

 Liaise with the LA over specific attendance issues where necessary 

 Develop clear procedures to enable students to come to school. 

 Offer support to families to improve their child’s attendance where necessary. 

 Refer students with poor attendance to the Local Authority for additional support. 

 Use the ‘Fast track’ prosecution process and ‘Fixed penalty notices’ where attendance 
does not improve. 

 Ensure that all students and parents understand the issues and procedures for 
attendance. 

 Ensure that all staff including administrative, support and non-teaching staff as well as 
Governors understand the issues and procedures for registration and attendance. 

 Determine the correct absence code following Department for Education guidelines. 
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In cases where a student’s attendance is consistently poor despite the above, the school 
may decide to initiate ‘fast track’ proceedings which may result in parent prosecution. 
 
Please note that attendance records will be taken into account when considering a 
student’s participation in extra-curricular activities, including school trips. Attendance records 
are also used when writing references for future employers, colleges or universities. 
 
PARENTAL RESPONSIBILITIES 
 
By law parents have a duty to educate their children by ensuring regular attendance at school 
or otherwise. In order to facilitate this process, parents with children at Lighthouse School are 
expected to: 
 

 Inform school by telephone (0113 457 0605) on the first morning of any absence before 
8:00am and leave a message 

 Unless school is in receipt of a medical certificate, please inform school on each 
consecutive day of absence before 8am and leave a message 

 Provide an explanation in writing, to cover the absence on the child’s return to school 

 Ensure that their child arrives at school on time 

 Ensure that their child completes missed work to avoid ‘gaps’ in their knowledge. 

 Not take family holidays during term time (see further guidance below) 

 To notify the relevant transport provider that the child is absent from school 
 
 

Roles and Responsibilities 
 
The Principal is a key person in our school who motivates and leads the whole staff by 
demonstrating a commitment to promoting good attendance by: 
 

 Ensuring regular celebrations of good attendance take place. 

 Providing regular reports to the Governing Body about attendance. 

 Ensuring the monitoring and implementation of the agreed policy and procedures. 

 Being available, if appropriate, for parents who may wish to discuss specific problems or 
in-school difficulties which their child is experiencing. 

 Ensuring that appropriate training is provided as required on attendance. 
 
 

 
The Governors 
 
The Governing Body of the school is actively engaged in promoting good attendance by 
supporting and encouraging students and teachers in their work.  The Governing Body will 
ensure that a governor is available to attend Fast Track Panel meetings and meet with parents 
where appropriate.  
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The Role of Form Tutors/Key Workers 
 
Form Tutors/Key Workers are ideally placed because of their regular contact with students to 
assess whether the explanations received for a child’s absence are reasonable, or if the child is 
at an early stage in developing a pattern of absence. 
 
In our school we recognise that building a good relationship with students is vital in promoting 
good attendance by: 
 

 Ensuring that an accurate and timely register is taken using Scholarpack. 

 Publicly praising those students who attend well or attempt to improve their attendance. 

 Using the school registration system accurately to record authorised absences. 

 Referring unexplained absences or patterns to absence to the Wellbeing Manager or an 
Assistant Principal. 

 Identifying students who are beginning to develop or have developed a pattern of 
absence (95% - 80%) and complete a referral to Attendance Panel, comprising the 
Wellbeing Manager, SENCo, Designated Safeguarding Lead and the Principal. 

 Welcoming children back after they have been absent because of illness. 

 Taking specific steps to assist children returning to school when they have been absent. 

 Providing a positive role model through their own attendance and punctuality. 
 
 

The Role of Clerical and Administrative Staff 
 

 Passing information received from parents at the school to the form tutors/key workers 
regularly and consistently. 

 Keeping an accurate register on Scholarpack. 

 Analysing attendance data for trends and to identify students at risk. 

 Making routine telephone calls to parents and sending out standard letters to parents 
about their child’s attendance. 
 

The Role of Parents 
 
This school believes that its students are able to achieve success when: 
 

 School and family work in partnership. 

 Parents/carers take an active interest in their child’s work. 

 Parents/carers ensure that their child attends school regularly and do not allow time off 
from school for trivial or unnecessary reasons. 

 Parents/carers contact the school on the first day of absence, by 8:00am and provide the 
reason for absence and intended return date.  

 This process must also be followed for each consecutive day of absence unless school is 
in receipt of a medical certificate. 

 Parents/carers avoid taking their children on holiday during term time.  If this is 
unavoidable and an exceptional circumstance, an absence request form must be 
completed and authorised by the school prior to the holiday. 

 Parents/carers ensure that any work that has been missed because of absence is 
completed, checking with the staff at school if necessary. 
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 Parents/carers attend any necessary meetings and respond as quickly as possible to any 
letters and information regarding concerns about their child’s attendance. 

 
 
The Role of Students 
 
This school believes that all students should attend regularly if they are to succeed and reach 
their full potential.   
 
Students should: 
 

 Aim for 100% attendance, only being absent through genuine illness. 

 Arrive in school in time for registration by 8.45am (subject to Local Authority transport). 

 If they arrive late (after 9:15 am), they will be awarded a late mark (subject to Local 
Authority transport).  

 

 
ABSENCE IN TERM TIME 
Regulations and Guidance 
 
The Department for Education has issued new advice regarding absence from school 
and prosecution; in force from 1 September 2013; make it clear that Principals may not grant 
any leave of absence during term time unless there are exceptional circumstances. If leave is 
granted the Principal can also determine the number of school days a child can be away from 
school. 
 
The school will therefore consider requests for absence during term time if there are 
exceptional circumstances. Each request will be judged on a case by case basis taking into 
account individual circumstances, such as a particular family situation, the child’s attainment, 
previous attendance, ability to catch up on missed schooling and proximity of key dates for tests 
and examinations. 
 
Requests for absence in term time must be made 6 weeks prior to the event and in writing on 
the request form which is available from the school. It is strongly advised that holidays are not 
booked until authorisation has been received. ‘Unauthorised absence’ is the equivalent of 
truancy. 
 
Parents may be required to attend an interview to discuss their request for term time absence. 
A student’s progress and attendance will be considered as part of this process. Parents will be 
notified of the decision for an absence in term time within 10 school days of the date of the 
application. 
 
With respect to any leave of absence taken in term time: 

 If this is authorised, it will be recorded as such on the school attendance registers. 

 If the Principal does not authorise leave of absence and the parents take their child on 
holiday this will be recorded as unauthorised absence i.e. truancy. 

 Should a student fail to return to school within 10 school days of the agreed return date 
and there is no communication from parents, an emergency EHCP may be triggered 
which could result in a change of placement. 
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Communication of Student Absence 
 

 Student absence should be reported to school via the main school telephone number 
(0113 457 0605) before 8.00am, giving the reason for absence.  

 This process must also be followed for each consecutive day of absence unless school is 
in receipt of a medical certificate.  

 If a student has not arrived in school by 9:15 and no communication has been received, 
the school will attempt to contact parents/carers using the emergency contact numbers 
1, 2 and 3 for the student held on our school system.  It is important that parents/carers 
inform school if there are any changes in these details during the school year. 

 Under the circumstance where there is no reply, a home visit will be made that day to 
ensure that both the child and the parents/carers are safe and well.  

 If there is no answer at the child’s home, school will contact Leeds* Safeguarding 
Children Partnership Front Door service (Duty and Advice) for advice and will speak to 
the Duty Social Worker. 

*or other relevant Local Authority (LA) 
 
Student not picked up by parent/carer or transport 
 
If a student has not been picked up by transport, has refused to leave via transport, or has not 
been picked up by parents or carers, parents/carers will be contacted using the emergency 
contact numbers 1, 2 and 3 for that student held on our school system. If is no reply, school will 
contact Leeds* Safeguarding Children Partnership Front Door service (Duty and Advice) for 
advice and will speak to the Duty Social Worker. 
*or other relevant LA 
 
Internal absence from lessons 
 
The lead member of staff will take a register at the start of each lesson. If a student is absent 
from the lesson, but marked present in school, the Wellbeing Team will be alerted, and the 
absence investigated to ensure that the student is safe and well. If absences develop a pattern 
or become persistent, this will be investigated, and interventions put in place to support the 
student to return to the classroom. 
 
ILLNESS AND ABSENCE REPORTING PROCEDURE FOR PARENTS 

 
There is a clear process for parents/carers to follow to inform the school that their child will not 
be attending because they are ill: 
 

1. Parent/carer telephones the school office on (0113 4570 605) on the first morning of any 
absence before 8:00am to inform school that their child is absent and the cause of the 
absence. Parents/carers need to leave a message explaining the nature of the illness and 
the expected duration of the absence.  

2. Parent/carer telephones the school on each consecutive day of absence before 8am, 
unless school is in receipt of a medical certificate.  
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3. If a student has not arrived in school by 9:15 and no communication has been received, 
the school will attempt to contact parents/carers using the emergency contact numbers 
1, 2 and 3 for the student held on our school system. 

4. If there is no reply using the contact numbers for the student, a home visit will be made 
that day to ensure that both the child and the parents are safe and well. If there is no 
answer at the child’s home, school will contact Leeds*Safeguarding Children Partnership 
Front Door service (Duty and Advice) for advice and will speak to the Duty Social Worker. 
*or other relevant LA. 
 

Mental Health 

 
If parents/carers feel their child is unwell due to a mental health issue and this is impacting on 
their attendance, please inform the school. Lighthouse School will work with the child and their 
family to support their health needs. To enable us to offer full support the school will request 
evidence, to confirm the diagnosis and treatment, from a medical professional body such as a 
GP or Child and Adolescent Mental Health Service (CAMHS). 
 

 
Decisions regarding attendance or absence 

 
Parents/carers are advised to use their best judgement when deciding whether their child is too 
ill to attend school.  
 
Parents/carers should ask themselves:  

 Is your child well enough to carry out the activities of the school day? 
 If not, keep your child at home.  

  Does your child have a contagious condition that could be passed on to other children 
or school staff? 
 If so, keep your child at home.  

 Would you take a day off work if you had this condition? 
 If so, keep your child at home. 

 

Common Conditions 

 
Most illnesses can be classified as one of a few minor health conditions. Whether or not 
parents/carers send their child to school will depend on how severe they judge the illness to be. 
Please see links to the NHS and Public Health England for further guidance. If in any doubt, 
medical advice should be sought.  
 
Latest advice from Public Health England: 
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-
childcare-facilities/chapter-9-managing-specific-infectious-diseases 
 
Further guidelines available from the NHS: 
https://www.nhs.uk/live-well/healthy-body/is-my-child-too-ill-for-school/ 
 
 
 
 

https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities/chapter-9-managing-specific-infectious-diseases
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities/chapter-9-managing-specific-infectious-diseases
https://www.nhs.uk/live-well/healthy-body/is-my-child-too-ill-for-school/
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Students who become unwell at school 

 
 If a student is feeling unwell at school, the teacher/lead will check in their planner for 

any information from home.  

 The teacher/lead will arrange for the student to attend the school office, with their 
planner and a member of staff, to see a first aider.  

 The first aider will assess whether the student is well enough to be in school. If the 
decision is made that the student is not well enough to be in school the first aider will 
contact the form teacher and a member of the ELT. 

 The first aider will contact parent/carers to arrange for collection of the student.  

 The student will wait in the medical room with a member of staff, until the parent/ 
carer arrives. 

 Advice will be given to the parent/carer about when the student should return to 
school.  

 In the event of a student having an accident during school hours, a first aider will assess 
the severity of the accident and make the decision to administer first aid if appropriate. 
The first aider will contact parent/carers to advise of the first aid administered.  

 If appropriate and the severity demands, the school will take the student to hospital or 
call an ambulance.  

 If a student needs to be taken to hospital, parent/carers will be notified immediately. 

 Staff will accompany and remain with the student until the parent/carers arrive at 
hospital.  

 
Further information 
 
During an epidemic, or any other particular illness that is prevalent in the school community, or 
a pandemic the school will issue specific guidance based on current government guidelines 
around attendance in school at that time.  
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References for documents and guidelines 

 

The following documents have provided the guidelines for this policy: 

 

Department for Education – School Attendance Departmental advice for maintained  

schools, academies, independent schools and local authorities. November 2016 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_d
ata/file/564599/school_attendance.pdf 

 

 

Department for Education - Parental responsibility measures for school attendance and  

behaviour Statutory guidance for maintained schools, academies, local authorities and  

the police. November 2015 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_d
ata/file/581539/School_attendance_parental_responsibility_measures_statutory_guidance.p
df 

 

 

  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/564599/school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/564599/school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/581539/School_attendance_parental_responsibility_measures_statutory_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/581539/School_attendance_parental_responsibility_measures_statutory_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/581539/School_attendance_parental_responsibility_measures_statutory_guidance.pdf
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Appendix 1: Attendance Concerns Flowchart 
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 Appendix 2: Absence without communication from parents/carers 
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Appendix 3: Student not picked up at end of day flowchart 
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                    Appendix 4: Students who become unwell at school  
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Appendix 5: Letter regarding student with a high level of absence 
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Appendix 6: Letter regarding student with unexplained absence 
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Appendix 7: Letter regarding unauthorised holiday 
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Appendix 8: Attendance Contract 
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Appendix 9: Letter approving absence in term time 
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Appendix 10: Letter approving absence (religious observance) in term time 
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Appendix 11: Letter declining request for absence in term time 

 


