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1.  Mission stat ement  

 

Litchard Primary School is commit t ed t o providi ng a fu ll  and ef f icient  educat ion t o 

all  pupils and embraces t he concept  of  equal opport unities  f or al l. 

 

We will provide an envir onment  where  all  pupils f eel valued and welcomed and are 

committ ed t o t he f undament al pr inciple t hat  ear ly int er venti on and par t nership 

work ing is crucial in  ensur ing th e at t endance, prot ecti on and wellbeing of all  childr en. 

 

The school will f ollow th e All  Wales Child Safeguarding  procedures  and local 

pro t ocols in relati on t o specif ic and ident if iable wellbeing issues t hat  pre vent  a child 

f r om accessing educat ion, or where the re  are  saf eguarding  concerns. 

 

For a pupil to  re ach t heir  fu ll  educati onal achievement,  a high level of  school 

at t endance is essent ial. We will consist ently  work t owar ds a goal of  100% at t endance 

f or  all  pupils. Every opport unity will  be used to  convey t o pupils  and t heir  par ents  or 

carers t he impor t ance of  re gular  and punct ual at t endance. 

 

School at t endance is subject  to  educati on law and guidance and our school at t endance 

policy is wr it te n t o r ef lect  t his legislati on and t he guidance produced by t he Welsh 

Government.  For information relating to this legislation and guidance, see Appendix 

2.  

 

The legislati on makes provision fo r a school day which is to  be divided into  t wo 

sessions with  a lunch break in t he middle and t o be available f or  190 days in any school 

year.  

 

The school will r eview its  syst ems f or improving at te ndance on an annual basis to 

ensure  t hat  it is achieving its s et  goals and t argets  as ident if ied by t he Governors,  

local aut hor ity,  Central South  Consort ium and t he Welsh Government. 

 

This policy will cont ain t he procedures t hat  t he school will use t o work t owards 

meeti ng its at t endance ta r gets, as set by the local authority.  

 

2.  Promot ing at t endance 

 

The f oundati on f or good at t endance is a stro ng partn er ship bet ween t he school, 

pare nt s, carers  and pupils. 

 

We will ensure t hat  our  pupils are made aware of  t he import ance of  good at t endance 

and how th is will benefit  t hem, both now and in the future ; we will offer reward 

schemes for individual learners, classes and year groups who have high levels of 
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school attendance, no unauthorised absence and/or have shown to significantly 

improve their attendance rates.  

 

We will use a var iety  of  strat egies t o int er vene at  an ear ly st age t o encourage 

improved at t endance of  individual pupils and assist to overcome any barriers that 

may be preventing the expected level of attendance.  These strategies may be 

school-based, or may be implemented jointly with other partners to ensure the most 

appropriate support for the individual and their family.  

 

 

3.  School pro cedures  

 

Any pupil who is absent  f rom school at  t he morning or af t er noon re gistration  per iod 

will have the ir  absence re cord ed as being aut hor ised, unaut hor ised or as an approved 

educati onal acti vity  (at ten dance out  of  school). Only th e head teacher, or a  member 

of st aff  acti ng on t heir  behalf,  can aut hor ise absence. 

 

If  t here is no known re ason f or t he absence at  re gistrati on, t hen t he absence will be 

rec ord ed in t he f ir st  inst ance as unexplained (N code) and pr omptly  fo llowed up by 

t he school as part of  its ear ly int er venti on and saf eguarding  st rat egies.  This will be 

in the form of a text message, telephone call or letter to the parent or carer to 

enquire about the whereabouts of the pupil.  If no reason is given by the end of 10 

school days or the reason given is not reasonable, the pupil will be re corded as an 

unauthorised absence (O code).  

 

The coding f or any absences will be in accor dance with  t he guidance provided by th e 

Welsh Governmentõs All Wales Attendance Framework as in Appendix  1. 

 

4.  Punctuality  

 

Morning re gistration  will  ta ke place at  t he st art of  school at  8:55am . The re gist ers 

will re main open f or  a maximum of  35 minut es from this start time , in accord ance 

with  Welsh Government guidance.  Any pupil ar r iving af t er  t his t ime will  be mark ed 

as having an unaut hor ised absence (U code) unless t here is  an accept able explanati on 

i.e. school tr ansport was delayed. In addition,  where t he absence at  re gistration  was 

f or at t ending an ear ly morning medical appoint ment,  t he appropr iate  aut hor ised 

absence code will be ent ered (M code in this instance).  

 

Pupils ar r iving af t er t he sta rt of  school but  bef ore t he end of  t he 35 minute 

re gistration  per iod will be coded as late  (L code). 

 

Af t er noon re gistration  will  be at  12:30pm in Progression Step 1, 1pm in Progression 

Step 2 and 1:30pm in Progression Step 3  and any pupil  ar r iving af t er  t his ti me will be 
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mark ed as present but  late (L code) if they arrive within 30 minutes or an 

unauthorised absence (U Code) if they arrive more than 30 minutes after the start 

of the afternoon session.  

 

In the event of 5 late  arrivals, the school will contact the parent by letter  ( Punc 

Letter 1)   to inform them of the impact on their childõs attendance and subsequent 

attainment.  Should the pupil continue to arrive late for registration after being 

issued with this letter, th e school will issue a second letter inviting the parent or 

carer to a meeting to discuss the barriers that are preventing punctual arrival and 

offer support where appropriate.  Following this meeting, if the pupil is late again,  or  

parents and carers  did not engage with the first face -to -face meeting, the  case will 

be referred to the Education Welfare Service.   

 

Pare nts  and carers  are  re minded th at  the local authority  may issue a fixed penalty 

notice  f or  pers ist ent  lat eness af t er t he close of  t he r egist er  in accord ance with  t he 

local authorityõs Code of Conduct for the Issuing of Fixed penalty Notice for Non-

School Attendance , if  the number of unauthorised absences or lates (O or U codes) is 

10 sessions or greater in the current term . 

 

5.  Fir st d ay absence ð Appendix 7 (BCBC Protocol)  

 

Parents and carers are reminded that they should contact the school by 9: 30am if 

their child is not able to attend school on that day. . Parents and carers must state 

the full  reason for the childõs non-attendance (not just òfeeling unwelló) and indicate 

the likely date they will return to school. Parents should be prepared for the members 

of school staff to ask questions about the pupilõs condition, the patterns or trends in 

t heir absences and any treatment they may be receiving.    

 

If a parent or carer does not contact the sc hool, staff will endeavour  to  ascer t ain 

t he specif ic re ason f or  non-at t endance as soon as possible  on t he f ir st  day of  

absence, af t er bot h morning and af te r noon re gistratio n. This may include a t elephone 

call , t exti ng ser vice, or a home visit from an Education Welfare Officer . Once t he 

specif ic inf or mat ion is rec eived, t he re gist er  will be amended t o r ef lect  t he 

appr opr iate  absence code (see Appendix  1 for the types of code ). 

 

Prior ity  will be given t o children who are  deemed t o be part icular ly vulnerable, e.g. 

t hose known t o Childrenõs Services or are  looked af te r (LAC).  The local authorityõs 

Education Welfare Service  will be not if ied of  unexplained absences of  five da ys or 

more, which will be reduced to only 24 hours if  the pupil is  on t he child pro t ecti on 

re gist er , who may conduct an unscheduled home visit to determine if the pupil is safe 

and well.  
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Any learners may be subject to a visit from the Education Welfare Service where the 

school has any concern around attendance, or lack of contact from parents. These 

visits are intended to offer the right support to overcome any barriers to attending 

schools. 

 

6.  Absence notes and supporting evidence  

 

Note s rec eived f r om pare nts  explaining the reason for the absence will be kept  on 

file in line with school retention policies. Pare nts  and carers are  aware  t hat  only th e 

head t eacher or t heir  r epresent ati ve can aut hor ise an absence and t hat  f ur t her 

inf or mati on such as a let t er  f rom a GP or consult ant  may be re quir ed t o support 

re asons given fo r absence. 

 

7.  Medical and illness absences  

 

The school appreciates that there are times a pupil has to attend a medical 

appointment during the school day.  In these instances, a copy of the hospital 

appointment letter should be provided to the school prior  to appointment date to 

inform the school of  the set scheduled time.  This, however, does not apply to routine 

GP or dental appointments, which can and should be arranged for times outside of the 

school day.  

 

If a pupil is repeatedly absent due to illness, the school may request supporting 

evidence that the pupil is receiving the necessary medical treatment.  An appointment 

card, consultant letter, photograph of prescription medication, would all suffice as 

medical evidence.  Without the necessary evidence, the school may notify the parent 

or carer that all future absences  will be unauthorised until the necessary medical 

evidence has been provided, and a referral to the Education Welfare Service may be 

made.  

 

 

 

8.  Cont inuing and f r equent absence 

 

W it hin t he school it  is t he responsibil ity  of  t he class t eacher /re gistrat ion t ut or  or 

at t endance of f icer t o be aware of  and br ing at t enti on t o t he head t eacher  (or p erson 

t o whom the y have delegat ed responsibil ity  f or  at t endance), any emer ging at tend ance 

concerns. Class Teachers will identify attendance concerns on the internal schoolõs 

assessment booklets.  

 

In  cases where a pupil  begins to  develop a pat te rn of  absences, t he school will t r y t o 

resolve th e pr oblem as soon as possible.  This may involve inviti ng th e pare nts  or 

carers and t he pupil in t o school f or a  meet ing.  However, should this absence persist 
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a r ef er r al will be made to  th e Education Welfare Service when the attendance drops 

below 90% for the preceding six school weeks.   

 

For unaut hor ised absences of  10 sessions or  more  in a school t erm (th ere  are t wo 

sessions in a day, morning and af t ernoon), t he local authority  may issue a fixed penalty 

notice in  accor dance with  t he local authorityõs Code of  Conduct . 

 

9.  Per sistent absence 

 

Welsh Government defi nes pers ist ent  absence as pupils whose absence level is more 

t han 10% (less than 9 0% at t endance).  

 

10.  Absence r elated  to  discri mination  

 

A pupilõs absence f r om school may be due to  bullying, which can t ake many f or ms and 

can be dir ect  (eit her  physical or  verb al) or  indir ect, f or  example, ignor ing a pupil  or  

not t alking t o t hem. Some of  th is bullying may be discr iminat or y. 

 

As a school, we will monit or  and re port  all discr iminat ory  incidents  each t erm and 

if  t he re ason f or  a pupilõs absence is relat ed to  any of  t he above issues, we will  t ake 

acti on t o deal with  th e sit uat ion. 

 

11.  Leave of absence/ho lidays in term time  

 

Leave of  absence dur ing te rm t ime is actively  discouraged as it negatively impacts on 

the pupilõs ability to engage with the full curriculum. Par ents  and carers do not have 

t he aut omatic r ight  to  wit hdraw t heir  children f r om school f or a family holiday and 

will  be re minded of  t he ef f ect  t hat  absence can have on a pupilõs pot enti al 

achievement.  

 

The school will consider  any applicati on f or leave of  absence; par ents  and carers must  

apply in advance f or p ermission f or t heir  child to  have leave of  absence (four weeks 

minimum notice for a family holiday).  Forms to request a leave of absence can be 

obtained from the school, either in paper copy from the school office or from the 

school website.  The head teacher will consider the request and respond in writ ing 

within 5 school days to inform the parent or carer whether the request has been 

authorised. Subsequently, a parent or carer can make an informed decision whether 

they wish to pursue the absence in the knowledge of any potential consequences.  

 

Pare nts  and carers  are  advised t hat  a fixed penalty notice  may be issued by th e local 

authority  when per mission f or a holiday or leave of  absence has not  been aut hor ised 

by th e school. The local authorityõs Code of Conduct for Issuing Fixed Penalty Notices 
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can be obtained from the school, the local authorityõs website or the Education 

Welfare Service . 

 

12.  Fixed Penalty Notices for Non - Attendance at School  

 

The school may request the local authority to issue a fixed penalty notices where a 

parent/carer has failed to secure their childõs regular attendance at school.  A penalty 

notice can be requested against o ne of following five criteria:  

 

1. Where there is a minimum of 10 unauthorised session s (5 school days) in the 

current term (these do not need to be consecutive) which may or may not include 

pupils who are persistently arriving after the close of the registration period 

(Recommended that registers be kept open for thirty minutes);  

2. Where a p arent(s)/carer(s) refuses to engage with a school in the interest of 

improving their childõs school attendance levels; 

3. Where a pupil is repeatedly caught truanting in public places during school hours 

(Police can request a penalty notice be issued for this  offence);  

4. Where a holiday in term time has been requested but has been unauthorised.  

 

To comply with The Education (Penalty Notices) (Wales) Regulations 2013 , Litchard 

Primary S chool will operate in accordance with the local authorityõs Code of Conduct 

for fixed penalty notices for regular non -attendance at school.  It remains the 

discretion of the head teacher to authorise absences in line with The Education (Pupil 

Registration) (W ales) Regulations 2010 attendance codes and supplementary guidance 

provided by the local authority.  

 

Each pupilõs absence will be considered on its own merits and if appropriate, a fixed 

penalty notice may be requested to encourage improved future attenda nce.  If a 

pupilõs attendance is significantly low, a referral to the Education Welfare Service 

may be considered as an alternative to requesting a penalty notice.   

 

13.  Reintegration  

 

The school will welcome back all  pupils on re t urn f r om a long-term  absence. This will 

include ensur ing t hat  t he pupil  is helped t o cat ch up on missed work a nd br ought  up t o 

dat e on any inf or mati on t hat  has been passed t o t he ot her pupils. 

 

If the pupil has been absent for a considerable period of time, a reintegration plan 

may be introduced tailored to the needs of the individual.  

 

14.  Roles and responsibilities  

 

https://www.legislation.gov.uk/wsi/2013/1983/contents/made
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Litchard Primary School  is aware that ensuring regular school attendance is a 

demanding area of work that depends on establishing and utilising close working 

relationships between parents, pupils, schools, the local authority and other 

professionals who work with children.  

 

A key part of any successful working relationship is a clea r understanding of each 

personõs role and responsibilities, and as such the following sets out to clarify the roles 

and responsibilities for those people engaged with tackling absence issues.  

 

14.1 The Parent/Carer  

 

Under section 7 of the Education Act 199 6, the parent/carer is responsible for 

ensuring that their child of compulsory school age receives efficient full -time 

education that is suitable to their childõs age, ability and aptitude and to any special 

educational needs the child may have. This can b e by regular attendance at school, 

alternative provision or by elective home education (the parent can choose to provide 

education for their child).   

 

A pupilõs punctuality is also a legal requirement and parents/carers of a pupil who is 

persistently late  (after the close of the register) can also face legal proceedings. 

Sometimes, there are situations at home that may make it difficult for a pupil to arrive 

on time and as such due consideration is given to any help or assistance a family may 

need in these  circumstances.  

 

14.2 The School  

 

Schools are required under the Education (Pupil Registration) (Wales) Regulations 

2010 to take an attendance register twice a day; at the start  of  the morning session 

and once during the afternoon session. The accuracy of  the  register is important in 

order to support any statutory interventions that may be required. It should be noted 

that it is an offence not to maintain accurate registers.  

 

The school has the responsibility to monitor individual attendance rates at least 

weekly and use their own intervention methods to tackle individual pupil attendance 

issues where the pupilõs attendance rate is 90% and above.  A referral to the Education 

Welf are Service should be made by the school when an individualõs attendance falls to 

90% or below over a six week period and there is no exceptional reason for this (i.e. 

the majority of the absence is unauthorised).  

 

Headteachers / Attendance Lead  will be r esponsible for the strategic management of 

attendance across the school.  They will scrutinise the data on a weekly basis, monitor 

trends and patterns across cohort of pupils, and evaluate interventions for their 

impact and effectiveness and direct resourc es for the best possible outcome.   
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In order to request a fixed penalty notice, the school will monitor the individual 

attendance patterns of their pupils.  If trends are identified that match the criteria 

stated in the local authorityõs Code of Conduct, a school has the opportunity to make 

a formal request to the local authority to issue a penalty notice.  

 

14.3 The Education Welfare Service (EWS)  

 

The principal function of the Education Welfare Service is to  improve attendance  in 

all schools and alternative education provisions across the local authority by supporting 

pupils and their families to overcome their barriers to engagement.  

  

The service provides support to schools, pupils and their families to ensure regular 

attendance and address any difficulties relating to absenteeism. The Education 

Welfare Service  works collaboratively with a range of  support services and agencies 

and provides an essential link between home and school to ensure that pupils benefit 

from the educational opportunities available to them.  

  

The service acts on behalf of the authority in its statutory enforcement capacity  and 

is responsible for a number of  related duties that include:  

 

¶ the regulating and issuing of child employment and performance licenses for school 

age children and young people, and their chaperones;  

 

¶ to investigate, locate and track children who are referred as òChildren Missing 

from Educationó; 

 

¶ to oversee the education needs of vulnerable pupils e.g. Gypsy Traveller families;  

 

¶ to work in partnersh ip with the Police in the arrangement and coordination of 

formal truancy operations in accordance with Crime and Disorder legislation.  

 

14.4 The Police 

 

The Police take a fundamental role in Truancy Sweep initiatives. Police officers should 

be made aware of categories of children who may have a justifiable cause to be out 

and about during school hours, especially home -educated children and excluded pupils. 

The police should also be made aware of other relevant information such as school 

hours, school holida ys, training days, and whether the area is frequented by children 

from other areas with different school holidays.  
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The police should be given names and known movement patterns of children known to 

be persistent non -attendees and, where appropriate their a ddress.  

 

It is recommended in the ôAll Wales Attendance Frameworkõ that the police officers 

operating the power to approach young people do so in uniform (due to child 

safeguarding concerns) and where practicable are accompanied by an education 

representative such as an EWO, who will be able to check the school status of the 

young person concerned.  

 

Where appropriate the British Transport Police are brought into discussions in 

respect of problems, involving pupils congregating on the rail network.  

 

During Truancy Sweeps there may be occasional cases in which suspected truants 

refuse to comply. In such cases, if the police officer has reasonable grounds for 

believing that the child or young person is absent from school without authority, the 

power under section 16 a nd section 8 will enable the officer to use such reasonable 

force as is necessary in the circumstances. Similarly, once the child is returned to the 

Designated Central Location or School where the suspected truants refuse to comply, 

the police officer has reasonable grounds for believing that the child or young person 

is absent from school without authority, the power under section 117 of the Police and 

Criminal Evidence Act 1984 enables an officer to use such reasonable force as is 

necessary in the circums tances.  

 

As part of the local authorityõs Code of Conduct for tackling non-attendance at school, 

Police are able to request an FPN be issued to a pupilõs family if they are found in a public 

place during school hours (truanting).   

 

15.  At tendance  initiatives  

 

The school and local authority will work closely together to raise the awareness of 

school attendance, promote good attendance and tackle unauthorised absence.  

 

The school will use an awards  syst em t o re ward pupils who have excellent  or improving 

at t endance.  Any re ward syst em must  be meaningf ul to  t he childre n and the  ti ming of  

re wards needs to be t aken into  account  t o ensure t hat  t he children can make t he link  

bet ween t heir at t endance and any r ewards.  The school offers òDylan the Dragonó to 

the class that has the highest attendance each week. The school shares attendance 

information in the weekly newsletter and at the end of each half term, certificates 

are awarded to every pupil who has attendance gre ater than the school target.  

 

The school will work with the Education Welfare Service to undertake local authority 

initiatives such as the Wellbeing Response Visits, Meet and Greet sessions and target 

groups. 
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16.  Categori sation of absence 

 

All pupils who are  on role but  not  present  in t he school must  be re cord ed wit hin one 

of t hese cat egor ies. 

 

 Aut hor ised Absence 

 Unaut hor ised Absence 

 Approved Educati onal Acti vit y 

 

Unaut hori sed absence 

 

These codes are f or t hose sessions where pupils were absent and no re ason has been 

provided, or whose absence is deemed t o be wit hout  valid re ason. 

 

Aut hori sed absence 

 

These codes are f or t hose sessions where pupils are away f rom school f or a r eason 

t hat  is deemed t o be valid.  Evidence may be requested to support the reason given 

(e.g. medical evidence, appointment cards, etc.)  

 

Approved education al acti vit y 

 

These codes cover t ypes of  super vised educati onal acti vit y undertak en off  t he school 

site  but with  th e approval of  th e school and/o r  t he LA, where the session has been 

supervised by an approved tutor.  

 

This would include: 

 

 Work exper ience placements  

 Field tr ips and educat ional visits  

 Sport ing acti vities  

 Link courses  or approved educati on at  anot her venue 

 Educati on ar r anged by t he Child and Adolescent  Ment al Health  Ser vice 

(CAMHS) 

 

17.  Dual Registration  

 

Pupils who at t end anot her sch ool or unit  will be  dually re gist ered  at  bot h venues. The 

enrol ment  st at us wit hin t he management  inf ormati on syst em (MI S) indicat es t he main 

place of  educati on and which t he subsidiary  is.  An example would be a pupil  re gist ered  

at  this school  but  at t ending EOTAS provision or  a pupil referral unit  for certain days 
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each week.  The main school will be whichever the child attends for more than 50% 

of their time.  The other will be the subsidiary.  

 

The school or  provision where th e child is expect ed t o at t end is re sponsible  f or 

accurat ely rec ording  t he pupilõs at t endance and chasing up non-at t endance.  School 

will l iaise with  th e ot her  educati on pr ovider on a daily basis in ord er  to  ident if y pupils 

who are absent  f or t he session and mark t he re gist er accordi ngly. 

 

18.  Retent ion of r ecords  

 

Comput er r egist ers  are preser ved as elect r onic back-ups copies. At te ndance 

re gulat ions st ipulat e t hat  at t endance rec ords should be ret ained f or at  least t hree  

years;  however it  is good practice  t o ext end t his per iod in line with  th e educati on 

rec ord r et enti on schedule. 

 

19.  Register  checks 

 

The local authority  will f or mally check t he school re gist ers  on a termly  basis t o ensure  

t here is compliance with  the national legislat ion. It s hould be not ed t hat  re gist ers are 

legal document s and it  is an of f ence not  to  maint ain accurat e rec ord s. 

 

20.  At tendance  t argets  

 

A syst em f or analysing per f ormance t owards t he t ar gets  has been est ablished and 

t he head t eacher is  responsible  f or o verseeing th is work. The school and Governing 

body will make use of  t he at t endance dat a available f r om t he Consortium and t he local 

authority  when reviewing its targets and analysis of the outcomes in comparison with 

similar schools from across the region.   

 

The head teacher will present the attendance data in each of the termly reports to 

the Governing body for the figures to be scrutinised against  the attainment data.  

The Governors will have the opportunity to challenge the data alongside the practices 

for managing attendance, in order to tackle the overall absence rates across the 

school and within specific cohorts of learners.  

 

 

Whole School Targets  

Academic Year  Target  Was the target met?  

2024/25  93  

2025/26  93.75   

2026/27  94.5   

 

 




