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School Attendance  
 
We expect all our children to attend school every day that school is in session as long as they are fit and 
healthy enough to do so. We do all we can to encourage the children to attend and to put in place 
appropriate procedures to ensure this is the case. 
 
At Beeston Fields, we believe that the most important factor in promoting good attendance is the 
development of positive attitudes towards school. To this end, we strive to make our school an environment 
that is built on respectful relationships with staff, pupils and families and is a happy and rewarding experience 
for all in the community. 
 
As a result, we expect all staff members to: 

• treat pupils with dignity, build relationships rooted in mutual respect and observe proper boundaries. 
• take into consideration the vulnerability of some pupils and the ways in which this might contribute to 

absence, handling confidential information sensitively. 
• understand the importance of school as a place of safety where pupils can enjoy trusted relationships 

with staff and pupils particularly for children with a social worker and those who have experienced 
adversity. 

• communicate effectively with families regarding pupils’ attendance and well-being. 
 
In return, we expect all parents and carers to: 

• treat staff with respect. 
• actively support the work of the school with regards to attendance. 
• call on staff for help with attendance when they need it. 
• communicate as early as possible circumstances which may affect absence or require support. 

 
In addition to school attendance, we will also make the best provision we can for those children who, due 
to ill health, are prevented from coming to school. 
 
Under the Education (Pupil Registration) Regulations 1995, the Governing Body are responsible for making 
sure the school keeps an attendance register that records which pupils are present at the start of both the 
morning and the afternoon sessions of the school day. This register will also indicate whether the absence 
was authorised or unauthorised. 
 
We follow the Nottinghamshire County Council policy on absences. 
 
Going to school regularly is important to your child’s future. Children who miss school frequently can fall 
behind with their work and do less well in exams. 
 
Good attendance shows potential employers that your child is reliable. Research suggests that children who 
attend school regularly could also be at less risk of getting involved in antisocial behaviour or crime. 
 
The school’s designated attendance lead is Angela Huthart (Head Teacher), assisted by Cathy Jackson (Child 
and Family Support Worker) whose responsibilities are identified within this policy. 
 
The Law 
 
By law, all children become compulsory school age at the beginning of the first term following their 5th 
birthday. Once a child is of compulsory school age, children must receive a suitable full-time education. For 
most parents, this means registering their child at a school. However, some choose to make other 
arrangements to provide a suitable, full-time education. 
 
Once your child is registered at a school, you are legally responsible for making sure they attend regularly. If 
your child fails to do so, you risk getting a penalty notice or being prosecuted in court. 
 
 



 
Attendance Monitoring 
 
We have established robust attendance monitoring and escalation procedures which are initiated in an 
attempt to prevent absence becoming a problem, by: 
 
For all children who are below national expectation and at risk of becoming persistently absent: 

• Monthly monitoring of pupils who have fallen below 97% by our attendance lead (Mrs Huthart) and 
family support worker (Miss Jackson) to ensure that support is offered as early as possible in order to 
prevent them from becoming persistent absentees. Letter 1 issued along with a text message. 

• Informing parents/carers that their child’s attendance has fallen below the national expectation and 
that their attendance will continue to be monitored in order to ensure they don’t become persistently 
absent from school. 

• Outlining to parents/carers the action that will be taken if their child’s attendance falls below 90%. 
• We continue to monitor the attendance of the child and if it continues to decline, we will make 

contact with parents by phone or letter. Letter 2 issued.  
 
For all pupils who have become persistently absent: 

• Weekly monitoring by our attendance lead (Mrs Huthart) and family support worker (Miss Jackson) of 
pupils who have become persistently absent from school. 

• When a pupil falls below 90%, a wellbeing call is made to the parent/carer by our attendance lead 
(Mrs Huthart) or family support worker (Miss Jackson) to inform parents/carers of their child’s 
attendance and offer support in order to improve the pupil’s attendance. Letter 3 is issued to confirm 
the phone call.  

• Weekly check-ins with the attendance lead and family support worker continue to review progress and 
impact of support given. Where this there is no improvement, the following action is taken: 

1. If there is no improvement in the pupil’s attendance over the next 5 days, this will 
trigger a letter to parents/carers offering them a face to face meeting to discuss their 
child’s attendance. Letter 4 is issued. 

2. At this next stage of the procedure, we will advise that the parent of any child with a 
declining attendance rate will be required to supply medical evidence of their illness. 
Letter 5 (medical) issued. The letter confirms that failure to supply medical evidence 
could result in an absence being recorded as unauthorised.  

3. If parents/carers fail to attend the meeting, and there is no further improvement in 
attendance, a fixed penalty notice warning letter (letter 6)  will be sent informing them 
that their child’s attendance will be monitored over the next 6 weeks and that if their 
child is absent for 3 or more days, a fixed penalty notice letter (Letter 7) will be sent. 

4. If their child is absent for 3 or more days, a fixed penalty notice letter (Letter 7) will be 
sent, informing them that a request has been made to the local authority to issue a 
fixed penalty notice. 

5. The attendance lead and family support worker will make regular contact via phone 
and text to continue to offer help/support and to keep communications open. 

 
• Pupils have shown a significant improvement in their attendance are given improved attendance 

certificates to take home to ensure the importance of good attendance is positively reinforced. 
 
For all children who are in receipt of Pupil Premium funding: 

• The individual needs and vulnerabilities of all our pupils is of great importance to us and taken into 
consideration when monitoring attendance. Working with members of SLT, the pupil premium lead 
and family support worker, we seek to proactively engage with pupils who have poor attendance. 

• The attendance of all pupil premium children is monitored each week by our pupil premium lead (Miss 
Plimmer-Craig) who will advocate for these children in a meeting with the attendance lead (Mrs 
Huthart) and the CFSW (Miss Jackson). 

• Tailored support and rewards are given to pupils who need an extra incentive to support with creating 
good attendance habits. 

• All members of the SLT have a group of PP pupils for whom they are learning champions. Part of this 
role involves weekly catch up with these pupils to focus on supporting and encouraging them with 
good attendance. 



 
 
Attendance Procedures 
 

• School starts at 8:55am when the children line up and are taken in to class by their class teacher.  
• At 9:00am, the registers will be taken.  
• All class registers must be completed by 9am.  
• Registers will be closed at 9.15am 
• Pupils will be marked as late if they arrive after the class register is completed. 
• Registers will be taken again in the afternoon at 1pm. 

 
A full day counts as 2 attendances. 
 
Pupil Absence – Day 1 Procedure 
 
We have a rigorous and robust system in place for first day absences of our pupils: 
 
Parents/carers must inform the school by 8:50am if their child is going to be absent through one of the 
following methods: 

• Phoning school office and leaving a message on 0115 8440100 
• Emailing the school office on officeteam@beestonfields.notts.sch.uk  

 
Once the register is closed at 9.15, the office staff will identify any children who we have no reason for their 
absence and a first text message will be sent to parents/carers to remind them they need to contact the school 
office. For pupils who walk to school, a phone call will be made immediately to parents/carers. 
 
1st Text Message 
“Your child has been recorded as absent today. Please contact the school office to let us know why. Thank you.” 
 
If no contact is made by 10.30am as a result of the first text message, school will make a phone call to the 
parent/carer of the pupil. If contact cannot be made to the parent/carer, school will call all available contacts 
of the pupil.  
 
If no contact can be made through calling the parent/carer and all other available contacts, a second text 
message will be sent out to inform parents/carers that if contact is not made by 1:30pm, this will trigger a safe 
and well home visit.  
 
2nd Text Message 
“We have tried unsuccessfully today to contact you regarding your child’s absence. If we do not hear from you 
before 1:30pm, we will conduct a safe and well home visit. Thank you”  
 
If contact has still not been made by 1:30pm, the office will inform all DSLs and SLT. A home visit will be 
conducted. 
 
If no contact can be made from a home visit: 
A home visit letter will be left at the house requesting contact by end of the school day. 
 
If the child has a social worker, they will be informed that the child has not been in school today and that they 
have not been seen when a home visit was carried out. 
 
If contact is not made by the end of the day, Social services may be contacted for advice and to request a safe 
and wellbeing check. The police may also be contacted if required.  Professional advice to be followed. 
 
School will do all it can to contact the pupil each day and continue to follow professional advice. On day 10 of 
no contact, school will contact Children Missing Education. 
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Parents/carers must inform the school 
by 8:50am if their child is going to be 

absent. 

Absence is coded in 
the register. 

1) If no contact is made by the time 
registers close at 9.15am, a first text 

message will be sent to parents/carers 
to remind them they need to contact 

the school office  Parents contact 
the school office 
with the reason 

for absence. 

2) If no contact is made by 10.30am as a result of the first text message, school will make a phone call to the parent/carer 
of the pupil.  

5) If contact has still not been made by 1:30pm, the office will inform all DLS’s and SLT. A home visit will be conducted. 

7) If contact is not made by the end of the day, Family and Children’s direct will be contacted for advice and to request a 
safe and wellbeing check. The police will also be contacted if required. Professional advice to be followed. 

3) If contact cannot be made to the parent/carer, school will call all available contacts of the pupil. 

4) If there has still been no contact, a second text message will be sent out to inform parents/carers that if contact is not 
made by 1:30pm, this will trigger a safe and well home visit. 

Day 1 Absence Procedure  

6) If no contact can be made from a home visit, a home visit letter will be left at the house requesting contact by end of 
the school day. 

 

                        
           

If no contact is made on day 1, school will repeat steps 2 – 7 over the next 9 days and continue to follow professional 
advice. 

 
On day 10 of no contact, school will contact CME. 

FOR PUPILS REGISTERED 
TO WALK 

For pupils who are 
registered to walk alone, 

a phone call will be 
made to the 

parent/carer by 9:15am. 

If not contact has been 
made by 9:30am, the 
police will be called. 



 
 
Children Absent from Education (previously, Children Missing from Education) 
 

• In order to safeguard children who may be absent from education, it remains important for all staff in 
school to take swift action. 

 
• This will include the need to liaise with the relevant colleagues in safeguarding/education within 

Nottinghamshire County Council for pupils who are to be removed from the admission register and 
include circumstances where the pupil: 

o Has been taken out of school by their parents and the school has received written notification 
from the parent they are being educated outside the school system e.g. home education – this 
will be communicated with the home elective education team.  

 
o Does not arrive at the school as part of an admission process and we are not aware of their 

whereabouts. 
 

o Has ceased to attend school and no longer lives within reasonable distance of the school at 
which they are registered and has been discussed with the Children Missing Officer (CMO) as 
they have not been registered at a new school.  

  



 
  



 
Pupil Absence – Breakfast Club 
We have a rigorous and robust system in place for pupils who do not arrive at our breakfast club when they 
are booked on. 

 
                                  

  

Breakfast club beings 
at 8:30am. 

Parents/carers must 
inform the school by 

    
     

 

Children arrive by arrangement 
via the school office or the 

Hive door and are marked in 
the register. 

1) If a child booked onto breakfast club has not 
arrived by 8:35am and parents/carers have not 
called to inform school they will be absent, the 

nurture lead will call the parent/carer to find out if 
      

3) If there is no response by 9am, CFSW/SLT will 
undertake a home visit to see if contact can be made. 

This is in line with all other school procedures 

Nurture Breakfast Absence 
  

4) If the pupil is not at home, a home visit letter will 
be left requesting contact by the end of the school 

day. 

Parents are called to invite a child to ‘nurture 
breakfast’ provision at 8:30am on specified 

mornings. They are dropped off by a parent. 

An attendance register is created by the office 
and shared with the breakfast club staff. 

IF THERE IS NO CONTACT AND NO RESPONSE TO THE HOME VISIT 
If the child has a social worker, they will be informed that the child has not arrived at school and 

that they have not been seen when a home visit was carried out. 
 

Social services will be contacted for advice and to request a safe and wellbeing check. The police 
will also be contacted if required. Professional advice to be followed. 

At the end of breakfast club, 
Year 4 - Year 6 children walk to 

their classrooms. 
 

Year 3 pupils will be escorted 
to the Annex. 

 
    

    
2) If contact cannot be made to the parent/carer, the 

school office will call all available contacts of the 
pupil to establish the whereabouts of the pupil. 



 
Known Pupil Absence – Day 4 Procedure 
 

• Where there has been contact with the parent/carer but a child has been absent for 4 days, a home 
visit will be undertaken on the 4th day to check on the wellbeing of the child and to see whether there 
is anything school needs to be aware of. 

• If the child is not seen, the HT/SLT will undertake a dynamic risk assessment to decide on level of 
concern. 

• School may contact social services or police for advice and to request a safe and wellbeing check. 
Professional advice to be followed. 

 
Medical Absence 
 

• Every effort should be made to arrange medical appointments outside school hours.  If it is necessary 
for a child to be out of school for this reason, the child should be returned to school directly after the 
appointment. 

• For all appointments, a letter/appointment card or documentation should be provided to the school 
office of the appointment prior or straight after to ensure that it is marked as a medical absence. 

 
Long Term Absence 
 

• When children have an illness that means they will be away from school for over five days, the 
school will do all it can to send material home if parents request it and feel that it is appropriate.   

• Parents/carers should inform school staff of any such absence and the school will support them 
as much as possible. 

• If the absence is likely to continue for an extended period, or be a repetitive absence, the school may 
contact the targeted support services where appropriate. 

 
  



 
Persistent Absence 
 
At BFPNS, we are relentless in our pursuit of excellence for pupils. A vital part of our role in ensuring we make 
every day count for the pupils of our school is the robust approach taken to breaking down barriers that may 
lead to poor attendance of our pupils. 
 
Our family support worker and attendance lead regularly monitor the attendance of pupils who have become 
persistently absent, offering support and advice where needed. The attendance of all pupil premium pupils is 
monitored weekly. The following action is taken to ensure that persistent absence is kept as low as possible. 
 
If a child has 3 separate unauthorised absences in a 6 week rolling period, the Head Teacher has the discretion 
to put forward a request for a penalty notice to be issued.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Attendance Falls below 90% 

Attendance Procedure 

2) If there is no improvement in the pupil’s attendance, this will trigger a letter (Letter 4) to parents to: 

• Inform them that their child’s attendance has not improved and that it will be monitored over the next 10 
days. 

• Offer a meeting with Mrs Huthart and Miss Jackson to discuss the pupil’s attendance. 
• Inform them that any further illnesses will not be authorised without a medical note (this will be on a case by 

case basis). (Referred to as Letter 5) 
• Inform them that 3 days unauthorised absence within a 6-week period will result in a fixed penalty notice. 
• Inform them of any other further action that may be taken if there is no improvement in attendance. 
                  

  
3) If there is no improvement, and parents/carers do not arrange a meeting to see how school can support with the 
child’s attendance, a further letter will be sent informing them: 

o Of a given time and date to attend a meeting with Mrs Huthart and Miss Jackson to discuss the pupil’s 
attendance. 

o That failing to attend, and if there is no improvement in attendance, a referral will be made to the Early 
Help Unit. 

o That a referral will be made to the Local Authority to issue a fixed penalty notice (if the pupil has had 3 days 
      

                  
 

A fixed penalty notice warning letter (Letter 6) will be sent informing them: 

• Of their child’s current attendance. 
• That their child’s attendance is being monitored over the next 6 weeks and that if they have 3 or more days 

off during that time  a fixed penalty notice from the Local Authority will be issued  

5) SLT and the pastoral team will make regular contact via phone and text to offer help and support and to keep 
communications open. This will be logged via CPOMS. 

1) A wellbeing call will be made to the parent/carer by a member of SLT or FSW. The aim of the call is: 

• To make them aware of their child’s low attendance 
• Find out if any support is required in improving their child’s attendance. 
• Inform them that their child’s attendance will be monitored over the next 5 days  Letter 3 issued  
  

4) If parents/carers fail to attend the meeting and there is no further improvement in attendance: 

If the pupil is absent for 3 or more days, a fixed penalty notice letter (Letter 7) will be sent informing parents/carers: 

• Of their child’s current attendance. 
• That a referral to the Local Authority to issue a fixed penalty notice has been made  

Attendance Falls below 97% 

Letter and text message sent to parent/carer informing that 
attendance is a cause for concern and outlining action for if 

d  f ll  b l  90%  L  2 i   if  f h  d li  
    

Attendance improves- no further 
actions is taken. 



 
Authorised Absence 
 

• An absence is classified as authorised when a child has been away from school for a legitimate 
reason and the school has received notification at least 4 weeks in advance from a parent or 
guardian.  

• Legitimate reasons include illness, medical appointments (only where they cannot be made outside 
the school day) and some family circumstances.   

• Only the school can make an absence authorised. 
• The school may choose not to authorise in some of these circumstances where the child’s 

education may be adversely affected by ongoing absenteeism. 
 
Unauthorised Absence  
 
Absence from school is likely to be recorded as an unauthorised absence when: 

- there is no parental explanation. 
- the school is not satisfied with the explanation for an absence. 

 
In either of these situations you could face prosecution. 
 
The Law states that for your child to be considered to attend school regularly they must be at school every day 
they are required to be there by the Head Teacher. This was confirmed in a Supreme Court ruling in 2017. 
 
Therefore, you have to get permission from the Head Teacher if you want to take your child out of school 
during term time. 
 
You can only do this if you make an application to the head teacher in advance (as a parent the child normally 
lives with). This must be with a minimum of 4 weeks notice. The head teacher will consider the application and 
decide whether this is marked as authorised or unauthorised in the attendance register. 
 

• Head Teachers are no longer permitted to agree a Leave of Absence during term time unless in 
exceptional circumstances. 

• This includes where parents decide to take their children out of school for a family holiday during term 
time.  

• If a parent intends to take their child out of school for a leave of absence during term time, they must 
have requested this in advance and had their request agreed by the Head Teacher.  

• Failure to do this could result in a fine or prosecution. 
• It is at the discretion of the head teacher to determine how many days your child can be away from 

school if leave is granted. 
 

 
 
 
 
 
  



 
Holidays During School Term Time 
 
If the school has evidence that a parent has removed a child from school for the purposes of a holiday during 
term time without authorisation and the level of absence is in excess of 3 days (6 sessions) in total over a 6-
week rolling period, then the school can, at the discretion of the Headteacher, request the Local Authority to 
issue Penalty Notices to each parent for each child to whom unauthorised absence applies. 
 
In Nottinghamshire, you could be fined if your child has either: 

- 3 or more days unauthorised absence where this is for the purpose of a holiday in term time. 
 
• The penalty is £60 and it is issued to each parent/carer for each child who was absent without 

authorisation.  
• The fine must be paid within 21 days of issue.  
• If it isn’t paid within 21 days the fine then rises to £120 per parent for each child that was absent without 

authorisation.  
• All fines must be paid within 28 days of issue otherwise you may be prosecuted in court. 
• If you are prosecuted at court you could get a fine of up to £2,500, a community order or a jail sentence of 

up to three months. The court also gives you a Parenting Order. 
• Parents who decide not to pay a fine and contest the matter in court should seek legal advice before doing 

so. 
 
If you decide that you wish to take your child for an unagreed Leave of Absence, please do complete a form 
informing us of this. This means we will not have to undertake daily phone calls to you, all your contacts, 
conduct home visits or refer to external agencies as we know where your child is.   
 
Where a pupil who fails to attend regularly, or has been absent without the school’s permission for a 
continuous period of 10 days, schools should follow Nottinghamshire County Council’s Attendance Flow chart. 
 
Persistent lateness  
 
• Where a pupil is persistently late for 10 separate instances over a period of six school weeks and where 

these are signified as a “U” in the attendance register, the school can, at the discretion of the Head teacher, 
request the Local Authority to issue Penalty Notices to each parent for each child to whom unauthorised 
absence applies.  

• In line with the amendments made to The Education (Penalty Notices) (England) Regulations 2007 please 
note the following: 
- The penalty is set at £120 and should be paid within 28 days of the date on which the notice starts. If 

the penalty is paid within 21 days of the date on which the notice starts, the sum is reduced to £60.  
- Penalty notices are issued to each parent, for each child.  
- All monies are collected by and retained by the Local Authority. 

 
Rewards and Incentives  
 
We want to reward pupils for high attendance. We do this in the following ways: 

• Weekly attendance figures are read out in Monday’s whole school assembly. 
• Certificate presented to the class with the highest attendance in their phase- this is displayed in their 

classroom and they receive 5 class credits which count towards a whole class reward. 
• Attendance postcards sent home for pupils with high or improved attendance. 
• Children with 97%+ attendance will be awarded a certificate each term 
• Those with improved attendance will be entered for a raffle prize. 

 
 
 
 
 
 

http://www.familylives.org.uk/advice/teenagers/behaviour/what-is-a-parenting-order/


 
Refusal to Attend 
 
• Where a child refuses to attend school, parents must contact the school office to inform them on the first 

day of absence.   
• Parents should explain that their child is refusing to attend; school will aim to work with parents to support 

their child in returning to school. 
• In the first instance an appointment should be made with the Head Teacher, Deputy Head Teacher or 

a member of our pastoral team to see if reasons for the refusal to attend can be identified and addressed. 
• School will then work with parents to offer to support. This may include: 

- Referral to the schools Family Support Worker Home visits 
- Nurture support 
- Referral to outside agencies 

 
Changing Schools  
 
It is important that if families decide to send their child to a different school that they inform Beeston Fields 
Primary and Nursery School as soon as possible.  
 
A pupil will not be removed from the school roll until the following information has been received and 
investigated: 
 

• The date the pupil will be leaving the school and starting the next.  
• The address of the new school.  
• A new home address if appropriate.  
• The child has been confirmed as having started their new school 

 
The pupil's school records will then be sent to the new school within 5 working days. 
 
In the event that the school has not been informed of the above information, the family will be referred to the 
local authority.  

 
Attendance Targets 
 
The school sets challenging attendance targets each year. These targets are agreed by the senior staff, 
the Governing Body, with possible input from the LA representative at the annual target-setting meeting. 
The Headteacher will report on attendance percentages in the termly report to the Governing Body. 
 
Monitoring and Review 
 

• The Governing Body also has the responsibility for this policy, and for seeing that it is  
carried out. 

• Therefore, the Governors will examine closely the information provided to them and seek to ensure 
that the school’s attendance figures are as high as they possibly can.  

• The school will keep accurate attendance records on file for a minimum period of three  
years. 

• Class teachers will be responsible for monitoring attendance in their class. If they become aware of 
an unexpected pupil absence during the course of the school day, they will contact the school office 
immediately.  

• If there is a longer-term general concern about the attendance of a particular child, this will be 
reported to the Head Teacher, who may contact the parents or guardians. 

 


