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At Roundhay School we believe that excellent attendance and punctuality is the key to ensuring 
that our pupils have the best life chances and opportunities. We strongly believe that having 
access to and receiving a good education is the best way we can ensure that all children achieve 
the best possible outcomes, empowering them to make the best and most positive choices about 
their future lives. 
 
Senior Leaders responsible for attendance: 
Primary Campus – Mr David Mitchell (Deputy Headteacher) 
Secondary Campus – Miss Claire Abbott (Senior Assistant Headteacher) 
 
To report an absence, request special leave, discuss any issues related to attendance or to 
request support, parents/carers should contact the relevant campus via phone or email. 
 
Primary Campus – 0113 518 2030, primary@roundhayschool.com 
Secondary Campus – 0113 3931200, secondaryabsence@roundhayschool.com 
 
Good attendance is important because:   
 

 Statistics show a direct link between under-achievement and absence below 95% 
 Regular attenders make better progress, both socially and academically 
 Regular attenders find school routines, schoolwork, and friendships easier to cope with 
 Regular attenders find learning more satisfying 
 Regular attenders are more successful in transferring between primary school, secondary 

school, and higher education, employment, or training. 
 Attending school regularly safeguards the welfare of children whilst they are not in the care 

of their parents/carers 
 

Parents have a legal responsibility to ensure that their child/children attend school regularly and 
on time.  It is the responsibility of schools, parents/carers and pupils to work in partnership to 
ensure that all pupils receive an appropriate education suitable to their needs. 
 
As a school we will work with families to identify reasons for poor attendance and support them to 
resolve difficulties. 
 
Our attendance policy should not be viewed in isolation; it is part of all aspects of school 
improvement, supported by our policies on Safeguarding, Anti-Bullying and Behaviour. 
 
 
 
 
 
 
 
 
 
 
 
 



School Attendance, Safeguarding and Children Missing Education 
 
Children and young people may be at risk of harm if they do not attend school regularly. 
Safeguarding the interests of each child is everyone’s responsibility and within the context of 
Roundhay school, promoting the welfare and life opportunities for each child encompasses:  
Attendance, Behaviour Management, Health and Safety, Access to the Curriculum and Anti- 
bullying. 
 
Children who are missing education are at greater risk than those who are seen regularly in 
school.   
These risks include: 

 Child Sexual Exploitation 
 Child Criminal Exploitation 
 Radicalisation 
 Female Genital Mutilation 
 Modern Day Slavery 

 

 Forced Marriage 
 Domestic Violence 
 Honour Based Violence 
 Human Trafficking 
 Neglect 

 
A child not attending school is considered a safeguarding matter. That is why information about 
the cause of any absence is always required. 
 
Continuous Absence and Home Visits 
 
In cases where a child has been absent for 4 consecutive days and reasons for absence have been 
provided a member of our attendance or pastoral team may contact you to discuss your child’s 
absence and to arrange a home visit if school deems this appropriate. 
  
In cases where a child has been absent for 4 consecutive days and reasons for absence have not 
been provided, we will make contact with you to discuss your child's absences and to arrange a 
home visit if school deems this appropriate. If we are unable to make contact with you, a home 
visit will be carried out without prior arrangement. This will happen every 4th day of subsequent 
absence. This may be subject to other agency involvement with your child. If we have any 
concerns around your child’s absence and we have not been able to see your child on the 4th day 
of absence, we may be obliged to contact social care.   
 
In certain circumstances, school may choose to make a home visit earlier than the 4th day of 
absence.  Reasons for an earlier visit may include: a lack of contact by parents to school to notify 
us of the reasons for the absence; previous concerns around attendance; and/or safeguarding 
concerns relating to the child. 
 
Child Missing Education (CME) 
 
A child who is absent as well as missing from education is a potential indicator of abuse or neglect. 
Where a child is reported to be missing education we will comply with our statutory duty to inform 
the local authority of any pupil who falls within the reporting notification requirements outlined in 
Children Missing Education – Statutory guidance for local authorities (DfE September 2024) and 
will follow the Leeds Children’s Services LA procedure.  
 
 



 
 
 
 
Roles and Responsibilities 
 
We expect that all pupils will: 
 

 Attend school every day  
 Be on time for the start of the day and the start of each lesson 
 Not leave the school site for any unauthorised reason 

 
We expect that all parents/carers will: 
 

 Be aware of their legal responsibilities 
 Ensure their child(ren) regularly attend school 
 Ensure that their child arrives at the school punctually at the start of the day 
 Ensure that they contact the school each day that their child is absent and explain the 

reason for the absence 
 Apply to the Headteacher for a period of absence in advance where there are exceptional 

circumstances  
 Notify the school immediately of any changes to contact details 
 Provide school with two emergency contacts 
 Work with school staff to address any attendance or punctuality concerns which may arise 
 Not ignore, agree with or condone their child’s truancy 
 Support school attendance by not taking family holidays during term-time 
 Where possible, aim to make medical/dental appointments outside of school hours. Where 

this is not possible, parents/carers will aim to ensure that pupils attend school prior 
to/after each appointment to minimise the amount school missed 

 Support the policy by respecting any sanctions given by the school 
 
The government expects schools and local authorities to:  
 

• Promote good attendance and reduce absence, including persistent and severe absence; 
• ensure every pupil has access to full-time education to which they are entitled; and,  
• act early to address patterns of absence.  

 
Our Governing Body will: 
 

 Have a name Governor linked to attendance (currently Linda Forsey) 
 Set high expectations of all school leaders, staff, pupils and parents/carers with regards to 

attendance and punctuality.  
 Make sure school leaders fulfil expectations and statutory duties linked to attendance.  
 Recognise and promote the importance of school attendance across the school’s policies 

and ethos.  
 Make sure the school’s attendance management processes are delivered effectively, and 

that consistent support is provided for pupils who need it most by prioritising staff and 
resources 



 Make sure the school has high aspirations for all pupils, but adapts processes and support 
to pupils’ individual needs 

 Regular review and challenge attendance data and helping school leaders focus 
improvement efforts on individual pupils or cohorts who need it most 

 Monitor attendance figures for the whole school and repeatedly evaluating the 
effectiveness of the school’s processes and improvement efforts to make sure they are 
meeting pupils’ needs 

 Make sure relevant training is provided to all staff including those with a specific 
attendance function in their role. 

 Attend School Attendance Panel meetings as required along with representative from the 
school and/or Local Authority.  

 
Our Executive Headteacher, Head of Secondary and Head of Primary will:  
 

 Ensure that this policy is fully implemented.  
 Ensure that there is a designated Senior Leader with responsibility for attendance in place 

at both the Primary and Secondary Campus.  
 Support the designated Senior Leaders to fully implement this policy.  
 Monitor, review and challenge the impact of any implemented attendance strategies.  
 Communicate the school’s high expectations for attendance and punctuality regularly to 

pupils and parents/carers through all available channels.  
 Ensure relevant information from the school register is shared with the local authority as 

required.  
 
The designated senior leaders responsible for attendance will: 
 

 Take a lead role in championing and improving attendance across the school 
 Set a clear vision for improving and maintaining good attendance 

 Evaluate and monitor expectations and processes 

 Have a strong grasp of absence data and oversight of absence data analysis 

 Regularly monitor and evaluate progress in attendance  
 Establish and maintain effective systems for tackling absence, and make sure they are 

followed by all staff 
 Liaise with pupils, parents/carers and external agencies, where appropriate. 
 Work with relevant members of school staff and external agencies where appropriate to 

create intervention or reintegration plans in partnership with pupils and their 
parents/carers. 

 Work with relevant member of school staff and external agencies where appropriate to 
deliver targeted intervention and support to pupils and families. 

 
School will:  
 

 Provide a safe learning environment 
 Provide a welcoming and supportive atmosphere which enhances pupil progress and 

development 
 Promote and recognise outstanding and good attendance and punctuality through a 

strategic whole school initiative. 



 Promote and recognise improvements in attendance and punctuality through a strategic 
whole school initiative. 

 Respond to any child’s or parent's concerns that may impact the pupil’s wellbeing, 
attendance, or punctuality 

 Maintain regular and accurate records of AM and PM attendance and punctuality; ensuring 
registers are taken for every lesson within the first 10 mins and missing pupils are reported 
for safeguarding reasons 

 As a safeguarding priority, ensure that parents/carers are contacted when a pupil fails to 
attend and where no message has been received to explain the absence 

 Monitor and report whole school, identified cohorts, individual pupil, tutor group and year 
group attendance to inform planning and to ensure relevant support can be put in place 

 Follow up unexplained absences to obtain explanations from parents. Although parents 
may offer a reason, only the school can authorise the absence 

 In the case of long term or frequent absence due to medical conditions, we will discuss 
requirements needed on an individual pupil basis 

 Where a child’s attendance causes concern, meet with parents to set targets for 
improvement and put in place appropriate support  

 Request medical evidence if a pupil’s attendance is below 90% or if there have been 3 
periods of absence  

 Work with the Local Authority and other external partners to support pupils and their 
families with regards to attendance and punctuality 

 Where appropriate, make referral to the Local Authority Schools Attendance Service 
 Request Penalty Notices to be issued for unauthorised leave in term time 
 Request Penalty Notices for unauthorised absence  
 Make a copy of the policy available on the school website 
 Will communicate with parents/carers regarding attendance through school reports, half 

termly letters (where concerns arise) and via the school newsletter  
 
Please note that there is no legal duty for schools to set work during short-term absences and as 
such Roundhay School will not set work for pupils to complete. On their return to school, following 
an absence, pupils will be directed to catch up on any work missed by their class teachers.  
 
 
Attendance and the Law 
 
Section 7 of the Education Act 1996 states that ‘the parent of every child of compulsory school age 
shall cause them to receive efficient full time education suitable:- 
 
(a) to age, ability and aptitude and 
(b) to any special educational needs they may have 
 
Either by regular attendance at school or otherwise’ 
 
Safeguarding and the Law 
 
Section 175 of the Education Act 2002 places a duty on local authorities and governing bodies to 
have regard to guidance issued by the Secretary of State with regard to safeguarding and 
promoting the welfare of children and pupils under the age of 18. 



 
 
 
Authorised Absence is defined as: 
 
Absence in term time where permission has been given by the school. Examples of authorised 
absences include:  

 Genuine illness 
 Medical or dental appointment (routine appointments should be arranged out of school 

time) 
 Bereavement – (Headteacher’s discretion) 
 Religious observance (The day must be exclusively set apart for religious observance by the 

religious body to which the parents belong) 
 Approved leave in term time where there are exceptional circumstances, as agreed by the 

Head Teacher. 
 
The above list is not exhaustive and each case will be reviewed on an individual basis.  
 
 
Unauthorised absence is defined as: 
 
Absence in term time where permission has not been given by the school. This means that 
parents/carers do not have the right to take their child out of school during term time. Examples 
of unauthorised absences include:  
 

 Late after the registers have closed -  ‘U’ code; 
 Unexplained absence.  Any child whose absence is on-going and remains unexplained for 

an extended period (10 days) will be referred to the Local Authority as a Child Missing 
Education (CME);  

 Staying at home to care for younger children or sick relatives; 
 Going shopping or having a haircut; 
 Any absence that the school has not been informed of by letter or by telephone; 
 Birthdays; 
 Family celebrations; 
 Parents’ Weddings; 
 Transport issues or car broken down; 
 Holidays in term time (following the Department for Education’s Guidelines); 
 Travelling to airport to meet relatives/friends; 
 Taking the rest of the day off before or after a medical appointment; 
 Translating; 
 Visiting sick relatives. 

 
The above list is not exhaustive and each case will be reviewed on an individual basis.  
 
 
 



 
 
 
Registers and Punctuality 
 
By law, schools must take a morning and afternoon register and record the attendance or absence 
of every pupil.  
 
At the Primary Campus: 
 

 School doors open at 8.45am and close at 8.55am.   
 If a pupil arrives after this time, they will be required to register at the school office before 

going to their classroom.   
 Pupils registering at the office will be recorded as late (L on the register).   
 For children arriving after registers have closed (9.25am onwards), lateness is recorded as 

an unauthorised absence and can be subject to prosecution by the local authority.  
 Afternoon registration takes place immediately after the lunch break, between 12.45pm 

and 1.30pm depending upon the year group. 
 
At the Secondary Campus: 
 

 School doors open at 8.20am with morning registration then taking place from 8.25am to 
8.45am.  

 Pupils arriving to registration after 8.25am but before 8.45am are recorded as late (L on 
the register). If this happens on more than two occasions across a 5 day period, pupils 
receive a 1-hour detention.  

 Pupils arriving after 8.45am, but before the registers close at 8.55am, will need to sign in 
at the main office and are also recorded as late (L on the register). They receive a 1-hour 
detention each time this happens.  

 In cases where pupils arrive after registers have closed (after 8.55am), lateness is recorded 
as an unauthorised absence and this can be subject to prosecution by the local authority. 
Pupils also receive a 1-hour detention each time this happens.  

 Parents receive a daily text message to notify them of their child’s lateness to school.  
 Afternoon registration is taken during lesson 5 from 1.10pm to 1.15pm. Pupils arriving to 

period 5 after 1.15pm are recorded as late (L on the register).  
 Attendance in ALL lessons is monitored closely for absence and punctuality. 
 We expect all pupils to arrive punctually to all their lessons.  
 Persistent late arrival at school after the register has closed may also lead to a Penalty 

Notice.  
 
Pupils reported as missing during the school day 

At the Primary Campus: 
 

 Staff will alert any absence immediately to a member of the Senior Leadership Team.  The 
member of SLT will use the school’s Missing Child procedure by coordinating staff 
members to search the building and wider school site (if necessary) and determine the 



reason that the child may be missing.  If preliminary searches are unsuccessful, parents will 
be contacted and notified.  In the event that parents/carers cannot be contacted, staff will 
attempt to use emergency contact details for the pupil.  Should a further, more thorough 
search be unsuccessful, the police will be called and, in some cases, Children’s Social Care 
will be informed. 
 

At the Secondary Campus: 
 

 Staff will report an absence from their lesson to the member of staff on-call. This member 
of staff will aim to locate the pupil. If the pupil cannot be found on the school site and there 
is evidence (possibly through CCTV) that the pupil has left the site without permission, a 
safeguarding call will be made as a priority to the parents/carers to inform them of the 
absence (truancy). If parents/carers cannot be contacted staff will attempt to use 
emergency contact details for the pupil. If this is unsuccessful the police will be called and, 
in some cases, Children’s Social Care will be informed for particular vulnerable cases. 
Please note – a dynamic risk assessment will take place on each occasion that a pupil 
is reported missing from a lesson/missing during the school day, this will then 
determine the timing at which a call home/call to the relevant authorities is made. 
Depending on the circumstances surrounding the absence, a report of the incident 
and any actions taken will be recorded on ClassCharts and/or CPOMS. Sanctions will 
be in place in line with out positive behaviour policy. 
 

Pupils Leaving During the School Day  
 
During school hours the school staff are legally in a position of loco parentis and therefore must 
know where the pupils are during the school day.  
 

 Pupils are only allowed to leave the site with an agreed adult, or with parent/carer 
knowledge and permission (for older pupils) 

 Pupils are not allowed to leave the premises without prior permission and must sign out at 
reception (pupil reception at the Secondary Campus) before leaving the school site. 

 Where a pupil is being collected from the school, parents are to report to the school 
reception before the pupil is permitted to leave the site. 

 Whenever possible, parents should try to arrange medical and other appointments outside 
of school time; only urgent appointments should be attended during the school day 

 Parents are requested to confirm by phone, letter or email, the reason for any planned 
absence, the time of leaving, the expected return time. 

 
Leave of Absence  
 
Roundhay School term times and holiday dates are published a year in advance and are published 
on the school website. School training days are published as soon as the school have agreed these 
but may be subject to change. The school will ensure they communicate any changes to 
parents/carers through either text, email, newsletter or on the website. 
 
From 1 September 2013, a change to government legislation means that schools are no 
longer allowed to authorise requests for pupils to be taken out of school for a holiday 



during term time.  In line with the Government’s amendments to the 2006 regulations, holidays 
during term time will NOT be authorised.  
 
Only exceptional circumstances warrant an authorised leave of absence. Parents/carers should 
make any request well in advance and in writing (a form is available from the School). 
Requests for absence for reasons such as compassionate leave, special family events, sporting or 
musical competitions, etc., should be made in the same way. 
 
All requests are considered individually, taking into account the circumstances of the request. 
Other factors will also be taken into account, such as: 
 

 the time of year the pupil will be absent 
 the attendance record of the pupil 
 the number of previous requests for leave of absence 
 the pupil’s ability to catch up 
 the pupil’s current year group 

 
Parents will be notified of the School’s decision either by telephone or in writing. 
 
Where a parental request has been refused, and parents continue to take their child out of school, 
this absence will be recorded as unauthorised. We reserve the right to apply to the Local Authority 
to issue a Penalty Notice under the Anti-Social Behaviour Act 2003. 
 
Please note that it is the responsibility of the pupil, on their return to school, to catch up on any 
work missed should a leave of absence be requested and accepted. Work will not be provided for 
the pupil to complete whilst they are absent.  
 
 
Failure to ensure regular school attendance  
 
At Roundhay School we set all pupils the target of attending at least 97% of time.  
 
We will support all pupils to achieve maximum possible attendance and will inform parents/carers 
when attendance starts to fall.  
 
Persistent Absence Indicator  
 
The Department for Education regards attendance of 90% or below as persistent absenteeism.  
The table below shows an indication of approximately how many sessions a pupil needs to miss 
per half term to meet the threshold of persistent absenteeism. 
  

HALF 
TERM 

SESSIONS DAYS 

1 7 sessions 3.5 Days 
2 14 sessions 7 Days 
3 20 sessions 10 Days 
4 25 sessions 12.5 Days 



5 31 sessions 15.5 Days 
6 38 sessions 19 Days 

 
Average attendance of 85-90% over 5 school years equates to pupils missing half a school year of 
education. 
Average attendance of 80% over 5 school years equates to pupils missing a whole school year. 
 
Severe Absence Indicator 
 
The Department for Education regards attendance of 50% or below as severe absenteeism.  
 
 
Understanding barriers to attendance  
 
Where attendance is falling to a level causing concern parents/carers will be invited into school to 
discuss and address any potential in school barriers. Where barriers are out of our control, we will 
meet with pupils and parents/carers to enable us to understand the barriers and agree actions or 
interventions to address them. This may include referrals to services and organisations that can 
provide support.  
 
Where absence intensifies, so will the support. We will work with pupils, parents/carers, the local 
authority, and all other relevant partners. Appropriate formal meetings will take place involving 
parents/carers, the pupil (where they are old enough to understand) and the senior leader 
responsible for attendance. Representatives from the local authority and a school governor may 
also attend. These meetings will clearly explain the consequences of persistent and severe 
absence to the pupil and family and the potential need for legal intervention in future, but, 
importantly, will also provide an opportunity to continue to listen to and understand the barriers 
to attendance and explain the help that is available to avoid those consequences. 
 
A Penalty Notice may be issued to parent/carers who are failing to secure their child’s regular 
school attendance and are not engaging with supportive measures to improve attendance 
proposed by the school or other agencies including the local authority Education Welfare Service. 
Before a Penalty notice is issued, parents will be warned of their liability to receive such a notice.  
 
It is important to note that whilst our policy will be applied fairly and consistently, we will always 
consider the individual needs of pupils and their families with regards to specific barriers to 
attendance. Measures described in paragraph 40 of Working Together to Improve School 
Attendance will be implemented as and when the need arises. Where appropriate we will liaise 
with external partners such as the local authority and/or Medical Needs Teaching Service to 
ensure that all pupils are able to access education.  
 
In very exceptional cases, and where it is in the pupil’s best interests, there may be a need for a 
temporary part-time timetable to meet their individual needs. These will be discussed and agreed 
with the designated senior leader at each campus and will be regularly reviewed.  
 
Penalty Notices  
 



Parents and pupils are supported by the School and by the Local Authority to overcome issues 
that prevent regular school attendance through a wide range of intervention strategies. Where 
this intervention fails a penalty notice can be issued for unauthorised absence and if a 
parent/carer fails to ensure regular school attendance.  
 
Before issuing a penalty notice, the school 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 

 

Each parent who is liable for the pupil’s offence(s) can be issued with a penalty notice, but this will 
usually only be the parent/parents who allowed the absence. 
 
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. 
 
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. 
 
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). These penalty notices are not included in the National Framework, not subject 
to the same considerations about support being provided, and do not count towards the limit as 
part of the escalation process. In these cases, the parent must pay £60 within 21 days, or £120.  
 
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  
 The grounds on which a penalty notice may be issued before the end of the improvement 

period 
 
 
Changing Schools  
 
It is important that, if families decide to send their child to a different school that they inform 
Roundhay 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   
 CTF file requested from the new school 

 
The pupil’s records will then be sent to the new school. In the event that the school has not been 
informed of the above information, the family will be referred to the local authority for follow up 
through the Children Missing in Education procedure. 
 
This Attendance Policy has due regard to the following related statutory legislation and 
guidance including: 
 
Working Together to Improve School Attendance 
Parental Responsibility Measures 
Children Missing Education 
Supporting Pupils with Medical Conditions at School 
Summary of Responsibilities where a Mental Health Issue is Affecting Attendance  
Suspensions and Exclusions 
Alternative Provision 
Safeguarding (KCSiE) 
The Education (Pupil Registration) (England) Regulations 2006 
SEND Code of Practice 
The European Convention on Human Rights (ECHR) 
The Equality Act 2010 



UN Convention on the Rights of the Child. 
 
This policy should also be read in conjunction with the following school policies: 
 
Safeguarding and Child Protection 
SEND 
Suspensions and Exclusion 
Positive Behaviour Policy 
Behaviour Policy (Primary



 


