
William Harding School 

Every Lesson Counts (ELC) 
Frequently asked questions about  
Attendance Monitoring and Registers 
 
 
William Harding School takes its responsibilities towards attendance monitoring very seriously.  We 
aim to ensure that all children attend school regularly and on time wherever possible to ensure that 
they are able to make the most of the educational experiences offered at William Harding School. 
We also aim to raise awareness of the importance of attendance with our families. 
 
The following guidance is all taken directly from the document:  
School attendance Statutory guidance and departmental advice (November 2013).  
 
All schools must take the attendance register at the start of the first session (morning) of each 
school day and once during the second session (afternoon). On each occasion they must record 
whether every pupil is: present, attending an approved educational activity, absent or unable to 
attend due to exceptional circumstances.  
 
Authorised Absence from School  
Authorised absence’ means that the school has either given approval in advance for a pupil of 
compulsory school age to be away, or has accepted an explanation offered afterwards as 
justification for absence. 
 
Unauthorised Absence from School  
Unauthorised absence is where a school is not satisfied with the reasons given for the absence. 
 
Authorised and Unauthorised absences are both treated the same, when identifying when children 
have attended school for less than 95%. 
 
Can a parent take their child on holiday during term time?  
No.  Head teachers should only authorise extended leave of absence in exceptional circumstances. If 
a head teacher grants a leave request, it will be for the head teacher to determine the length of time 
that the child can be away from school. Leave cannot, however, to be granted for the sole purpose 
of a family holiday.  
 
Can a school fine a parent for taking their child on holiday during term time?  
Yes. Parents have a legal duty to make sure that their child aged 5-16, if registered at a school, 
attends that school regularly. Taking unauthorised term time holiday is grounds for issuing a penalty 
notice according to the local authority’s code the local authority will issue a penalty notice. 
 
Can schools decide whether parents should be prosecuted or not?  
No. Only local authorities can make decisions on whether parents should be prosecuted for school 
attendance offences. All schools have a duty to refer regular absence (authorised and 
unauthorised) to the relevant local authority. This may include any evidence to show how they 
supported the pupil and parent to improve attendance. It is for each local authority to judge each 
referral on its own merits and make a decision on the next probable cause of action. 
 
  



The national codes enable schools to record and monitor attendance and absence in a consistent 
way which complies with the regulations. 
 

/  \ 
Present in school during registration. 
/AM 
\PM 

 

L Late arrival before the register has closed (0930)  

V Educational visit or trip  

C 

Leave of absence authorised by the school  
Only exceptional circumstances warrant an authorised leave of absence. Schools should consider each 
request individually taking into account the circumstances, such as: the nature of the event for which 
leave is sought; the frequency of the request; whether the parent gave advance notice; and the pupil’s 
attainment, attendance and ability to catch up on missed schooling. 
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Illness (not medical or dental appointments)  
Schools should advise parents to notify them on the first day the child is unable to attend due to illness. 
Schools should authorise absences due to illness unless they have genuine cause for concern about the 
legitimacy of an illness. If the authenticity of illness is in doubt, schools can request parents to provide 
medical evidence to support illness. 
Medical evidence can take the form of prescriptions, appointment cards, etc. rather than doctors’ notes. 

M 

Medical or dental appointments  
Missing registration for a medical or dental appointment is counted as an authorised absence. Schools 
should, however, encourage parents to make appointments out of school hours. Where this is not 
possible, the pupil should only be out of school for the minimum amount of time necessary for the 
appointment.  

R 

Religious observance  
Schools must treat absence as authorised when it is due to religious observance. The day must be 
exclusively set apart for religious observance by the religious body to which the parents belong. Where 
necessary, schools should seek advice from the parents’ religious body about whether it has set the day 
apart for religious observance. 

G 

Holiday not authorised by the school or in excess of the period determined by the 
head teacher.  
If a school does not authorise a leave of absence for the purpose of a holiday but the parents still take the 
child out of school, or the child is kept away for longer than was agreed, the absence is unauthorised. The 
regulations do not allow schools to give retrospective approval. If the parents did not apply for leave of 
absence in advance, the absence must be recorded as unauthorised. 
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Reason for absence not yet provided  
Schools should follow up all unexplained and unexpected absences in a timely manner. Every effort 
should be made to establish the reason for a pupil’s absence. When the reason for the pupil’s absence 
has been established the register should be amended. This code should not be left on a pupil’s 
attendance record indefinitely; if no reason for absence is provided after a reasonable amount of time it 
should be replaced with code O (absent from school without authorisation). 

O Absent from school without authorisation  
If the school is not satisfied with the reason given for absence they should record it as unauthorised. 

U Late arrival after the register has closed after (0930) 

Y 

Unable to attend due to exceptional circumstances  
This code can be used where a pupil is unable to attend because:  

The school site, or part of it, is closed due to an unavoidable cause; or  
The transport provided by the school or a local authority is not available and where the pupil’s home is 

not within walking distance; or  
A local or national emergency has resulted in widespread disruption to travel which has prevented the 

pupil from attending school.  N
o

t 
re

co
rd

ed
 

as
 a

n
 a

b
se

n
ce

 

 
When looking at your child’s attendance record, you should consider the absence in conjunction 
with the number of completed/broken weeks.   
A broken week is one where any absence has occurred. 
Example: 
A child could have had 10 days absence but only 2 broken weeks (2 weeks were affected by the 
absence), compared to another who has had 1 day off per week over 10 broken weeks (10 weeks 
affected by absence). 



What is the impact of absence? 

 Your child misses 10 days of school (20 sessions) per year? 
They are already on only 95% attendance  
At or below this level and we will be informing parents that monitoring will begin. 

 Your child misses 20 days of school (40 sessions) per year? 
90% attendance – the equivalent of half a day off per week for the whole school year 

 Your child misses 30 days of school (60 sessions) per year? 
85% attendance - categorised nationally as persistent absenteeism and equivalent to 
approximately one day off per week for the entire school year 
 

A child who has 80% attendance for 5 successive years (Years 1-6) would have missed the 
equivalent to 1 year of school. 

 
What is the impact of lateness into school? 

 If your child misses registration they may miss notices and information being given out 

 Your children misses the teacher’s instructions and introduction to the lesson 

 Your child may feel embarrassed about having to enter the room late 
 

Minutes late per day during the school year Equals days worth of teaching lost in a year 

5 mins 3.4 days 

10 mins 69 days 

15 mins 10.3 days 

20 mins 13.8 days 

30 mins 20.7 days 

 
How we monitor attendance 

 In accordance with local and national policy, we monitor attendance regularly and are required 
to inform parents and carers when their child’s attendance falls below 95% using a standard 
letter adapted from the LA model (1a) 

 We will then monitor attendance for a period of 4 weeks.  During this time, absence will not be 
authorised without exceptional circumstances and/or evidence. 

 If attendance improves in the four weeks following the first letter further action may not be 
required.  (However if attendance should fall again, monitoring will begin automatically at Stage 
2) 

 If attendance does not improve a second letter is sent out followed by a further four-week 
monitoring period 

 If attendance has still not improved following these monitoring periods then we will ask parents 
to come into school to discuss their child’s poor attendance and enter into a Parent Contract 
(PCM) with us to improve their child’s attendance.  Referral can be made to the Family 
Resilience Service and/or other agencies that may be able to support your child. 

 At the end of the final stage of monitoring (PCM) then if attendance has reached acceptable 
levels, monitoring will end.  However if attendance has not improved, the school is obliged to 
refer the matter to the Educational Welfare Service for further investigation,  which could 
involve Penalty Notices or in some circumstances Court Action being taken. 

 
What if I receive a monitoring letter? 
It is just to inform you that monitoring will begin because your child’s attendance has fallen below 
95%.  Most children will have regular attendance during the monitoring period and then monitoring 
will stop.  In some cases where attendance remains irregular monitoring will continue for longer. 
You do not have to contact the school, unless you have a particular query. 
We understand that your child may have been ill and it may seem unfair but any absence is a child 
being away from their learning. 
 
  



What is the Every-Day Call System? 
William Harding uses an Every-Day Call System to ensure that any absences that are not reported 
are followed up and the whereabouts of each child is confirmed as soon as possible. 
 
Please continue to help us with this process by: 
 

 Informing the school in advance of any medical/dental appointments and provide any 
supporting evidence ie: appointment letters where possible 

 Phoning the school by 9.30am on each and every day of absence, to let us know that your child 
will not be in school that day and the reason/s for the absence 

 Writing a note to confirm the dates/reasons for an absence on your child’s return to school 
 

The school will: 

 Phone parents who have not reported an absence, as above, to account for a child’s absence 

 Whereby the location of an absent child cannot be verified a home visit may be deemed 
necessary and/or we may seek advice from outside agencies. 

 
How  else can Parents and Carers help? 

 Do not take extended leave during the term 

 Notice how much time your child has been away from school 

 Avoid any appointments during school hours, if these are necessary show the office supporting 
evidence so we can code the absence correctly. 

 Get your child to school and collect them from school on time 

 Support the Every-Day Call System 

 Keep your contact details up to date  

 Keep us informed about anything that you think may affect attendance 
 
Every child has the right to receive 190 days of education per year. 

 Children most benefit from educational opportunities when they attend well and are on time 

 Lessons lost will never be found 

 95% attendance or below is cause for concern 

 Absence for anything other than through illness or medical reasons during term time is actively 
discouraged. 

 
 
 


