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Dear Parent/Carer,  

 

Attendance Processes 

  

Welcome back and we hope your child has settled back well into school. We are writing to you to 

highlight the school’s attendance processes for reporting absences from school, all of which can 

also be found in the attendance policy on the school website. The school has a legal duty to 

monitor pupil attendance and follow up on absence. All absences (authorised or unauthorised) 

count against a pupil’s attendance percentage.  Please follow the steps below:  

  

• Report absences before the start of the school day, at 8:55am. You can do this via 

email or by telephone. Reporting absences on time helps us keep all pupils safe and the 

school to meet its safeguarding requirements.   

  

• Notify the school every day of absence. Non-contact will result in a call, text/email or 

home visit to ensure pupil safety. Any absences without a reason will be recorded as 

unauthorised.  

  

• Absence for medical/sickness -if your child is unwell for more than three days, please 

provide medical evidence (e.g. GP notes, appointment cards, screenshots of 

confirmation text messages, and emails), via email. Please provide evidence for all 

appointments during school hours (we understand it is not always possible to get 

appointments outside of school hours). Please ensure your child attends school before 

and/or after an appointment to get their attendance mark.   

  

• For planned absences during term time please complete and return an absence from 

learning form which can be found here: Absence From Learning Form. Absences from 

learning can only be granted in exceptional circumstances (the Department for 

Education does not consider a holiday to be an exceptional circumstance)- more details 

can be found in the school's attendance policy. Term dates can be found here.   

  

o Absences either side of a school holiday (e.g. half term) will be unauthorised 

unless suitable medical evidence is provided.  

  

We monitor unauthorised absences and aim for each pupil to attend for at least 95% of the school 

year. Where a pupil has 10 sessions (5 school days) or more of unauthorised absence over 10 school 

weeks, the school (by law) must consider a Fixed Penalty Notice which is issued by the Local 

Authority.   

  

Where pupils are late to school this will be recorded as an L code. Where pupils are more than 30 

minutes late to school this will be recorded as a U code (unauthorised absence). Being on time 

helps to settle children into the school day and ensures they do not miss out on vital learning.  

  

mailto:admin@crownlaneschool.co.uk
https://www.crownlane.lambeth.sch.uk/docs/Attendance/New_Leave_of_absence_form.pdf
https://www.crownlane.lambeth.sch.uk/Term-dates/


Please let us know if there are any circumstances affecting your child’s attendance that we may 

not be aware of, and we will do our best to support your child. If you have any questions, please 

contact the school.   

  

Thank you in advance for your support.   

Attendance Team  

 
  

 

 

 

 

 

 
 


