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We expect all children on roll to attend every day, when the 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. 
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 a happy and rewarding experience for all children. We will 
reward those children whose attendance is very good. We will also make the best provision we can for those children 
who, for whatever reason, 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 an absence was authorised or 
unauthorised.   

Definitions: 

Authorised absence  

• An absence is classified as authorised when a child has been away from school for a legitimate reason and the 
current attendance is 90% or above and the school has received notification from a parent or guardian. For 
example, if a child has been unwell, the parent writes a note or telephones the school to explain the absence. 
  

• Only the school can make an absence authorised. Parents do not have this authority. Consequently, not all 
absences supported by parents will be classified as authorised. For example, if a parent takes a child out of 
school to go shopping during school hours, this will not mean it is an authorised absence.   

Unauthorised absence:  

An absence is classified as unauthorised when a child is away from school without the permission of both the school 
and a parent.   

• Therefore, even if the parents supports, and gives reasons for, the absence the school may still decide that 
the absence is unauthorised  

School Day:  

The register will be taken twice a day, at the start of the morning and the afternoon.  

Morning: The School starts at 8:45. Children arriving after 8:45 but before 9:15 will receive a late mark (L).  Registers 
will close at 9:15am.  Any child arriving after this time will receive an unauthorised late mark. (U)   

Afternoon: The School starts at 12:45 for EYFS and KS1 and 1pm for KS2. Children arriving after the register time will 
receive a late mark (L).  Registers will close at 1pm and 1:15pm respectively and any child arriving after this time will  

Late procedures: 

1. Parents are requested to contact Mrs Gleaves – Administration Assistant if their child is going to be late and 
provide a reason for lateness. 

2. If lateness is a cause for concern, the following procedures will be followed. 
3. Parents will receive a letter informing of the concern. 
4. If no improvement, the Education Welfare Officer (EWO) from VIP Education will contact parents to further 

discuss and offer support and advice to improve punctuality. 
5. If still no improvement, parents and pupils will be invited to a meeting with the EWO to discuss the reasons 

for lateness and to offer support. Referrals to wider support services may be offered if needed. The discussion 
held will be documented by the EWO and an action plan to improve school attendance will be devised with 
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parents and the pupil during the meeting and a review date set if needed. 

6. If no improvement is seen after the meeting has taken place, the school may follow Staffordshire Authority 
Code of Conduct for issuing penalty notices for persistent lateness. 
 

If a child is absent: 

When a child is absent unexpectedly, the class teacher will record the absence in the Register. As part of ‘First Day 
Cover’ and Safeguarding procedures the school office will check all completed registers for absences, completing data 
for informed absences and where parents have not informed the school, all possible communicative means will be 
undertaken to contact the parent or guardian.  

If the school has not been contacted, then ‘VIP Education’ will be asked to complete a home visit as part of our 
safeguarding procedure.  They may also complete a home visit for children whose attendance is a cause of concern.   

If a child has a medical appointment a copy of the appointment letter should be sent to the school before the day or 
time of absence. Parents may also inform by telephoning the school, but parents who wish to collect their child early 
for any reason should contact the school at least an hour in advance, unless there is an emergency. He/she should 
always be signed out of school at the school office.  

Any child who reaches a third day of absence will be visited by ‘VIP Education’ to discuss return to school and to take 
work to be completed if necessary.  

Requests for leave of absence: 

From September 2013 the Department for Education amended the Education (Pupil Registration) (England) 
Regulations 2006, the amendments removed references to family holidays as well as the statutory threshold of ten 
days. The amendments make clear that Headteacher’s may NOT grant any leave of absence during term time unless 
there are exceptional circumstances, in which case the Headteacher will determine the number of school days a child 
can be away from school if leave is granted. The definition of exceptional circumstances will be considered on an 
individual basis.   

Therefore, in line with this new Government legislation, we will issue an application form for a leave of absence but 
to accompany this form you must put your reasons in writing. Any request made because of exceptional circumstances 
can only be judged on a case-by-case basis taking into account individual circumstances. Requests should be made in 
writing at least 28 days before the period of requested absence.  Even with the exceptional circumstances we will still 
consider the following before permission can be granted:  

• Current level of school attendance including punctuality.  
• The current progress being made towards academic targets.  
• The time and length of the requested exceptional absence.   
• The amount of exceptional absence that has been authorised previously.   

To illustrate the impact of taking holidays in term time it was noted that if children are taken on a two week holiday 
every year and have the average number of days off for sickness and appointments, then during their school career 
they will have missed the equivalent of a year of school. We need to point out that, in an effort to address poor 
attendance and unauthorised absences from school, the local authority may decide to issue a Fixed Penalty fine and/or 
prosecute parents under the Education Act 1996 if a holiday is taken during term time.  

I understand that if the absence request is unauthorised Education welfare will be notified of the holiday taken and 
a Penalty Notice may be issued. I understand that a Penalty is issued to each parent for each child taken out of 
school. Payment of a Penalty Notice within 21 days is £60.00 and payment after this time but within 28 days is 
£120:00. I understand that if I do not pay this it may result in legal action.  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Children Missing in Education: 
 
Schools have a duty by law to refer any absence of 20 days or more to Staffordshire Children Missing in Education 
department where they have been unable to establish contact with the parent/pupil or have general concerns about 
the absence. 
 
To avoid any referrals, parents are requested to inform the school if they are moving house/area or country and to 
provide a forwarding address, contact number and the name of the new school if known.  
 
Medical Absence: 
 
Schools have the responsibility to decide whether an absence can be authorised on medical grounds. If the school 
has concerns about the level of medical absence that a pupil has incurred, they will contact the parents to discuss it 
further and to find out whether their GP or other health professional has been contacted.  
 
Parents may be asked to provide evidence that their child is too unwell to attend school by providing a note from a 
medical professional or a copy of any prescribed medication. If the school do not receive medical evidence, the 
absences will be unauthorised. 

Medical and Dental Appointments: 

We expect parents to make medical and dental appointments for their children before or after school or during the 
school holidays whenever possible. If this is not possible, confirmation of the appointment will be required prior to 
authorising the absence and an M code used on the register to record when the child has attended the appointment.  

Children are expected to attend school prior to the appointment and parents are expected to return their children to 
school following the appointment.  

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, so that they can keep up with their school work.   

If the absence is likely to continue for an extended period, or be a repetitive absence, the school will work with ‘VIP 
Education’, so that arrangements can be made for the child to be given some tuition outside school.   

Repeated unauthorised absences:  

The school will contact the parent or carer of any child who has an unauthorised absence. If a child has a repeated 
number of unauthorised absences, the parents or guardians will be asked to visit the school and discuss the problem 
by attending an attendance clinic. If the situation does not improve, the school will then work with the external EWO, 
who will visit the home and seek to ensure that the parents or guardians understand the seriousness of the situation.  

The governors, supported by the external EWO and the local authority, reserve the right to consider taking legal action 
against any parents or guardians who repeatedly fail to accept their responsibility for sending their children to school 
on a regular basis.   

Rewards for good attendance:  

A weekly attendance award takes place each week. 

Attendance targets: 

The school sets attendance targets each year. These are agreed by the senior staff and governors. The targets are 
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challenging yet realistic, and based on attendance figures achieved in previous years. The school considers carefully 
the attendance figures for other similar schools when setting its own targets.  

Penalty Notices  
 
A penalty notice is a fine of £60 per parent / carer (per child) if paid within 21 days from the date of issue.  If this 
Penalty is not paid, the amount rises to £120.  If after 28 days of the date of issue, the £120 is not paid, the Local 
Authority will prosecute you under section 444(1) of the Education Act 1996.  This will lead to a hearing in the 
Magistrates Court and may result in a fine of up to £1000.   

Changes to the Code of Conduct for Penalty Notices Commencing 1st January 2018 
 
Penalty Notice for leave of absence (holiday) in term time  
Any period of unauthorised leave may result in you as a parent receiving a penalty notice fine. The head teacher will 
continue to be the only person able to authorise leave in term time, but this will apply only in exceptional 
circumstances. Any unauthorised absence will be referred by the head teacher to the EWO.  
 
Penalty Notice for persistent lateness:  
 
Previously a pupil had to achieve 20 unauthorised late marks before a penalty notice warning could be issued. This 
has now changed to 10 marks, and late marks do not have to be one after the other in order for the penalty notice 
to be issued.  
 
Period of time used to measure persistent absence and lateness:  
 
If your child has had 10 days unauthorised absence or is late 10 times over a twelve-week period, you may receive a 
penalty warning notice and also potentially a fine.  
 
Monitoring and review: 

It is the responsibility of the governors to monitor overall attendance, and they will request an annual report from the 
Headteacher. The governing body also has the responsibility for this policy, and for seeing that it is carried out. The 
governors will therefore examine closely the information provided to them, and seek to ensure that the school’s 
attendance figures are as high as they should be.   

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

The rates of attendance will be reported in the school prospectus, and in the annual governors' report.   

Class teachers will be responsible for monitoring attendance in their class and for following up absences in the 
appropriate way. If there is concern about a child's absence, they will contact the school office immediately. If there 
is a longer-term general worry about the attendance of a particular child, this will be reported to the headteacher, 
who will contact the parents or guardians.   

Summary: 
 
It is vital to a child’s progress that they attend school as often as possible and that they are on time.  
There are strong and proven links between pupil attendance and educational achievement. Just 17 days absent from 
school in a year could mean a drop in a GCSE grade within all subjects. 
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Impact of absence: 
 

Missed number of days Missed number of 
sessions 

Missed number of 
weeks 

Missed number of 
lessons 

1 2 0 5 
3 6 0.5 15 
5 10 1 25 

7.5 15 1.5 35 
10 20 2 50 

12.5 25 2.5 65 
15 30 3 75 

17.5 35 3.5 90 
 
Impact of lateness: 
 
Over a school year –  
 
5 minutes late every day = 3 days absent 
15 minutes late every day = 10 days absent 
30 minutes late every day = 19 days absent 
 
This policy will be reviewed by the governing body every two years, or earlier if considered necessary.   


