
 

 
 

ATTENDANCE POLICY 

Aim of this policy 
This attendance policy helps to ensure that all staff and governors are fully aware of, and clear about, 
the actions necessary to promote good attendance. 
 
At Landscore, we strive to improve pupils’ achievement by ensuring high levels of attendance and 
punctuality. We aim to raise awareness of the importance of uninterrupted attendance and 
punctuality at every stage of a child’s education. 

 

Roles and Responsibilities: 
 

Headteacher 
The Headteacher is responsible for: 
 Overall monitoring of school attendance 
 Monitoring trends in authorised and unauthorised absence 
 Contacting families where concerns are raised about absence including arranging meetings to 

discuss attendance issues 
 Monitoring individual attendance where concerns have been raised 
 Making referrals to the EWO (Education Welfare Officer) service 
 Providing reports and background information to inform discussion with the school’s EWO 
 Liaising with other professionals to determine potential sources of difficulties and reasons for 

absence. 
 
Class teacher 
Class teachers are responsible for: 
 Keeping an overview of class and individual attendance  
 Informing the Senior Leadership Team where there are concerns and acting upon them 
 Providing background information to support referrals 
 Monitoring follow-up once actions have been taken to correct attendance concerns 
 Emphasising with their class the importance of good attendance and promptness 
 Following up absences with immediate requests for explanation which should be noted in the 

register 
 Discussing attendance issues at parents’ evenings where necessary 
  
Administration staff 
Staff in the School Office are responsible for: 
 Collating and recording registration and attendance information. 
 Taking and recording messages from parents regarding absence 
 Ensuring the Absence/Late Book is completed 
 Contacting parents of absent children where no contact has been made. 
 Recording details of children who arrive late or go home 
 Keeping an overview of class and individual attendance looking particularly for either poor overall 

attendance, anomalies in patterns of attendance and/ or unusual explanations for attendance 
offered by children and their parents/ carers and reporting concerns to the Headteacher 



 

 Sending out standard letters regarding attendance 
  

Parents 
Parents/Carers are responsible for: 
 Ensuring that their child attends school regularly and punctually unless prevented from doing so by 

illness or attendance at a medical appointment. 
 Contacting the school office on the first morning of absence. 
 Informing the school in advance of any medical appointments in school time.  
 Making requests for authorised absence in term time, only if absolutely necessary as these are not 

automatically authorised. 
 Talking to the school as soon as possible about any child’s reluctance to come to school so that 

problems can be quickly identified and dealt with. 

 
Pupils 
Pupils are responsible for: 

 Ensuring that they attend regularly, on time and ready to learn. 
 

Strategies for promoting attendance and punctuality 
We maintain and promote good attendance and punctuality through: 

 Equipping children with the life skills needed to take responsibility for good school 
attendance and punctuality appropriate to the child’s age and development. 

 Raising awareness of attendance and punctuality issues among all staff, parents and pupils. 

 Supporting pupils who have been experiencing any difficulties at home or at school which 
are preventing good attendance. 

 Awarding certificates to classes and pupils whose attendance / punctuality is much 

improved or high. 

 Holding regular attendance meetings between the Headteacher and senior 
administrator to analyse attendance. Parents of pupils whose attendance falls below 
90% may be invited in to school by the Head teacher to discuss strategies to improve 
their child’s attendance and will receive a letter drawing attention to this. 

 Liaising with the school’s Education Welfare Officer in order to identify and support those 

pupils whose attendance / punctuality is a source of concern [persistent absence]. 

When relevant, pupils whose attendance falls below 80% will be referred to the 

Educational Welfare Officer (EWO). Consideration will be given to the nature of 
the absence and also depend on the time of the year (e.g. In the Autumn term, it 

can be very easy for attendance to drop below 80%).  

 
Authorising Absense 
The law does not grant parents/carers automatic right to take their children out of school during 
term time. If the request is for an absence in term time, the adult requesting must have parental 
responsibility and be the parent/carer with whom the child normally lives. Permission must be 
sought in advance. If the circumstances relating to this request are considered exceptional and the 
absence is authorised by the school, the authorising of the absences will be conditional on the 
child/children having satisfactory attendance (95% or above) up to the date covered by this 
request. If the request is refused and the child is taken out of school, this will be recorded as an 
unauthorised absence. A significant amount of unauthorised absence may result in parents being 
served with a penalty notice which could result in court proceedings and a fine of up to £2500 
and/or a term of imprisonment of up to three months. 

 



 

Parental requests for holidays or authorised absence in term time 
A parent must complete an Absence Request Form from the school office or school website when 
asking for absence to be authorised. Such absences from school are discouraged and the 
Headteacher is only permitted, by law, to authorise absences in exceptional circumstances. 

 
Absence from school will be authorised if it is for the following reasons: 

 Sickness 
 Unavoidable medical / dental appointments 

 Days of religious observance 

 Exceptional circumstances, such as bereavement 

 Seeing a parent who is on leave from the armed forces 

 External examinations 

 When Traveller families are engaged in a trade or business that requires them to travel with 

their children 

Absence from school will not be authorised for: 

 Holidays 

 Relatives visiting or visiting relatives 

 Resting after a late night 

 Birthdays 

 Looking after siblings or unwell parents 

 For any type of shopping 
In these instances, the absence request refusal letter will be sent to parents. 

 
Appointments 
Children’s appointments, where possible, should be made after 3.30pm. If this is not possible, 
information will be required in relation to: 

 Who the appointment is with (e.g. the doctor, the dentist, the optician, the hospital) 

 The length of time out of school required 

 The expected time of return 

 Whether or not the child will require a school meal that day 

 Appointment cards, where possible, should be shown at school. 
 

Fines for unauthorised absence 
It is now Devon County Council policy to issue Penalty Notices or fines for unauthorised absence. 
Details of the implementation of fines can be found in Devon County Council’s Penalty Notice 
Code of Conduct, of which the following is an extract: “Following the implementation of the Anti 
Social Behaviour Act 2003 it is possible that certain cases of unauthorised absence can be dealt 
with by way of a Penalty Notice. Penalty Notices will require the parent of a child of compulsory 
school age, whose attendance has been unsatisfactory, to pay a fine, currently £60.00 if paid 
within 21 days or £120.00 if paid after 21 days and before 28 days.” 

 
These Penalty Notices can be issued for unauthorised holidays within term time and unauthorised 
absence from school when the circumstances appear to have been avoidable. It is not the school’s 
decision to fine parents for unauthorised absences, but is at the discretion of Devon’s Educational 
Welfare Service. 
 
 



 

Registration 
It is important to be on time at the start of the morning and afternoon school sessions. If your child is 
late they can miss vital instructions and work time with their class teacher, cause disruption to the 
lesson for others, and it can be embarrassing, leading to possible further absences.  

 

  The school day begins at 8:55am and all pupils are expected to be in school at this time. Morning 
registration is at 9:00am and it closes at 9:30am.  

 

  All lateness is recorded daily. This information will be required by the courts, should a prosecution 
for non-attendance or lateness be necessary. 

 

Procedures for following up absence/lateness 
1. Teachers, having the daily contact with the children and registers, make note of absences with 

a code showing the reason for absence. If a parent / carer has not provided a reason, the 

teacher will notify the School Office. 

2. All unexplained absences are followed up by telephone contact with the parents / carers to 

establish reasons for absence. This is done before 10.00 am on the morning of the  absence. 

3. If a child is late (after 9:00am but before 9:30am), this is marked appropriately in the 

register. 

4. Every effort should be made to make contact with parents in the event of unexplained 

absence. If an explanation for an absence cannot be established, this information will be 

passed onto the headteacher. A letter may be sent out, by post, to the parent/carer 

requesting that the parent/carer come into school to discuss their child’s absence. If there is 

a welfare concern, additional actions may be taken, including contacting 101 to carry out a 

welfare check. 

5. Pupils whose attendance regularly falls below 90% and parents make no attempt to remedy 

this, will be referred to the EWO. 

 
 
 

 
Signed   ……....…………………………. Chair of Governors Date …......................... 
 
Signed  ……....………………………….. Head Teacher Date …....................... 



 

Encouraging Good Attendance 
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Under 90% 
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 Plan immediate improvement 

 Discuss with EWO 

Headteacher 
 

 To co-ordinate and monitor 
all of the above 
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discretion where appropriate 
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Lateness 
 If persistent lateness, 
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Teachers and Admin 
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Teachers and Admin 
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 First day calling by admin staff 
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 If absence still occurs consider 
Penalty Notice 

Intervention Ongoing 
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ABSENCE REQUEST FORM (exceptional circumstances only) 

To: Headteacher of Landscore Primary School 
I wish to apply to have an ‘avoidable’ absence authorised, for: 

Child’s name …………………………………………………. Class/Year ……. 

Child’s name …………………………………………………. Class/Year ……. 

Date from …………………………… date to ...................................................................... (inclusive) 

Name of Parent(s)/Carer(s): ………………………………………………………………………………... 

Address: …………………………………………………………...………………………………………… 
…………………………………………………………………………………………………………….….. 

Signature of Parent(s)/Carer(s) 
……………………………………………………………………………………………..…………………… 

 

Office use only Absence authorised Code    

Absence unauthorised 

Signed  Headteacher 

Date form 
received 

No of school days 
absence requested 

% Attendance 

   

 

-------------------------------------------------------------------------------------------------------------------------------- 
This portion to be returned to parents/carers 
Please note that even if this absence request is authorised you may still receive letters of concern from 
either the school or Local Authority if your child’s attendance drops below a level that the school deems 
acceptable, 

Pupil(s) name(s)……………………………………………………..………………………………………... 
Class/Year..……………………………………………………………………………………………………. 

 Absence authorised   from ………………………to ......................................... (Inclusive) 

 Absence unauthorised current attendance ………… % as of ………/………/20…… 

Signed .............................................................. (HeadTeacher) 
Date………………………..……………………..… 

 
NOTES TO PARENTS/CARERS 

The law does not grant parents/carers an automatic right to take their children out of school during term time. If the request is for an 
absence in term time you must have Parental Responsibility and be the parent/carer with whom the child normally lives. Permission must 
be sought in advance. If the circumstances relating to this request are considered exceptional and the absence is authorised by the 
school, the authorising of the absences will be conditional on the child(ren) attending satisfactory up to the date covered by this request. 

 

Warning: If the school refuses your request and the child is still taken out of school, this will be recorded as an unauthorised absence.  A 
significant amount of unauthorised absence may make you liable to a Penalty Notice for each child, payable by each parent/carer, or the 
subject of court proceedings which could result in a fine of up to £2,500 and/or a term of imprisonment of up to 3 months. 

Please fully explain the exceptional circumstances that you would like the school to 

consider. This section must be completed. Please continue on a separate sheet if needed. 



 

 

IMPORTANT: Please read carefully the information below. 

WARNING: If you allow your child to miss school in term time for an avoidable reason without 
obtaining the prior approval of the school, you may be issued with a Penalty Notice* per parent 
per child, or made the subject of court proceedings under section 444 Education Act 1996. 

As a parent/carer, you can demonstrate your commitment to your child’s education by not 
allowing your child to miss school for anything other than an exceptional and unavoidable 
reason. 

 

THE FACTS THE LAW 
 

School aged pupils in Devon maintained schools 
are expected to attend punctually on the 190 days 
that the school is open. Whilst there are a number 
of unavoidable reasons why a pupil might be away 
from school (illness, medical appointments, 
exclusions etc), the legislation is clear that any 
avoidable absence may only be authorised by a 
school if there are exceptional circumstances. 

 

WHAT YOU SHOULD CONSIDER 
 

Research suggests that children who are taken 
out of school may never catch up on the learning 
they have missed. This may affect test results 
and can be particularly harmful if the child is 
studying for final year examinations. 

 
Children who struggle with English or Mathematics 
may also find it even harder to cope when they 
return to school, while younger children may find it 
difficult to renew friendships with their classmates. 

 
If the school is unable to authorise the absence 
and the child is still taken out of school, this will be 
recorded as unauthorised absence and you may 
receive a £60* fine per parent for each child. 

 

The law allows schools to consider individual 
requests to authorise a future avoidable absence. 
However before the school can authorise any 
such requests, they must satisfy themselves that 
there are exceptional circumstances which justify 
such a decision. It is entirely the responsibility of 
the parent submitting the request to provide 
sufficient information/evidence in order to 
establish this fact. The request for leave must 
come from a parent with whom the child normally 
resides 

 
If a child then stays away from school for more 
than the authorised period this must be recorded 
as unauthorised absence and could be quoted in a 
prosecution for poor attendance. 

 
If the child is away from school for a total of four 
weeks or more, the school may have the option to 
take the child off roll subject to the Education 
(Pupil Registration) (England) Regulations 2006. 

 

In the case of unexpected extended absence, it is 
advisable that the parent fully informs the school 
as to the reasons. If a child is removed from roll, 
there is no guarantee that the child will regain a 
place at the school. 

 

Unavoidable absence from school will be 
authorised if it is for the following reasons: 

 Genuine illness
 Unavoidable medical / dental appointments (but 

try to make these after school if at all possible)
 Days of religious observance
 Seeing a parent who is on leave from the armed 

forces
 External examinations
 When Traveller children go on the road with 

their parents

Other examples of absence from school that will 
not be authorised: 

 
 Any type of shopping 
 Looking after siblings or unwell parents 
 Minding the house 
 Birthdays 
 Resting after a late night 
 Relatives visiting or visiting relatives 
 Holidays 

Please contact your child’s head teacher if you wish to discuss this issue. 

The law requires parents to ensure their children receive an efficient full time education, and 
every minute of every day is important. Please help them not to miss any of this valuable time. 

We hope that when you have read this leaflet you will consider that your child’s education is too 
important to allow them to miss school for avoidable reasons. 

*Penalty Notice £60 if paid within 21 days, increasing to £120 if paid after 21days and before 28 days 

AVOIDABLE ABSENCE IN TERM-TIME 



 

 
 Threshers - Crediton - Devon - EX17 3JH 
 Headteacher: Debbie Main  
   

         Date: 
            
 

Dear  
 
Holiday Request:        
 
Thank you for your request for term time holiday authorisation. 
 
Having reviewed the information you have provided, I am sorry to inform you that I am unable to 
authorise this holiday request because it does not meet the criteria set out on the application form. 
 
Whilst this may seem harsh, as a school we are closely following guidance from the Department of 
Education which seeks to ensure that term time holidays and visits should only be authorised in 
exceptional circumstances. 
 
Any requests for leave during term time that could be taken during the school holidays are not 
authorised by us, unless there are significant extenuating circumstances, or compassionate reasons 
provided in detail. 
 
In failing to authorise your request we are expressing our view that a school cannot be seen to condone 
missing the education it provides for the reasons you have given.  It does not mean that you cannot 
proceed with the trip, but that if you do choose to, you do so in the knowledge that the school does not 
condone or authorise the absence. 
 
You should also be aware that in some circumstances where the child’s attendance is already low, or 
where there are repeated unauthorised holidays taken, the Education Welfare Service may issue 
warning letters or fines in some cases.  Should your child’s attendance fall below 90% partly due to this 
absence, we will be in contact and further action may be necessary. 
 
I hope this clarifies our position and demonstrates the importance we place on regular school 
attendance. 
 
Yours sincerely, 
 
 
Debbie Main 
Head Teacher 
 

(Absence request refusal letter) 


