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ATTENDANCE 
Good attendance is important because:  

 Statistics show a direct link between under-achievement and poor attendance  

 Regular attenders make better progress, both socially and academically  

 Regular attenders find school routines and school work easier to cope with  

 Regular attenders find learning more satisfying  

 Regular attenders have an easier transfer to secondary school  
 
Absence in school time should only occur in exceptional circumstances when:  

 children are sick, we do not want sick children in school as they are not effective learners if they are ill and they may 
pass their infections and viruses onto other children which is unfair. Please see ‘The Spotty Book’ for some further 
guidance see link on school website  

 children have medical appointments which are unavoidably during school time (usually the time of the appointment + 
travelling time)  

 there is a family bereavement (usually 1 days absence)  

 immediate family illness where the family member doesn’t live close to the school area (time allowed to be negotiated with 
the school)  

 there is a family wedding (usually 1 days absence)  

 visits to potential new schools when relocating (usually 1 day)  

 involvement in sports, music, artist examinations and events associated with exceptional talent, scheduled in school time 
(usually the time of the examination/event + travelling time)  

 days of religious observance  

 other – exceptional circumstances which need to be declared to school and discussed directly with the head teacher, at 
whose discretion absence may be authorised  

Arrangements for unavoidable absence in school time: There may be times when exceptional circumstances (please see above) 
mean that a child is unable to attend school. If such a situation occurs the school requests that parents request and complete 
an Absence Request form. (Appendix 1) Should this occur at short notice, parents are asked to contact the school to discuss the 
absence. They are also requested to keep the school informed and updated about the situation. In these circumstances an 
Absence Request form must be completed retrospectively for the school’s records. There may also be a circumstance when a long 
term leave of absence is needed. This can be requested and will be given due consideration by the head teacher, who may take 
advice from the Education Welfare Officer before giving authorisation. Depending upon the circumstances the child/ren may be 
kept on the school roll.  

 
No holidays will be authorised by the school during school term time, in line with the DfE guidance on authorised absence from 
school.  
Children currently have 12 weeks school holiday + 5 days staff training days giving 65 possible holiday days when parents can take 
holidays spread throughout the year.  
Should parents choose to take their children out of school during term time for family holidays the school must be informed of the 
intention to do so by letter. If the school is unable to contact a family to find out why a child is absent from school, safeguarding 
processes may be instigated leading to investigation by the police or social services – this is part of the normal safeguarding 
procedures to keep children safe.  
This holiday will be recorded as an unauthorised absence and should the number of unauthorised absences be significant during a 
year or should the level of attendance, including unauthorised absence, fall below 90% there may be intervention from the 
Education Welfare Officer.  
Parents may incur a fine of £60 per child, per parent, per week of absence that is unauthorised.  

 
Illness and medical appointments:  

 Every effort should be made to arrange medical appointments outside school hours. If it is necessary for a child to be out of 
school for this reason, the child should be returned to school directly after the appointment.  

 The school office should be informed during the morning of the first day of a child’s absence through illness and then 
each morning for the duration of the absence. A follow up written note explaining absence upon return to school is helpful 
to support the reason for the absence.  



 Should a child have continuing medical absence the school requires medical evidence from a consultant or the child’s GP 
to support the absences. If there is likely to be long term/on-going absence the family could discuss a ‘flexi school’ option 
where the school would provide work to be completed at home, when the child is off sick. This work would then come back 
into school to act as part of the on-going assessment processes.  
A child who has long term illness, who is otherwise fit to be in school, but needs medical support at school can come to 
school. The school will make arrangements to administer any medication or interventions needed to support the child’s place 
and attendance at school, under the guidance of the school nurse or other health professionals involved in the case.  

Attendance Reviews:  
The school’s policy is to review its attendance termly. These reviews inform the termly meetings held between the head teacher and 
the Education Welfare Officer.  
As a result of the reviews parents will be informed if there are any concerns about the attendance of children by letter. If the 
attendance is below 90%, there may, depending upon the circumstances, be a referral to the Education Welfare Officer for action 
to support attendance and possible legal intervention and fining.  
Arrival at school:  
All children should be at school ready to start the day at 8:55am.  
The main school gates are open between 8.45am and 8:55am.  
Registration: 
The register is a formal legal document and records the registration of all children in school. The day is divided into 2 registration 
periods and the register is taken on arrival at school and after the lunch break using Scomis. The children who arrive after 
registration has finished are given a late mark. All other children are registered in accordance with the national guidance on school 
registration; ‘Advice on School Attendance’ – DfE website or link from school website.  
These registers form the basis for calculating attendance levels when reporting to parents. A written register is taken and an 
electronic version is also held on the school’s SIMS system.  
 
This policy will be reviewed annually in line with Cornwall County policy guidance and to take into account any changes in 
government legislation.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix  1 

 
 

 

ABSENCE IN TERM-TIME 
 

 

IMPORTANT:  Please read carefully the information below.  Permission for absence 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 you allow your child to miss school in term time without obtaining the prior approval of the school, you may be issued with a 
Penalty Notice £60  per parent per child, or made the subject of court proceedings under section 444 Education Act 1996 (which could result in a 

fine of up to £2,500 and/or a term of imprisonment of up to 3 months.) 
 

As a parent/carer, you 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 Cornish 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, per week for each 
child. 

 
The law allows schools to consider individual requests to authorise a 
future 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 of absence 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) 

 Close family serious illness 
 Close family death   
 Days of religious observance 

 Seeing a parent who is on leave from the armed 
forces 

 Family wedding  
 Visit to a potential new school 

 Attendance at sporting/cultural events associated 
exceptional talent  

 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 

 Holiday 
 

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 
anything other than exceptional reasons. 

 
 
 
 



Standard letter re unauthorised holiday absence. 
 

Whitstone Community Primary School 
               

 
Date 
 
Dear  
 
Thank you for your letter dated xxxxxxxxxxxxxxxxxxx, informing me of your intention to take holiday absence from 
xxxxxxxxxxxxxxxxx to xxxxxxxxxxxxxxxxxx   X school days.   Whilst I have every sympathy with your decision, I confirm that this 
absence will be recorded as ‘unauthorised’ absence, in line with the national guidelines on school attendance. 
 
All school attendance is closely monitored and the unauthorised absence will be on the xxxxx attendance record. Should, in the 
future, their attendance fall below 90% you should be aware that there may be a referral to the Educational Welfare 
Service.   
 
Good attendance is important because: 
 

 Statistics show a direct link between under-achievement and poor attendance 

 Time missed in school cannot be made up and therefore there may be gaps in learning 

 Regular attenders make better progress, both socially and academically 

 Regular attenders find school routines and school work easier to cope with 

 Regular attenders find learning more satisfying 

 Regular attenders have an easier transfer to secondary school 
 
Please read the school’s Admissions and Attendance Policy on the school website www.whitstone.cornwall.sch.uk for any further 
information. 
 
Yours sincerely 
 
 
Hannah Mould 
Head teacher  
 

 

http://www.whitstone.cornwall.sch.uk/

