
Attendance and Absence Management Policy

"Don't withhold good from someone who deserves it, when it is in 
your power to do so.”

Proverbs 3 Verse 27



 

We believe that children need to attend school regularly in order to maximise their 
learning. 

This policy has been reviewed in view of amendments to key legislation. 

 

Unavoidable Absence 

Parents are asked to contact school before or soon after 9am if their child is going to 
be absent or late (for example, through sickness or medical appointment). If no 
notification is received about a child’s absence, then school contacts the 
parent/carer, usually before 9.30am. The reason for the absence is then entered into 
the office computer. 

The school Business Manager and Administrative Officer are responsible for keeping 
the electronic system up-to-date.  

Attendance is recorded on each child’s annual report to parents. A punctuality grade 
is also included, based on the number of ‘lates’ recorded in the school year. 

 

Avoidable Absence 

There is no automatic right for parents to take their children on holiday in term time. 
The Headteacher may authorise holiday absence in term time, but (from Sept 2013) 
only in exceptional circumstances (by definition, ‘exceptional’ trips do not occur 
regularly or annually).  

Procedures for requesting absence in term time: 

The Letter to Parents ‘Pupil Attendance- Leave in Term Time’ (see Appendix 1), 
effectively outlines school policy and procedures. Policy and procedures have been 
agreed with all local cluster primary schools to ensure consistency in practice and 
compliance with 2013 legislation.  

An ‘Application for Leave of Absence from Maintained Schools’ (Dec 2015) form 
(available via school website/office), will be required to be completed and returned to 
school for consideration well in advance of the proposed leave and before 
committing to any expense.  

The headteacher will consider the application and decide whether to authorise the 
absence, bearing in mind government legislation and Local Authority guidelines.  

The headteacher, or their representative, may decide that it is necessary to meet 
with parents to discuss the application before a decision is reached.  

Factors to be taken into account by school when considering a holiday request are 
outlined in the ‘Application for Leave of Absence from Maintained Schools’ (Dec 
2015) form. 

The form will be photocopied and returned to parents with the decision indicated in 
the ‘School Section’, within a maximum of ten working days of receipt of the form.  If 



‘work commitments’ are stated as a reason for requesting leave, then school may 
use the employer contact details provided on the form to verify this. The decision to 
accept ‘work commitments’ as an exceptional circumstance is at the discretion of the 
headteacher who will consider the particular circumstances of each individual case. 

If the applicant believes that exceptional circumstances apply, they must provide this 
information at the time of submitting the request (additional documents may be 
attached).  

Penalty Notices: 

It is a legal requirement for parents/carers to obtain permission from the headteacher 
before removing their child from school in order to take any leave in term time. 
Parents may be issued with a penalty notice if they do so without the prior 
arrangement of the headteacher. 

If a holiday absence would trigger 10 sessions (5 days) or more within the same 
term, a penalty notice may be requested. The court officer would be contacted in 
order to request that a warning letter be sent. If the holiday were subsequently taken, 
unauthorised, then a penalty notice may then be issued. If the fine were not paid, 
then the case would go to court, not for non-payment of fine, but for the original 
offence of non-school attendance (section 444(1)). If found guilty the parent would 
have a criminal record. 

 

General Absence Management 

If a child is regularly late for school, or absent, the class teacher contacts the 
parent/carer to discuss. If this persists, the teacher registers their concern with the 
headteacher. 

Teaching staff receive termly absence rate updates from the school office staff so 
that they can monitor the absence rate of any pupil at risk of becoming a Persistent 
Absentee (a PA is one who has accumulated absence of 10% or more, either 
authorised or unauthorised). The parents of potential PAs will, in the first instance, 
be notified by the class teacher. If, after initial liaison with school and parent, the 
absence rate continues to cause concern, the headteacher will exercise the school’s 
obligation to refer the matter to the Local Authority’s Attendance Officer. Depending 
on the circumstances of the case, the Attendance Officer may make direct contact 
with the parents. 

 

 

 

 

 

 

 

 



Appendix 1:  

Letter issued by all Local Cluster Primary Schools July 2013: 

Dear Parents/Carers, 

Pupil Attendance – Leave in Term Time 

Following a report written in April 2012 by Charlie Taylor, Expert Behaviour Adviser for the 
DfE, the Government has amended key legislation relating to attendance from September 
2013. This decision has been made to encourage schools to take a firmer stance on 
unnecessary absence and to dispel the myth held by many parents that there is an 
entitlement to time off school for holidays in term time. 
    
Currently, the Regulations allow Headteachers to grant leave of absence for up to ten school 
days per year for the purpose of a family holiday during term time in “special circumstances”. 
Headteachers can also grant extended leave for more than ten school days in "exceptional 
circumstances". 
 
As of 1st September 2013 Headteachers cannot authorise any leave of absence during 
term time unless there are exceptional circumstances.  By definition, exceptional does 
not mean annual, and will not be approved every year.  

The number of days which may be approved will depend on the exceptional circumstance, 
and will be discussed with the headteacher on an individual basis.  

There will clearly be implications for schools as a result of these changes and so the 
Governing Body have taken the decision to make the following changes to school policy: 

• Parents must complete the form to apply for leave of absence BEFORE any holidays 
are booked (same as current practice). (The form is also available from the school 
office or on our website). You may be asked to provide evidence of the date the 
holiday was booked. 

• Consideration will only be given for exceptional circumstances, or where holidays 
cannot be taken at any other time, for example, following a bereavement or serious 
illness of a family member, work commitments of a family member (in the armed 
forces, working away from home). Where the Headteacher is asked to consider work 
commitments as an exceptional circumstance, parents are to provide employer 
contact details for school to  investigate this before considering the request.  

• Consideration will only be given if the child’s attendance is above at 95% at the time 
of the request (In the Autumn term, the previous year’s attendance figure will be 
considered). 

• After consideration, the Headteacher will write to parents/carers with the decision. If 
the child does not attend school on the days requested, the absence will be recorded 
as unauthorised, unless evidence can be provided (within 5 school days), for 
example, of a doctor’s or hospital appointment.   

It has been made very clear to schools that the availability of cheaper holidays or flights, 
preferred locations or weather conditions are not exceptional circumstances and leave of 
absence will not be approved. We hope all parents will support the school in their efforts to 
reduce unnecessary absence and therefore minimising the impact on your child's education. 

Please contact school if you wish to discuss this further. 


