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1  Aim  
 
Regular attendance at school is vital for children as it promotes good learning, positive attitudes and 
maintains continuity in their education and friendships. 
For a child to reach their full educational achievement, a high level of school attendance is essential.  
 
1.1   Parents have the primary responsibility for ensuring that children of compulsory school age (i.e. 5 to 

16 years old) receive a suitable education, either by regular attendance at school or otherwise. It is the 
responsibility of the Local Authority (LA) to ensure that parents meet these responsibilities.  

 
1.2  Headteachers are required to tell the LA if a pupil fails to attend regularly or has been absent for a 

continuous period of ten days and the absence is treated as unauthorised. Heads can of course notify 
the LA earlier if there are areas of concern. 

 
2  Pupil Registration 
 
2.1  The Head Teacher is required to maintain two registers: 
 
a. An admission register (known as the school roll) 
b. An attendance register (unless all pupils are boarders) 
c. The admission register shall contain a list of all pupils at the school. 
 
2.2  The Head Teacher is required to ensure that an attendance register for all pupils on the school roll is 

taken twice a day; once at the start of the morning session and once during the afternoon session. For 
each pupil, the register must be marked either as present, engaged in an approved educational activity 
away from the school site or absent. If the pupil is absent, the register must say whether or not the 
absence has been authorised by the school. (Details on the marking of registers can be found in 
Department for Education, school Attendance guidance for maintained Schools and Local Authorities, 
November 2016). 

 
3  Authorised or unauthorised absence? 
 
3.1  Authorised absence is absence with permission from a teacher or other authorised representative of 

the school. This includes instances of absences for which a satisfactory explanation has been provided 
(e.g. illness). 

 
3.2  Unauthorised absence is absence without permission from a teacher or other authorised 

representative of the school. This includes all unexplained or unjustified absences. The categories of 
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authorised and unauthorised absences are explained in 
https://www.gov.uk/government/publications/school-attendance. 

 
4  Responsibilities of parents/carers 
 
4.1  Parents have the prime responsibility for ensuring that registered pupils of compulsory school age 

attend school regularly and on time. If a child does not attend regularly/on time, parents should work 
closely with the school and any assigned Education Welfare Officer to resolve the problem.  

 
4.2  The Senior Leadership Team can encourage a good working relationship with parents by regularly 

publicising the arrangements for notifying absence and the schools policy towards authorised absence 
in the home-school agreement and other communications. 

 
4.3 Parents are requested to provide medical appointment letter/appointment card/text message when 

the appointment is during the school day. 
 
5  School policy 
 
5.1  Monitoring and controlling school attendance should be a key part of the school objectives. The Head 

Teacher ensures that a clear policy on attendance is in place, which is known to staff, pupils and 
parents. The policy will be reviewed periodically and staff, pupils and parents should be reminded of 
its contents. 

 
5.2  There are many reasons why pupils miss school without permission. Consequently, there is no one 

solution to the problem of absenteeism. The Head Teacher will take the initiative that is the best for 
the school, taking into account the pupil’s individual circumstances. For example setting reward 
schemes, such as certificates and school trips. Other initiatives include: 

 
a. First day contact with parents of children who are absent from school without prior knowledge 
b. Attendance checks, scheduled or unscheduled 
c. Senior members of staff responsible for attendance 
 
5.3  A whole school approach to tackling absenteeism ensures that: 
 
a. Responsibility for promoting school attendance is shared by everyone in the school 
b. The issue of attendance policy touches all aspects of school life and relates directly to schools values, 

ethos and curriculum. 
c. Opportunities arise for multidisciplinary teamwork to promote the safeguarding and welfare of 

children 
 
5.4  If a pupil is absent without explanation when the register is taken, the school office contact the 

parents immediately 
 
5.5  The school has a policy of first day contact makes it clear to pupils and parents that absence is a matter 

of concern and will be followed up. 
 
6.         Holidays in Term Time 
 
6.1    Current government guidance (School Attendance and Absence), makes it clear that parents/carers do 

not have a legal right to take their child out of school for holidays in term time. 
6.2    Applications for leave must be in exceptional circumstances. Any request should be made at least two 

weeks in advance using ‘Request for Leave of Absence ‘form.  (See Appendix 1) 
6.3  Permission to take a child out of school during term time will only be granted in exceptional 

circumstances.  

https://www.gov.uk/government/publications/school-attendance
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6.4   The Headteacher has the right to limit the number of days under school leave.  If the school refuses a 
request for term-time leave and the child is still taken out of school, this will be recorded as 
unauthorised absence. 

 
6.5      If parents/carers take their child(ren) out of school without permission they will be committing an 

offence under the Education Act 1996. We may refer the matter to the Education Welfare Service who 
may decide to issue a penalty notice under Section 444A and 444B of the Education Act 1996. This 
carries a fine of £60 if paid within 21 days or £120 if paid after this but within 28 days. 

 
6.6       A leave of absence is granted entirely at the Headteacher’s discretion. 
 
7  Recording and Monitoring Absence Figures 
 
Each year the school submits to the Department for Education details of the level of absence within the 
school.  This includes how may half days were missed due to authorised and unauthorised absence.  School 
Business Services work in conjunction with Blanche Nevile School to carry out reporting to the Department for 
Education. 
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Appendix 1 
 

Application for annual leave of absence for pupil from school 

 
I would like to make application for leave of absence from school for my child (separate form for each child 
please). 
 
 
 
 
 
 
 
A total of   school days (excluding weekends and school closures) 
 
Reason for making the request  ............................................................................................................................ 
 
 ................................................................................................................................................................................. 
 
................................................................................................................................................................................. 
 
Name: (in block letters) ......................................................................................................... (Mr/Mrs/Miss/Ms) 
 
Address: ................................................................................................................................................................... 
 
................................................................................................................................................................................. 
 
Phone Number: ....................................................................................................................................................... 
 
Signed .................................................................................... (Parent/Carer)  Date: ............................................ 
 

Please return to the Headteacher  

 
Headteacher Comments 
 
................................................................................................................................................................................. 
 
................................................................................................................................................................................. 
 
Approved     Not Approved    Educational Visit 
 
 
Signed ............................................ Headteacher    Date ................................................. 
 
 

It is School policy that only in exceptional circumstances will permission be given to take a pupil out 
of school during term time.  We must take into account the effect this absence would have on pupils’ 
education and ability to achieve.   Failure to return to school on the specified date will result in those 
days being regarded as unauthorised absence and may result in the issue of a fixed penalty notice, 
prosecution in accordance with Section 434(6) of the Education Act 1996 and loss of place at Blanche 
Nevile. 

Name:   Tutor Group:  

Date (from): Date (to): 

 


