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Rationale 
 
As a community of learners, committed to lifelong learning, we want to encourage pupils to have 
high levels of attendance during the school day, and to take full advantage of resources and 
opportunities offered outside the normal school hours.  We believe that high attendance rates are 
essential in enabling pupils to achieve their full potential in school. 
 
We aim to maximise attendance for all pupils by valuing and rewarding high attendance rates and by 
working in close partnership with parents. At the start of every year we set all pupils an attendance 
target of 100%.  To this end we would ask parents to avoid disruption to their children’s 
attendance unless there are exceptional circumstances. Should there be a need for parents to 
request ‘Exceptional Leave of Absence’ the following guidelines will be applied. 
Each request will be considered on its own merit, bearing in mind elements such as family crisis or 
special occasions. This does not include economic factors or convenience.  
The essential points are: 

• Parents must seek leave of absence from the Headteacher 
• Each request is assessed on its own merits 
• Pupil regulations state that families leaving the country without requesting leave or failing to 

return on an agreed date risk the loss of their child’s place. 
The following are currently regarded as ‘Exceptional Circumstances’: 

• A family wedding – 1 day 
• A funeral for a family member 1 day 
• Family trauma Heads discretion 

Any other circumstances not listed will also be at the Heads discretion. 
All requests must be put in writing on the school’s pro forma and presented to the Headteacher 
 
Parents should arrange medical and dental appointments in out of school hours. 
 
We have a duty to monitor patterns of attendance efficiently, so that difficulties over attendance 
can be picked up and dealt with swiftly and effectively by the attendance officer in liaison with 
external support agencies such as the Education Welfare Service. 
 
Where absence from school is unavoidable, we are committed to supporting pupils and their 
parents through the regular setting and marking of work, and through close liaison with home 
tuition services. 
 
Guidelines 
 
If a child is absent it is the responsibility of the parent or carer to inform the school on the first day 
of absence.  There is a specially designated line for pupil illness which can be accessed at all times.  
Likewise telephones are manned in the school from 7:45 am – 5:00 pm on school days. 
 
On return to school pupils should bring a signed note explaining their absence.  If a member of staff 
(teaching or non-teaching) has had a telephone conversation with the parent or carer and received 
a satisfactory explanation as to their absence and its duration a note will not be necessary. 
 
Whilst parents must take responsibility for their children’s attendance in the first instance, the 
following staff are directly responsible for monitoring and following up pupils absences. 
 
 
 



 

 

Form Teachers are responsible for – 
 
1)   the accurate marking of statutory registers at the start and end of each day 
 (using their laptops (appendix 1 symbols to use) 
2) following up absence with the assistance of the Attendance Officer and making accurate 

returns regarding reasons for absence 
3) discussing absences that are of concern with the House Leaders and Attendance Officer and 

agreeing action 
4) being aware of any pupils being referred to the EWO and outcomes of parental engagement 
 
Teachers are responsible for – 
 
1) the accurate marking of a register at the start of each lesson and raising concerns over 

attendance with Form Teachers, Attendance Officer and House Leaders. 
 
Attendance Officer is responsible for – 
 
1) ringing home on the first day of absence where there are known attendance issues, and, 

when possible, where there are absences for which we have not received a satisfactory 
explanation 

2) discussed strategies for dealing with pupils who have patterns of chronic or unauthorised 
absence 

3) processing returns regarding numbers on roll, and the percentage of authorised and 
unauthorised absences 

4) making referrals to EWO and home tuition 
5) monitoring attendance of pupils on work related learning programmes 
6) detaining pupils for attendance issues 
 
House Leaders are responsible for – 
 
1) maintaining an overview of attendance in their house 
2) encouraging high levels of attendance through the house system 
3) liaise regularly with the Attendance Officer 
4) support the Attendance Officer by alerting Form Teachers of any inaccuracies in marking 

the register on the follow up of absences  
 
Deputy with responsibility for Attendance 
 
1) to oversee all attendance issues 
2) decide when the school will or will not authorise absence  (in the case of unusual patterns 

of absence), and notify form teachers and the Attendance Officer 
3) Convene at attendance panel as and when necessary 
 
Written notes explaining pupils’ absences will not be required when a member of  
staff (teaching or support) has spoken to a parent and received a satisfactory explanation. 
 
Pupils who are being re-integrated into school after a protracted period of absence will be offered 
support from the Head of House and/or SENCO.  Where appropriate, they will be given an 
Individual Education Plan with targets including attendance, and will be monitored by a nominated 
lead professional. 



 

 

Pupils excluded from school will be marked in the register with E by the attendance officer.  
Parents will be notified of the exclusion and work will be set for them to complete at home. 
 
In the event of a six day or more exclusion, procedures outlined by the authority will be followed. 
 
Pupils’ lateness to registration and lessons will be treated seriously.  Persistent lateness will lead to 
contact with home and late detentions.  Pupils will be encouraged to aim for good attendance and 
punctuality through SEAL activities, assemblies and the rewards system. 
 
Special arrangements may be necessary around the time of examinations, and parents will be 
informed at least a week in advance about such arrangements. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Appendix 1 
 
Symbols for use in register 
 
I = Illness 
L = Late 
M = Medical appointment 
C = Authorised absence 
H = Holiday 
V = Educational visit 
W = Work experience 
B = Educated elsewhere – exclusions entered by Attendance Officer 
O = Unauthorised absence 
N = No reason yet provided 
J = Interview 
D = Dual registration 
F = Extended family holiday 
G = Holiday not agreed 
R = Religious observance 
E = Exclusion 
 
Appendix 2 
 
Guidelines for pupils arriving late 
 
First occasion  L is recorded in register, Form Teacher speaks to pupil  
Second occasion L is recorded in register in the same week, Form Teacher warns pupil 
Third occasion  L is recorded in register in the same week, Form Teacher sets a detention 
 
Repeated lateness -involve attendance officer who will 
 

• speak to and detain pupils accordingly 
• notify parents 

 
Continued lateness - attendance officer to involve Head of House who will 
 

• speak to the pupils and invite parents into school 
• set a formal detention 
• negotiate targets for improved punctuality with rewards attached 
• monitor closely 
• pass on to relevant deputy any pupils who have not responded to these interventions 
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Permission for Exceptional Leave of Absence Form 
 

If you would like to apply for permission for your child to be absent from school for exceptional 
circumstances, you must complete this form and present it to the Headteacher (wherever possible 
at least 10 days in advance of the proposed leave).  Please consult the attendance policy on the 
school website, which describes what constitutes exceptional circumstances for absence, before 
completing the form. 
PARENTS SECTION (to be completed first) 
Surname of 
child 

 First name  

Date of birth 
 

 Year group  

Surname of 
parent/carer 

 First name  

Address of 
child 

 

Postcode  Telephone 
number 

 

 
 
Information 
about the 
request for 
your child’s 
leave of 
absence 

Reason for 
the absence in 
term time 

 

Would (s)he miss any national tests or examinations? Yes No 
Is her/his attendance already below 95% or a previously agreed 
individual target? 

Yes No 

Is the requested absence during the month of September? Yes No 
Would (s)he be absent for ten days or more? Yes No 
Has (s)he already had leave during term time this year? Yes No 
Has (s)he asked for leave during term time in previous years? Yes No 
If your child has had absence during term time approved during this 
school year please state the number of days previously agreed. 

 

Length of 
absence (school 
days) 

 From 
(date) 

 To 
(date) 

 

 
Emergency telephone 
contact 
 

 

 
Parent/Carer signature 
 

 

For school use only – The cost, convenience or availability of a holiday must not be 
taken into consideration 



 

 

Does the absence requested occur in September? Yes No 
Does the absence occur during a period of national tests or exams? Yes No 
Is the child’s attendance below 95% or an individually agreed target? Yes No 
If this request is approved will the child’s absence exceed 10 days in this school year? Yes No 
Has the child had 2 days absence this year for religious observance? Yes No 
Notes: 

 
Signed: 

  
Absence Approved 

 
Yes 

 
No 

 
 
 

 

 


