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PUPIL ATTENDANCE AND LEAVE OF ABSENCE 
 
 
 
Principals 
Dale Community Primary School seeks to ensure that all students receive a full-time 
education which maximises opportunities for them to realise their true potential. This policy 
aims to improve the attendance of Dale School’s pupils, to ensure their continuity of 
education and to contribute to the safety of pupils, by gaining knowledge of their 
whereabouts, during the school day. 
 
Statutory Framework 
• Under Section 199 of the 1993 Education Act a pupil is required to attend regularly at 

school where he or she is a registered pupil 
 
• Under section 7 of the Education Act 1996, parents are responsible for making their 

children of compulsory school age receive efficient full-time education that is suitable 
to the child’s age, ability and aptitude and to any special needs the child may have. 
This can be regular attendance at school or alternative provision (e.g. the parent can 
choose to educate their child at home) 

 
• The school is obliged by law to differentiate between authorised and unauthorised 

absence. A letter or telephone message from a parent does not itself authorise an 
absence 

 
• Only if the school is satisfied to the validity and appropriateness of the explanation 

offered by the letter/message will the absence be authorised (see below). 
 
Rights and Responsibilities 
Promoting positive behaviour and excellent attendance is the responsibility of the whole 
school community including pupils, parents, governors and staff. 
 
Pupils will: 
• Arrive to their registration class by 9.00am 
• Attend all lessons punctually 
 
Parents will: 
• Ensure that their child attends school regularly, punctually, properly dressed and in a fit 

condition to learn 
• Notify the school as soon as possible if a child is prevented from attending school or is 

late either in writing or by telephoning the school 
• Arrange medical or dental appointments out of school hours wherever possible 
• Inform the school in advance of any known absences 
• Attend meetings to discuss their child’s attendance and/or punctuality as appropriate 
• Work in partnership with the school to improve the attendance and punctuality of 

pupils 
 
Parents whose first language is not English, or who have literacy difficulties, will be offered 
appropriate support from the school in matters of communication. 
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School will: 
• Make attendance and punctuality a priority for all those associated with the school 

including pupils, parents, teachers and governors 
• Strive to provide a welcoming, caring environment, whereby each member of the 

school community feels wanted and secure 
• Promote positive behaviour and good attendance through its use of curriculum and 

learning materials 
• Work with pupils and their families to ensure each pupil attends school regularly and 

punctually and to improve the overall percentage of pupils at school 
• Provide support, advice and guidance to parents and pupils on issues relating to 

attendance and punctuality 
• Recognise the needs of the individual pupil when planning reintegration following 

significant periods of absence 
• Establish an effective system of incentives and rewards which acknowledges the efforts 

of pupils to improve their attendance and timekeeping 
• Challenge the behaviour of those pupils and parents who give low priority to 

attendance and punctuality 
• Develop a framework which defines agreed roles and responsibilities and promotes 

consistency in carrying out designated tasks in addition to positive and consistent 
communication between home and school 

• Develop a systematic approach to gathering and analysing attendance related data 
• Promote effective partnerships with the Education Welfare Service and with other 

services and agencies 
 
Promoting the Attendance and Punctuality of Pupils 
The school will promote the benefits of good attendance and punctuality to school 
through: 
• Whole school displays 
• Assemblies 
• Class learning 
• Awards 
 
Attendance Registers 
Attendance registers are taken twice a day.  Morning registers open at 9.00am and close 
at 9.15am. Pupils who arrive after 9.00 am must report to the school reception area where 
they will be recorded in the late book.  The school register will be amended to show their 
presence in school. Similarly, pupils who leave school during the day, for example 
because of illness or medical appointments will also be recorded by the administration 
staff. 
 
Registers show whether a pupil is present, engaged in educational activity off-site, or 
absent.   
 
Approved Educational Activities Off-Site 
The absence of pupils to take part in supervised educational activities outside the school 
but authorised by the school is recorded as ‘approved educational activity’. This is the 
equivalent of ‘present’ for the purposes of the annual absence return and performance 
tables, but it should be clear that such pupils are off-site for health and safety reasons or in 
the event of an emergency. The following activities show when the approved educational 
activity category can be used: 
 



Page 3 of 7 
 

• Dual registration arrangements with another educational establishment.  Both 
institutions share responsibility for the pupil. Failure to attend either institution, as 
instructed, without good reason is unauthorised absence 

• Field trips and educational visits, in this country or overseas 
• Participation in or attendance at approved sporting activities 
• Franchised pupils receiving part of their tuition off-site at another location while 

remaining under the overall supervision of the home school (i.e. a flexible arrangement 
short of formal dual registration). This can include special tuition for dyslexic children 
and sick children being taught at home but remaining on the school’s roll 

 
Recording Absence 
Where a pupil is absent from school the school must differentiate between authorised and 
unauthorised absence. By law, only the school can approve absence, not parents. School 
staff need not accept a parental explanation for a child’s absence, whether written, 
telephoned or given in person, if they doubt the explanation, and it is for the school to 
judge whether the explanation given is satisfactory justification for the absence. The 
information at the end of this policy shows types of absences which schools may treat as 
authorised. 
 
Roles and Responsibilities 
 
Inclusion Officers 
Actions When 
To update absences through register checks, phone calls, home visits. Daily 
To follow up all unexplained absence. Daily 
To contact parents about unexplained absence and/or periods of 
prolonged absence. 

Daily 

To ensure all letters are actioned at the appropriate intervention point 
making the Head Teacher aware of notification. 

Daily 

To arrange interviews with parents for pupils with persistent absences / 
historical absence concerns / punctuality concerns. 

Daily 

To produce pupil attendance profiles for attendance management 
and improvement and working with parents in regards to this data. 

Daily 

To identify and liaise with the Education Welfare Service regarding 
pupils as appropriate, arranging meetings and sharing information. 

Weekly 

To produce the appropriate certificates for assemblies, i.e. 100% 
rewards and certificates, improved attendance and punctuality 
certificates. 

When 
necessary 

To produce whole school primary analysis. Termly  
To provide attendance data to monitor whole school attainment. Weekly 
To promote the importance of good attendance and punctuality 
throughout all school actions. 

Daily 

To monitor all intervention strategies and their impact on whole school 
attendance. 

Daily 

To ensure school newsletter has a good attendance element. Termly 
 
Intervention Strategies 
Goals Rewards When 
Highest attendance percentage by class Trophy Weekly 
Improved attendance by pupil Certificate When 

necessary 
Pupil 100% attendance for whole school year 
(allowing for religious absence in line with LA policy) 

Head Teacher 
reward 

Annually 
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Through daily tracking, recognition and continuous intervention, measures are thoroughly 
monitored. Attendance letters will be issued to parents from school and/or meetings 
arranged, for poor attendance and lack of improvement in attendance. 
 
If absences persist they will be referred to an Education Welfare Officer with detailed 
evidence of all previous intervention. The pupil’s attendance record will be kept on the 
pupils file and EWO intervention recorded. 
 
Authorised and Unauthorised Absences 
Authorised Absence  
The school can authorise any absence but inappropriate use of authorised absence can 
be as damaging to a child’s education as unauthorised absence.   
 
Authorised absence is where the school has either given approval in advance for a pupil 
to be out of school, or has accepted an explanation offered afterwards as satisfactory 
justification for absence. 
 
All absences will be treated as unauthorised until the school has agreed on a satisfactory 
explanation. 
 
Unauthorised Absence 
Unauthorised absences are those which the school does not consider reasonable and for 
which no “leave” has been given. This includes:  
 
• Parents keeping children off school unnecessarily 
• Truancy before or during the school day 
• Absences which have never been properly explained 
• Children who arrive at school too late to get a mark 
 
Categories of Absence  
Family holidays during term time - Parents should not take pupils on holiday in term time. 
No leave in term time will be authorised. 
 
The school reserve the right to delete from roll a pupil who fails to return within ten 
unauthorised days of absence. 
 
Under special circumstances at the discretion of the Head Teacher leave may be 
authorised - The school will consider each request individually. Only exceptional occasions 
warrant leave of absence and at the discretion of the Head Teacher. The school will take 
into account:  
• The nature of the event 
• Its frequency (is it a one-off or likely to become a regular occurrence?) 
• Whether the parent gave advance notice 
• The pupil’s overall attendance pattern 

 
Illness, medical and dental appointments - Where the school believes that a child is 
genuinely unwell the absence will be authorised.   

 
Pupils attending a medical or dental appointment but arriving before the registers close 
will be marked as late, pupils arriving after the registers close will be marked as medical. 

 
If a pupil is present for registration but has a medical appointment later, or goes home 
because of illness, no absence will be recorded for that session. The school will keep a 
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record of pupils leaving or returning to site in case of an emergency. If the authenticity of 
illness is in doubt, the school may consult the School Health Service, or the pupil’s GP. A 
pupil receiving medical treatment on site will be marked as present. 

 
Days of religious observance - This is absence to take part in any day set aside exclusively 
for religious observance by the religious body to which the parents belong, including 
religious festivals. The school will be sensitive to such requests but the request must be 
made prior to absence and only two days will be allowed in any academic year. 
 
Exclusions - A pupil excluded for a fixed period remains on roll and the absence will be 
treated as authorised as it results from a decision taken by the school.  

 
Similarly, the absence of a permanently excluded pupil is treated as authorised while any 
review or appeal is in progress.  

 
In the case of a permanent exclusion the pupil's name should be removed from the 
school roll on the first school day after the day on which: 

 
• The independent appeal panel upholds the permanent exclusion; or 
• The independent appeal panel does not uphold the permanent exclusion, but does 

not direct the pupil's reinstatement; or 
• The prescribed period for lodging an appeal has expired and the parent has not 

lodged an appeal; or 
• The parent has, before the expiry of the prescribed period, advised the LA in writing 

that he does not intend to appeal. 
 
In the meantime the absence will be recorded as authorised. The school will set work for 
an excluded pupil who remains on the school roll 

 
Lateness - The school discourages late arrival and will be alert to patterns of lateness 
which could provide grounds for prosecution. For safety reasons, it is important that pupils 
who are late report immediately to the school office for registration. These records are 
invaluable in the event of an incident such as a fire.  In circumstances such as bad 
weather or public transport difficulties, the school may keep registers open for a longer 
period. 

 
Continued Absence Issues 
Where the unauthorised absence appears to be a problem with a particular pupil, the 
school will: 
 
• Contact parents to alert them to concerns regarding the attendance of a pupil 
• Invite parents to an attendance meeting in school to discuss any problems and to set 

targets to improve a pupil’s attendance 
• Request support from the Education Welfare Service when necessary 
Parents whose children are experiencing difficulties should contact the school at an early 
stage and work together with staff in resolving any problems. If difficulties cannot be 
sorted out in this way, the school or the parent may refer the child to the Education 
Welfare Officer. 
 
Parents should be aware that any type of absence will have a negative effect upon a 
child’s progress at school and be reflected in their attendance record. All absences will 
be considered to be unauthorised until parents provide a reason to justify the absence 
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that is accepted by the school. The school has a responsibility to report any unauthorised 
absences to The Local Authority who have powers to ensure that children attend school.   
Following government guidelines, parents and carers can be prosecuted for irregular 
attendance and unauthorised absences and fined up to a maximum of £2500 or 3 months 
imprisonment. The Education Welfare Service now issue Fixed Penalty Notices (FPNs) 
following periods of unauthorised absence or truancy sweeps. The FPN is £60 if paid within 
21 days and rises to £120 if paid before 28 days from the date of issue. Failure to pay will 
result in legal proceedings. 
 
Alternatively, parents may wish to contact the EWO themselves to ask for help or 
information. They are independent of the school and will give impartial advice.  Their 
telephone number is available from the school office or by contacting the Local 
Education Authority. 
 
Removal of a Pupil from the School Roll 
Should a child be removed from the school roll due to unauthorised absence, it is the 
parent’s responsibility to contact the Local Authority to secure a school place. The pupil 
will not necessarily be placed back in to the school from which he/she has been taken off 
roll. 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Anthony Adams 
Chair of Governors 

 
February 2015 
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Extended Absence in Term Time 
 
 
 

Pupils attend school for a maximum of 190 days each academic year. Regular 
attendance is vital for your child’s educational progress.  
 
The Local Education Authority expects all parents / carers to ensure that their children 
attend school whenever possible. Absences due to holidays taken during school time 
could hinder academic progress. 
 
At Dale School 

• No pupil will be granted holiday leave 
 

• School will only authorise 2 days’ absence for religious celebrations in any school 
year. Additional days will not be authorised and penalty fines will be issued 
 

• Penalty fines are £60 per child per parent rising to £120 per child per parent if not 
paid within 28 days 
 

• Should a child be removed from the school roll, it is the parent’s responsibility to 
contact the Local Authority to secure a school place 
 

• Children will be removed from the school roll after 20 days unauthorised absence 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(Parent / Carer information) 


