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In writing this booklet we are aiming to answer some frequently asked 
questions regarding attendance and absence. 

Why do I have to inform school if my child is off? 

It is important that we receive an explanation for EVERY absence. 
Any unexplained absences are regarded as truancy according to 
government guidelines. We are required to complete an annual return 
of children’s attendance with details of authorised (i.e. explained ) and 
unauthorised (unexplained ) absences. 

It is very important to understand that ONLY SCHOOL CAN 
APPROVE ABSENCE, NOT PARENTS/CARERS. 
It is the parent’s/carer’s duty to ensure that these requirements are 
carried out, NOT the child’s. The same applies for making sure that 
children arrive at school on time. Information about absence can be 
passed on to the school in several ways, all of which are acceptable: 
Verbal communication by the parent/carer to the class teacher 
A telephone call to the school office—921 1430 on the first day of 

absence and every following day 
Response to the text message sent by the office 
In writing by yourself 
If we have not received a reason for your child’s absence we will 
contact you by  text or telephone on that day. 

Can I take my child to the doctor or dentist in school time? 

We would ask that you try to make appointments out of school time.  
Advance notice of dental,  hospital  or doctor’s appointments should be 
given and a copy of the appointment card produced. If your child has 
to leave school to attend an appointment, he/she MUST be collected. 
We cannot allow children to make their own way. We would normally 
expect to see the child in school in the session before and after the 
appointment. Routine dental checks should take place outside the 
school day.  
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Is Leave of Absence allowed in school time? 
This may be allowed but the granting of this leave of absence is only for 
exceptional circumstances. (please refer to the school attendance policy 
on the website). Permission will NOT be granted for leave of absence 
during May , as important tests are undertaken during this month. 
Absences in September will not be authorised as it is also crucial that 
children are not away  at the start of the school year. This is an 
important time when they are settling in and getting used to new 
routines. Every absence from school disadvantages your child. 

Can I keep my children at home on days of religious observances, 
e.g. Diwali, etc. to celebrate with the rest of the family? 
Yes, this can be authorised by the school but please let us know in 
advance. 

Can I keep my child at home when the school is celebrating Easter 
or Christmas because we don’t celebrate them? 
No. From 2018, school will be providing an alternative education for the 
children who cannot participate in Christian festivities e.g. Christams 
and Easter—including rehearsals and concerts that are part of these 
celebrations.  Your child’s teacher will provide the details of the 
alternative provision so your child is still receiving their entitlement to 
an education.  It is the school’s responsibility to provide an alternative 
education at appropriate times in the school year.  Any sessions not 
attended at these times will be marked as unauthorised absences for 
children of statutory school age. 

What will happen if my child’s absence is unauthorised? 
If there  are a number of unexplained  absences or absences which 
appear to  form  a pattern we will ask the Education Welfare Officer to 
investigate the reasons.  You may be invited to attend a panel meeting 
where the emphasis is on supporting you and your family to improve your 
child’s attendance and punctuality at school and increase their 
performance and attainment. 

When a child has 10 absences (10 half days or 5 full days) where no 
reason has been given  a penalty fine will be issued by the Authority. 

If a child is taken on holiday without a request being made then this may 
also result in a penalty fine. Please refer to the full attendance policy 
for further details which is available on the school website. 
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When is my child late for school? 

Your child will be marked late if he/she misses registration in his/her 
classroom. The school doors are open at 8. 35am and we expect children 
in KS1 and KS2 (years 1—6) to be in their classrooms by 8.45am when 
the doors are closed.  Children then need to enter school via the main 
reception and they will be marked as late. 

In Foundation Stage (Nursery and Reception) the doors are open at 
8.40am and closed at 8.50am.  If your child arrives after 8.50am they 
will receive a late mark. 

If your child arrives at school after 9.30am his/her lateness  will be 
regarded as an unauthorised absence for that session. 

Does the school reward good attendance? 
Each week the class who have the highest attendance in each key stage  
will receive a certificate.  At the end of each half term  the class in 
each key stage with the highest overall average will have non-uniform 
day on the last day of term. 

In KS1 and KS2 each week all children who have 100% attendance for 
the previous week or who have been identified as having improved 
attendance will go into a draw and the winner in each key stage will 
receive a £5.00 shopping voucher. 

At the end of the school year children who achieve a full year’s 
attendance will be presented with a certificate and pin badge. Your child 
must have no absences OR lates to achieve full attendance. 

If you have any questions or concerns, please do not hesitate to contact 
us—we are only too willing to help. 

Finally, a word of thanks for the many parents who help us to maintain 
the high standards we are setting. By working together in partnership, 
we can provide the best opportunities for the children in the community. 
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