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Holy Trinity Primary School 
 

Attendance Policy 
 

November 2018 Edition 
 

  
The school and governors are committed to the safekeeping of all children who attend the school, and 
recognise their responsibility for child protection. 
The aim of this policy is to enable children to fulfil their potential as persons created in the image of God, to 
raise the aspirations of their future and celebrate their skills and knowledge. 
Central to raising standards in education and ensuring all pupils can fulfill their potential is that pupils need to 
attend school regularly to benefit from their education. 
All pupils are expected to arrive and leave school punctually and we emphasise this to parents.  
There is no entitlement to authorised absence during term time. 
 
The Government expects schools and Local Authorities to: 

• Promote good attendance and reduce absence, including persistent absence 
• Ensure every pupil has access to full time education to which they are entitled 
• Act early to address patterns of absence 

 
All staff are concerned for the children’s welfare and happiness and everyone plays a part in promoting 
regular attendance among the pupils. However, children should not attend school if they are unwell. 
 
Aims 

♦ To foster a climate where regular attendance and punctuality are valued by the school community – 
teachers, parents and pupils. 

♦ To provide a framework, with agreed roles and responsibilities. 
♦ To provide support and guidance for parents and pupils. 
♦ To develop positive and consistent communication between home and school, including set 

procedures for attendance information. 
♦ To develop a systematic approach for gathering and analysing data. 
♦ To improve the overall attendance of pupils at school and reduce unauthorised absence. 
♦ To implement a system for rewards and sanctions. 
♦ To promote effective partnership with the Education Welfare Service and other agencies. 
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Principles and Strategies 
 
Communication 
Information on punctuality, unauthorised absence and illness is set out in the School Prospectus. This 
emphasises the importance of being at school on time and notifying the school if a child is absent for any 
reason. 
The importance of regular attendance is discussed and explained at the Pre-school Induction Meetings 
held each year for children about to enter Reception Class. This reiterates that parents and children 
should arrive at school on time, so that each child can be given the best possible start to the school day. It 
is also stressed that young children particularly should be collected promptly, as they can become upset if 
left behind on their own. Parents are asked to share any worries that their child might have in school. 
Parents need to be aware that even little things can upset children, which means that they might become 
unhappy and might not want to come to school. 
 
Children are also admitted to school at various times of the year, and into various year groups. All parents 
requesting a place are asked to make an appointment with the Headteacher. At this meeting, the 
importance of regular attendance and punctuality is always highlighted, together with other school 
routines. The Governing Body has agreed the following: 
 
Attendance Target 
The governors expect pupils to attend school regularly and this means being present on every day that the 
school is open to pupils.   

Leave of absence: 
Only exceptional circumstances warrant an authorised leave of absence. The Governors delegate 
responsibility for authorising absence to the Headteacher who will consider each request individually, 
taking into account the circumstances. Circumstances reviewed are the nature of the event, the frequency 
of the event, the amount of advance notice, pupil attainment, previous attendance and ability to catch up 
on missed schooling. 
 
Holidays authorised by the school: 
Leave of absence for holiday will not be granted unless the circumstances are exceptional. 
Every case will be considered and authorised absence granted only where it is established that the 
circumstances are compelling enough to warrant the leave. Reasons NOT meeting the criteria include: 
 
• Relatives coming to visit 
• Cheaper holidays in England and abroad 
• Family day trips 
• Visiting family/friends that have different half term holidays and may include refusal to attend family 

weddings and visits to see family abroad. 
 
Medical or dental appointments 
The school encourages parents to make all routine medical and dental appointments out of school where 
possible. 
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Religious Observance 
A day leave of absence may be authorised for religious observance.  This would not normally be expected to 
exceed three days in any one school year. 
 
Unauthorised absence 
 
If the school does not authorise a leave of absence for the purpose of a holiday but the parents still take the 
child out of school, or the child is kept off longer than agreed, the absence is unauthorised. The regulations do 
not allow the school to give retrospective approval. 
 
Parents are asked to complete a Request to take absence in term time form (Appendix 1) if they wish to 
take their child out of school for any reason. The Headteacher approves absence from school.  
 
Authorised and unauthorised absences are explained to parents.  
 
All parents should contact school if their child will be absent or late. A telephone call is acceptable; a diary 
is kept in the office to record telephone messages and we record the name of the child, class and reason 
for absence. 
 
When their child returns, parents should send a letter to school explaining the absence. 
 
Parents may call at the school to see the class teacher to notify their child’s non-attendance.  
 
All information is used for Class Registers.  
 
If no notification is received about a child’s absence, the senior administrator or admin assistant contacts 
the parent/guardian.  
 
The school will record the absence as unauthorised if not satisfied of the authenticity of the illness but will 
advise parents of their intention. 
 
Registration 
This school uses a SIMS registration system and the Register is completed in the morning at 9.00am and 
afternoon at 1.15pm. Registers close at 9.10 am and 1.30pm. A pupil will receive a late mark between 
9.00 and 9.10am and 1.15 and 1.30pm. All pupils who are late must report to the office and their parents 
must sign them into school in the late book, giving a reason for the late arrival.  
 
Office staff are responsible for collating Attendance Records in school and notify the Headteacher if there 
is any reason for concern. At the end of the year, each child’s attendance is analysed and a copy is given 
to parents with their child’s School Report. 
 
The school profile records the school attendance figures for authorised and unauthorised absence. These 
figures can also be found in the Ofsted Report and the School Prospectus. 
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Absence 
If a child is not in school, the school will phone on the first day of absence. If no reply is received, a call will 
be made to the second contact number on record. The school will ensure that there is a minimum of two 
contact numbers for all children. If no communication can be made with either contact the advice of the 
EWO will be sought. Personal information sheets all contain a question asking for any relevant family or 
personal information to be supplied.   
 
Concerns 
Attendance records are kept in the school office and are examined regularly. If there is a frequent pattern 
of absence from school, office staff will telephone the parents to ascertain the reason for persistent 
absence. If there are concerns about a child’s non-attendance or unpunctuality, the class teacher consults 
the Headteacher immediately. Details of attendance or late percentage are extracted from the computer 
database. A Pupil Support Group, comprising of the Headteacher, SENCO, HLTAs and the Safeguarding 
governor meet 6 times a year to discuss welfare, social and attendance matters. A list showing those 
children with less than 90% attendance is generated. Each child and their circumstances is discussed and 
actions agreed. This may result in letters sent to parents, holding a School Attendance Meeting (SAM) or 
in agreeing to instruct the LA to issue a Penalty Notice Fine. 
 
Absence through Illness 
Holy Trinity continues to provide as much education as the child’s medical condition allows to keep up the 
momentum of their learning. 
 
We monitor attendance of those pupils who are absent from school because of short-term or chronic 
illness, and close links are maintained with parents. 
 
Educational support, including the provision of work and materials is provided for those pupils who are 
absent from school, with medical conditions for more than 14 days.  
 
The reintegration of children into school after a long absence through ill health is considered a high 
priority. The school consults parents about general concerns, medical issues and the timing and pace of 
return. Staff, including the class teacher, Teaching Assistants, and Home or Hospital Tutor meet to discuss 
the return to school. Friends and other pupils are encouraged to help the child settle back in school. Extra 
support is provided (subject to available resources) after an analysis of the child’s needs. 
 
Truancy 
Although truancy is very rare at Holy Trinity if staff suspect that a child might be playing truant, action is 
taken immediately. 
 
If truancy is suspected, the Headteacher and the Educational Welfare Officer are notified. Parents are 
contacted, either by telephone or a home visit. We encourage parents to bring their child to school, so 
that the reasons for truancy can be discussed and, we hope, resolved. If the Headteacher is unable to talk 
to the parent(s), he or she talks to the child to find out if there are any worries or problems in school that 
might make that child not want to attend.  
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Lateness 
External doors open at 8.45am and close promptly at 9.00am, by which time pupils should be in class 
ready for registration. Pupils arriving in school after 9.00am report to the school office where they sign in. 
Arrival between 9.00am and 9.10am, when registers close, triggers a ‘late’ mark. Arrival after registers 
close at 9.10am is recorded as an unauthorised absence unless there is an exceptional reason for the late 
arrival. 
 
Rewards 
The Governors intend to promote good attendance and to recognise and reward the pupils with an 
excellent attendance record. Certificates will be issued at the end of each term for those children with 
100% attendance. At the end of the academic year a gold award will be presented to those children with 
100% all year and a silver award to those with 97% - 99% attendance.  
 
Penalty Notices 
A Penalty Notice is a fine issued and administered solely by South Gloucestershire Education Service 
within the Education Learning and Skills Division on behalf of the LA. Penalty notices are a fine of £60 per 
pupil/per parent rising to £120 if paid after 21 days but within 28 days, imposed on parents and are an 
alternative to the prosecution of parents for failing to ensure that their child of compulsory school age 
regularly attends school. 
If more than 10 sessions of unauthorised absence or holiday is taken in 7 school weeks the Headteacher 
will authorise that a Penalty Notice is issued. There is no right of appeal against the Penalty Notice but 
parents need to contact the Senior Education Officer, Amanda Lowe (see below) if they believe that they 
are not guilty of the offence. 
 
This policy will be monitored for application and impact by some/all of the following: 
Regular reports from the Headteacher to the Pupils and Curriculum Committee. 
Written reports in the HT report to Governors. 
Monitoring by the Pupil Support Group. 
Scrutiny of Attendance information and data from the Local authority. 
 
 
Date policy agreed: September 2006 
Latest Review: November 2018 
Next Review: September 2020 
 
Amanda Lowe: Senior Education Officer   Tel: 01454 863403 
Email:amanda.lowe@southglos.gov.uk 
 
APPENDIX 1: Request to take absence in term time 
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HOLY TRINITY PRIMARY SCHOOL 

REQUEST TO TAKE ABSENCE IN TERM TIME 
 
 

 
 
**Before completing this request form, parents are asked to refer to the Attending School Leaflet. Completed forms should be returned to the 
office well in advance of the proposed absence, and well before any holiday booking is made. 
 
Permission is requested for the absence of: 
Name Class 

 
From  To Total number of Days 

 
 
Inclusive, in order for him/her to be absent from school 
Please give details of circumstances which require absence from school during term time (If this section is not completed, 
permission will be refused). 
 
Reason for Request for Absence (please tick as appropriate) 
Doctor Appointment  Family Bereavement   Religious Observance  
Dental Appointment  Study Examination  Other Medical Appointment   
Hospital Appointment  Family Funeral     
Other Circumstances (Please Specify) 
 
 
 
 
FOR MEDICAL AND DENTAL APPOINTMENTS YOU ARE POLITELY REQUESTED TO PROVIDE AN APPOINTMENT CARD OR LETTER. 
 
Signature of Parent/Guardian____________________________________ Date _________________ 
 
For completion by Office: 
 
Previous attendance record is:  good / satisfactory / poor 
 
The proposed dates coincide with _____________________________ 
 
Any previous absence during the term time during this school year: 
 
 
 
Headteacher’s Decision: 
 
Permission for the above absence is:       Granted / Refused 
 
If permission has been refused, the reason is: _________________________________________ 
 
 
(If absence is taken after being refused, it will be classed as an unauthorised absence) 
 
 
Signed __________________________________________________ 
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Why is it important for children not to miss school?  

Most Parents want their children to get on well in life.  Nowadays, it is more important than ever to have a good education behind you if you want 
opportunities in adult life.  Children only get one chance at school, and your child’s chances of a successful future may be affected by not attending 
school regularly. 

   

If children do not attend school regularly, they may not be able to keep up with school work.  In a busy school day it is difficult for teachers to find 
the extra time to help a child catch up. 

   

And it’s not only the academic work.  Missing out on the social side of school life, especially at primary school, can affect children’s ability to make 
and keep friendships, a vital part of growing up. 

   

Setting good attendance patterns from an early age will also help your child later on.  Employers want to recruit people who are reliable.  So 
children who have a poor school attendance record may have less chance of getting a good job. 

  

What does the law say?  

By law, all children of compulsory school age (between 5 and 16) must get a suitable full time education.  As a parent, you are responsible for 
making sure this happens, either by registering your child at school, or by making other arrangements which provide a suitable education. 

   

Once your child is registered at a school you are responsible for making sure he or she attends regularly.  If your child fails to attend regularly, even 
if they miss school without you knowing, the Local Authority (LA) may take legal action against you (see below). 

   

The LA is responsible for making sure that parents fulfill their responsibilities.  Parents are responsible for making sure that their registered children 
attend school regularly. 

 

What about authorised absences?  

Of course, there may be times when your child has to miss school because he or she is ill.  This is to be expected and for the odd day off sick you 
should follow the school’s procedures for notifying illness. 

   

Children may also have to attend a medical or dental appointment in school time.  However, you should try to make routine appointments such as 
dental checkups during the school holidays or after school hours .For medical and dental appointments you are requested to provide evidence in 
the form of appointment cards or letters. 

   

Any absence must be requested as far in advance as possible.  Absence can only be authorised by the school. 

   

If you think you might need to take your child out of school, discuss the reasons with the school as soon as possible.  Reasons such as family 
bereavement or taking part in a religious event would be acceptable for short absences.  Unacceptable reasons for missing school include shopping 
and birthdays. 

   

What about holidays in term time? 

The Headteacher will not authorise absence for holidays during term time unless the circumstances are exceptional.  

Each application is considered individually by the school, taking into account factors like the timing of the holiday and the child’s attendance 
record.  You should negotiate absence with the school as early as possible.  Schools will only consider any additional absence during term time in 
exceptional circumstances.   

As a parent, you are committing an offence if you fail to make sure that your child attends school regularly, even if they are missing school without 
your knowledge. 


	Aims

