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Attendance and Absence Policy

Introduction
At Eastergate CE Primary School we believe that, in order to reach their full
potential, children need to attend school regularly and punctually. High levels of
absence are associated with low academic achievement.
We aim to work together with parents and carers to ensure that all children
registered at the school attend both regularly and punctually.
We aim to work in partnership with parents and carers to ensure good two-way
communications and sharing of information between home and school.

Aims of the Attendance & Absence Policy
●
●
●

To support the general aims of the school;
To help promote and maintain high attendance and punctuality;
To reinforce that high levels of absence are associated with low academic
achievement;
● To detail procedures for noting that children are absent and for appropriate
follow-up;
● To help clarify ‘authorised’ and ‘unauthorised’ absence;
● To assist children whose attendance is a cause for concern

Responsibilities
Parents/Carers
Parents and carers have a legal duty to ensure that children of compulsory school
age attend on a regular and full-time basis and to ensure their children are punctual.
Parents and carers are responsible for ensuring that their child attends and stays in
school unless alternative arrangements for their education are made.
Parents and carers are responsible for notifying the school of external appointments
and where possible will make appointments out of school hours. Copies of
Hospital/Doctor/Dentist appointments should be shared with the school.
Parents and carers are responsible for informing the school of any absence. This
must be on the first day of absence. They can telephone the school and speak to a
member of staff or leave a message on the school’s absence line. They should
state the nature of the illness and when the child is expected to return to school. If a
child is absent and the school has not received any notification of the absence then
the school’s attendance administrator will contact the parent/carer. Parents and
carers need to keep the school informed of continued absence.
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Parents and carers can be prosecuted under the Education Act of 1996 for failing to
ensure their child’s attendance at school with the following exceptions:
●
●
●

The pupil was absent with permission from school;
The pupil was ill or prevented from attending by an unavoidable cause;
The absence occurred on a day exclusively set aside for religious
observance by the religious group to which the family belongs and a
completed request for absence was received in advance by the school.

Children
●
●

To understand the need to attend school regularly and punctually;
To begin to take responsibility for themselves and their attendance

Headteacher, Deputy Headteacher & Governors
●
●

To monitor attendance data;
To ensure that school has a systematic approach to the promotion and
maintenance of high attendance and the management of poor attendance;
● To follow up the support available to children whose attendance is a cause
for concern;
● To ensure staff understand and follow procedures for registration and for
dealing with absence and lateness;
● To provide staff training as necessary for matters relating to attendance.
Class Teachers
●
●
●
●

To mark registers in an appropriate manner;
To understand and implement the school’s policy on attendance;
To encourage high attendance and punctuality;
To discuss with parents initial attendance/punctuality concerns at
Consultation Appointments;
● To liaise with the Assistant Headteacher or Headteacher with regard to
support for children whose attendance is a cause for concern and
follow up as appropriate.

Absence in School Time
In September 2013 the policy changed following amendments to the Education Act
2006, references to family holiday and extended leave, as well as the statutory
threshold of ten school days were removed. Time off school for family holidays is
not a right and is now actively discouraged by legislation and case law.
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Absence Requests
If a request for leave is absolutely unavoidable parents should complete a ‘Request
for Leave from Learning in School Time’ form, wherever possible, two weeks in
advance of any planned absence. Each request for absence is dealt with on its
own merits and all the available evidence/additional information is considered.
Copies of the ‘Request for Leave from Learning in School Time’ form can be printed
from the school website or obtained from the school Reception.

Authorised and Unauthorised Absence
Government guidelines state that children can only be absent for the following
reasons:
● illness and treatments
● days of religious observance
● exceptional family circumstances
Absence requests will not be authorised for:
● Holidays
● Days out (including long weekends, birthday treats, visiting relatives)
Requests for absence to attend funerals or associated events are responded
to sympathetically and are normally authorised by the school.

Fixed Penalty Notices
Regular unauthorised absence by a child will be scrutinised by the school and may
attract one or more of the following interventions:
● A warning letter
● Request for parents/guardians to attend the school for an interview to discuss
attendance
● Referral to Local Authority (Pupil Entitlement: Investigation Team)
● Referral to Social Services (in cases of child welfare concerns)
If your child has 10 unauthorised sessions (a session is half a day) of absence
within a 10 week period, we will inform the Pupil Entitlement Investigation Team
who may choose to serve a Fixed Penalty Notice on the parents/carers.

Illness
If your child is too ill to attend school, you must contact the school on the first
morning of absence, ideally, before school starts. You can do this by telephone
01243 542297 (answer machine available) or email
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office@eastergate.w-sussex.sch.uk
●
●
●

You must give a reason for absence.
You must telephone or email each day your child is absent.
If your child does not arrive at school and you have not contacted the
office, we may contact you to ensure the child is safe.

Children Missing in Education
If a child fails to attend or appears to have disappeared, and the period of absence
is unusual, the school will make every effort to trace the child and will also inform
the ‘Children Missing in Education’ team at the Pupil Entitlement Service. If the
Child is Looked After or the subject of a Child Protection Plan, the school will notify
the Key Worker within the first 24 hours of absence, if no contact has been made
with the parent/carer. In the event of it being suspected that the child is at
potential risk of harm, the school will notify Children’s Social Care Services and/or
the Police Child Protection Team immediately.

Punctuality
It is vital your child arrives at school on time and is prepared for the school day.
The school day starts at 8:50am. If your child arrives after these times they must
enter the school via the main entrance and sign in at Reception.
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Eastergate CE Primary School

REQUEST FOR LEAVE FROM LEARNING IN SCHOOL TIME
How to complete this form
1. Please complete this form 2 weeks in advance and give to the school office, where your child’s attendance record
will be added and passed to the Headteacher for review.
2. Please read the school’s Attendance & Absence Policy in conjunction with completing this form.
3. Use a separate form for each child and each absence request.
4. Use this form for ALL absences (except sickness).

Parent/Carer to complete this section
Name of Child: ……………………………………………………………………… Class: ………………...………………
Name of person making request: ………………………………………………… Phone no: …………………………….
Dates for which absence is requested.
From:

To:

Number of School days:

● Absences will only be authorised if this request is made 2 weeks in advance of the dates your child will be absent
from school AND the circumstances of the absence are exceptional. There is no entitlement to take a child out of
school for a family holiday.
● The law states that parents must ensure their children regularly attend school to receive their education. The
headteacher can only authorise absence in exceptional circumstances. Exceptional is likely to be rare, significant,
unavoidable and short.
● Whether the absence is exceptional is at the headteacher’s discretion based on their assessment of the situation
and can vary from school to school. A weeks’ absence for holiday and a weeks’ absence for illness would give an
attendance figure below 95%. The government considers attendance unacceptable below 95%.
● The head teacher will consider the reasons for your absence request. You may be asked to provide evidence to
support your request. Please note that having already booked a holiday will not be considered a good reason for
term time absence. In relation to ‘unavoidable’, the headteacher will consider whether the event could have
reasonably been scheduled at another time. Issues of cost will not be considered as an exceptional reason.
● If you wish for this absence to be authorised, you will need to fully explain (together with evidence) why the
circumstances of this absence are exceptional.
Please explain the exceptional circumstances why this leave of absence needs to be taken during school time?
(Continue on a separate sheet if necessary)

Signed: ............................................................................
th

10 January 2018

Date: ....................................
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School Office to complete this section
Attendance 2016/17:

Current Attendance 2017/18:

%

%

Green
Amber
Red

Excellent = 100%

Green
Amber
Red

Amber = 90% - 95% (Requires Improvement)

Green = more than 95% (Satisfactory)

Red = Less than 90% (Unsatisfactory)

Headteacher to complete this section
Leave of absence is approved for

days

Leave of absence is not approved.
If the pupil is absent as proposed, it will be recorded as unauthorised and may result in a Fixed Penalty
Notice (FPN) being served.

Signed ………………………………………………………….
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Date …………………………………

