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Expectations 

For your child to make good progress and feel settled and secure in school, their regular attendance is 
vital. We expect all children to have an attendance figure of over 95% unless there are very unusual 

circumstances. Statistics show that below this level of attendance, children's progress drops off and they 
have a tendency to underachieve. In addition, by ensuring that your child attends school every day, you 

are helping them embed good habits early on which will help them in the world of work later in life. 
 

Guidance 

The nature of school life is that children will pick up coughs and colds as part of growing up. These are 
not usually a reason to stay at home, unless the child is running a temperature or is clearly too unwell to 
cope. If your child is suffering from sickness and diarrhoea they do need to stay at home and we ask that 
they are clear of symptoms for 48 hours before returning to school. 
 
Authorising Absence 
Only the Headteacher can authorise absence. This will be done if there has been some communication 
between the parent and school and the absence is unavoidable.  The school can request medical evidence 
regarding a child’s absence through illness. 
 
The following reasons are examples of the kinds of absence that will not be authorised: 

• Persistent non-specific illness e.g. poorly/unwell 

• Annual Holiday 

• Absence of siblings if one child is ill 

• Oversleeping 

• Inadequate clothing/uniform 

• Confusion over school dates 

• Medical/dental appointments of more than half a day without very good reasons 

• Child’s/family birthday 

• Transport problems 
 

The Headteacher is not obliged to accept a parent’s explanation and if the absence is not authorised, 
parents will be notified. 
 

Action for Low Attendance 

• 95 - 100% attendance - class teacher to investigate and notify Headteacher of concerns  

• 90 - 95% attendance - monitor through letters and attendance meetings 

• Below 90% - Advise Attendance Service of child’s attendance and consider Attendance Service or 
Penalty Notice where the absences have not been authorised.  

 
Holidays 

We do not authorise term time holidays. This is a government directive so please make sure when you 
book your holiday that it does not incorporate days when your child needs to be in school. Very 
occasionally there may be particular circumstances that cause an exception to this rule but this is highly 
unusual, these situations should be discussed with the Headteacher. 
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Punctuality 
The school day starts begins when the bell is rung at 8.45.  Between 8.45 -8.55 am the pupils go into the 
classroom for registration.  Pupils arriving after this time must go to the office. The pupil will be marked 
as late (Code ‘L’) if they arrive after 9.15am. At 9.15am registration is closed and pupils arriving will be 
marked as late after registration (Code ‘U’). Unless there is a valid reason, this will count as an 
unauthorised absence. 
 
Frequent lateness will be discussed with parents and may be referred to the Education Welfare Officer 
(EWO).  It can provide grounds for the imposition of a Penalty Notice in accordance with the procedure 
set out below, or in extreme cases prosecution at the instigation of the Attendance Service. 
 
Penalty Notices for Poor Attendance and Lateness 
Penalty Notices are issued in accordance with the Attendance Service Code of Conduct for the following 
reasons:- 
 

• 10 or more sessions of unauthorised absence (5 full school days) in any 10 week period.  This 
applies to term time holidays, truancy or parental condoned absence  

• Persistent lateness (10 incidences in any 100 day period) 

• Unauthorised absence during published public exams 
 
Penalty notices are imposed by KCC and payment is made to KCC (not the school). Where Penalty Notices 
are imposed, the regulations state that from 1 September 2024 parents must pay £80 within 21 days or 
£160 within 28 days for each child.  Penalty notices are issued to each parent of each child.  Failure to pay 
the penalty in full by the end of the 28 day period may result in prosecution by the Local Authority.  Please 
note the new statutory framework annex set out below.  
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Days off school add up to lost learning 

 
Being late also adds up to a loss of learning 
 

• If you are 5 minutes late every day that adds up to over 3 days lost over each year. 

• 15 minutes late is the same as being absent for 2 weeks each year. 
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ANNEX - New Statutory Framework September 2024 
 
The Government has introduced a new statutory framework on school attendance  
(September 2024) which applies to all schools and local authorities. The purpose of  
the framework is to support and improve all children’s attendance at school. This is  
because evidence shows that pupils who have full attendance enjoy better wellbeing  
and school performance. 
 
These reforms are the next phase in the government’s plan to improve attendance  
following the pandemic, which has seen a worldwide rise in absence and persistent  
absence driven by broken habits of attendance, and new and exacerbated barriers,  
such as mental ill health.  
 
Key guidance setting out how schools and local authorities must take a ‘support-first’  
approach to help pupils and their families to tackle barriers to attendance have been  
made statutory from September 2024. The working together to improve school  
attendance guidance sets expectations including regular meetings between schools  
and local authorities to agree plans for the most at-risk absent children. Other new  
reforms include – 
 
• Head Teachers can no longer authorise any absence for term time holidays, so  
any missed time for holidays will be counted as an unauthorised absence.  
 
• The Department for Education has advised that fines must be considered if a  
child misses ten sessions (one session is either a morning or afternoon) for  
unauthorised absence within ten weeks, whether this is for a holiday or any  
other type of absence not authorised. Ten missed sessions also include those  
children who are late to school after the register closes.  
 
• As per the standard approach set by Government (and as above), you will be liable 

 for a fine if your child misses 10 or more sessions within 10 weeks and the fine is £80  
per parent per child if paid within 21 days, rising to £160 per parent per child if paid  
after that. In the case of repeated fines, if a parent receives a second fine for  
the same child within any three-year period, this will be charged at the higher  
rate of £160. Fines per parent will be capped to two fines within any three-year  
period. Once this limit has been reached, other action such as a parenting order  
or prosecution may be considered. These amounts are set centrally by the  
Department for Education. 
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• Every state school in England will now share their daily attendance registers  
across the education sector, including with the Department for Education. The  
sharing of daily school registers will form new attendance data that will help  
schools identify and support children displaying worrying trends of persistent  
absence, or those in danger of becoming missing in education. 

 
 
LEAVE OF ABSENCE FORM 

 
PLEASE NOTE THE FOLLOWING BEFORE COMPLETING THIS FORM 
The Education (Pupil Registration) (England) (Amendment) Regulations 2013: Regulation 7 of the 2006 
Regulations is amended to prohibit the proprietor of a maintained school granting leave of absence to a 
pupil except where an application has been made in advance and the proprietor considers that there are 
exceptional circumstances relating to the application, this does not include family holidays. 
 
Pupil Name: ……………………………………………………………. Date of Birth:………………………… Class: ……... 
 
Home Address: ……………………………………………………………………….. 
                            ……………………………………………………………………….. 
 
First Date of Absence: ……………………. Date of return: …………………  
No. of school days absent: ……….. 
 
Exceptional reason for absence (please give as much detail as possible to support your request).  
……………………………………………………………………………………………………………………………………………………………….…
…………………………………………………………………………………………………………………………………………………………………
…….……………………………………………………………………………………………………………………………………………….…………
………………………………………………………………………………………………………………… 
 
Signature of parent: ………………………………………………………… 
 
 
 
Completed by school 
Date received: ……………………  
Current attendance: ........................ Last year’s attendance:……………………(if applicable) 
 
Exceptional reason accepted?     YES    NO  
 
THIS ABSENCE HAS BEEN AUTHORISED/UNAUTHORISED WE THEREFORE EXPECT YOUR CHILD TO BE IN 
SCHOOL ON (DATE)……………………………………… 
 
Date parent informed: ……………………………………….. 
 
Leave of absence taken without authorisation may be referred to the Education Welfare Service. This may 
result in prosecution proceedings, or a Fixed Penalty Notice.  
 

 Signed Date 
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