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Aims  
Regular attendance at school is important. Failing to attend school regularly can have a major 
impact on children’s education, their future and their life chances. Regular attendance means 
attending school every day, arriving at school on time and attending every lesson. 
 

At Holybrook Primary we are committed to meeting our obligations with regards to school 
attendance by: 

• Promoting good attendance and reducing absence, including persistent absence 

• Ensuring every pupil has access to full-time education to which they are entitled 

• Acting early to address patterns of absence 

 
We will also support parents to perform their legal duty to ensure their children of compulsory 
school age attend regularly, and will promote and support punctuality in attending lessons. 
 
 
Legislation and guidance  
This policy meets the requirements of the school attendance guidance from the Department for 
Education (DfE), and refers to the DfE’s statutory guidance on school attendance parental 
responsibility measures. These documents are drawn from the following legislation setting out the 
legal powers and duties that govern school attendance: 

 Part 6 of The Education Act 1996 

 Part 3 of The Education Act 2002  

 Part 7 of The Education and Inspections Act 2006 

 The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 2016 
amendments) 

 The Education (Penalty Notices) (England) (Amendment) Regulations 2013 

This policy also refers to the DfE’s guidance on the school census, which explains the persistent 
absence threshold. 
 
 

Roles and responsibilities  
 
Helping to create a pattern of regular attendance is everybody’s responsibility. 
 
The Governing Board has overall responsibility for ensuring that the attendance policy, is written 
and does not discriminate on any grounds, including, but not limited to, ethnicity/national origin, 
culture, religion, gender, disability or sexual orientation. 
 
The Head of School is responsible for the day-to-day implementation and management of the 
Primary Attendance and Truancy Policy and procedures of the school. 
 
Staff, including teachers, support staff and volunteers, are responsible for following the Primary 
Attendance Policy and for ensuring pupils do so too. They are also responsible for ensuring the 
policy is implemented fairly and consistently. 

https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2010/1725/regulation/2/made
https://www.legislation.gov.uk/uksi/2011/1625/made
https://www.legislation.gov.uk/uksi/2013/756/made
https://www.legislation.gov.uk/uksi/2016/792/made/data.html
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census


Staff, including teachers, support staff and volunteers, are responsible for modelling good 
attendance behaviour and implementing the agreed policy. 
 
Parents are expected to take responsibility for the attendance of their child during term-time. 
 
Parents are expected to promote good attendance behaviour and ensure that their child attends 
school every day.  
 
Parents are responsible for providing accurate and up-to-date contact details. They are responsible 
for updating the school if their details change. 
 
Pupils are responsible for their own attendance at school and any agreed activities throughout the 
school year.  
 
Pupils are expected to attend school every day and will sign a home school agreement, to agree to 
keep their attendance at, or above, 96 percent throughout the year. 
 
 
To ensure good attendance throughout school we will:  
 

• Provide details on attendance in regular updates such as the website and newsletter and parents 
evenings; 

• Celebrate good attendance by displaying individual and class achievements  

• Provide ‘First day’ calling to ensure we record reasons for absence; 

• Carry out home visits when reasons for absence are not given or raise a concern; 

• Reward good or improving attendance through class competitions, certificates and 
outings/events;  

• Celebrate attendance successes through our weekly assemblies; 

 • Reward 100% attendance with certificates and annual prizes  

• Run promotional events when parents, pupils and staff can work together on raising attendance 
levels across the school;  

• Work alongside School Attendance Officers in an attempt to minimise absences 
 

 
Recording attendance 

Attendance register  

We will keep an attendance register, and place all pupils onto this register. 
We will take our attendance register at the start of the first session of each school day and once 
during the second session. It will mark whether every pupil is: 

• Present 

• Attending an approved off-site educational activity 

• Absent 

• Unable to attend due to exceptional circumstances 
Any amendment to the attendance register will include: 

• The original entry 



• The amended entry  

• The reason for the amendment 

• The date on which the amendment was made  

• The name and position of the person who made the amendment 
 
We will keep every entry on the attendance register for 3 years after the date on which the entry 
was made. 
 
Pupils must arrive in school by 8.45am on each school day; the doors are closed at 9:00am. After 
this time the registers are closed and children must come and sign in through the main entrance 
where they will be asked to provide a reason for the late arrival. Any child arriving after 9:30am will 
be marked with an unauthorised absence, unless medical evidence is provided for an appointment. 
 

Understanding Types of Absence:  

Every half-day absence from school has to be classified by the school as either ‘authorised’ or 
‘unauthorised’. This is why information about the cause of any absence is always required, 
preferably in writing.  

Authorised absences are mornings or afternoons away from school for a good reason like illness, 
medical/dental appointments which unavoidably fall in school time, emergencies or other 
unavoidable cause. We encourage parents/carers to make medical and dental appointments out of 
school hours where possible. Where this is not possible, the pupil should be out of school for the 
minimum amount of time necessary. 

Unauthorised absences are those which the school does not consider reasonable and for which no 
“leave" has been given. This type of absence can lead to Holybrook Primary using sanctions and/or 
legal proceedings.  

This includes:  

• Parents/carers 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  

• shopping, looking after other children or birthdays  

• day trips and holidays in term time which have not been agreed 
 

Persistent Absenteeism (PA): A pupil becomes a ‘persistent absentee’ when they miss 10% or more 
schooling across the school year for whatever reason. Absence at this level is doing considerable 
damage to any child’s educational prospects and we need parents fullest support and co-operation 
to tackle this. We monitor all absence thoroughly. Any case that is seen to have reached the PA 
mark or is at risk of moving towards that mark is given priority and you will be informed of this 
immediately.  



PA pupils are tracked and monitored carefully through our pastoral system. All PA cases are also 
automatically made known to our Education Attendance Officer. All our PA pupils and their parents 
are subject to an Action Plan where actions and support will be agreed to raise attendance.  

 

Absence procedures 
Parents are required to contact the school as soon as possible on the first day of their child’s 
absence. 
 
The school may ask the pupil’s parent/carer to provide medical evidence, such as a doctor’s note, 
prescription, appointment card or other appropriate form of evidence. 

If the school is not satisfied about the authenticity of the illness, the absence will be recorded as 
unauthorised and parents/carers will be notified of this in advance. 

 
A phone call will be made to the parent of any child who has not reported their absence on the first 
day that they do not attend school.  A home visit may be carried out if contact is not made.  
 
The school Attendance Officer calls anyone with an unauthorised absence or anyone who is a 
persistent absentee and discusses current attendance levels, the importance of being in school and 
requests medical evidence. 
 
Home visits are conducted by the Parental Involvement Worker and another member of staff. 
 
The Head of School and Attendance Officer monitor unauthorised absences and letters are sent 
home to parents.  
 
Penalty notices may be issued child where a child takes unauthorised holiday over 5 days. The cost 
of this fine is £60 per parent, per child. 
 
Where absence is a serious concern, an attendance case may be opened. In this case a letter is sent 
from the Local Council, advising parents / carers that at a monitoring period will be set. 
If absence fails to improve, the case may be taken to court. 
 
In the case of persistent absence, arrangements will be made for parents to speak to the 
attendance officer & Education Welfare Officer. 
 
If a pupil’s attendance drops below 90 percent, the attendance officer will be informed, and a 
formal meeting will be arranged with the parents. 
 

Lateness and punctuality  

Punctuality is of the utmost importance and lateness will not be tolerated. 
 
The school day starts at 8.45am. Pupils should be in their classroom at this time. 
 



Registers are marked by 8.50am. Pupils will receive a late mark if they are not in their classroom by 
this time. 
 
The register closes at 9.30am. Pupils will receive a mark of absence if they do not attend school 
before this time. 
 
After lunch, registers are marked by 12.15pm in EY & KS1, 12.55 in Yr 3 & 4 and 1:00pm in Yr 5 &6. 
Pupils will receive a late mark if they are not in their classroom by this time. 
 
The register closes at 12.25pm in EY & KS1, 1.15pm in Yr 3, 4, 5 & 6. Pupils will receive a mark of 
absence if they are not present. 
 
Pupils attending after the register closes will receive a mark to show that they are on site, but this 
will count as a late mark. 
 
 
Appointments 
As far as possible, parents will attempt to book medical and dental appointments outside of school 
hours. Where this is not possible, a note and appointment card will be sent to the school office. 
If the appointment requires the pupil to leave during the school day, they will be signed out at the 
school office by a parent. 
 
Pupils will attend school before and after the appointment wherever possible. 
 
 

Requests for term-time absence  

The DfE guidance instructs Headteachers not to authorise holidays authorise holidays during term-
time. As such, the Head of School is only able to grant a leave of absence in the most exceptional 
circumstances. It is for the Head of School to determine what are 'exceptional circumstances' and 
apply these consistently and equitably. 

Taking holidays in term time will affect your child’s schooling as much as any other absence and we 
expect parents to help us by not to take children away in school time. Remember that any savings 
you think you may make by taking a holiday in school time are offset by the cost to your child’s 
education.  

There is no automatic entitlement in law to time off in school time to go on holiday.  

All applications for leave must be made in advance and at the discretion of the school. In making a 
decision the school will consider the circumstances of each application individually, including any 
previous pattern of leave in term time.  

Any period of leave taken without the agreement of the school, or in excess of that agreed, will be 
classed as unauthorised and may attract sanctions such as a Penalty Notice.  

 



Religious observances 
The school will take advice from local religious leaders of all faiths to establish the appropriate 
number of days of absence required for religious festivals. 
 
Parents are required to inform the school in advance if absences are required for days of religious 
observance. 
 

Legal sanctions  

The school or local authority can fine parents for the unauthorised absence of their child from 
school, where the child is of compulsory school age. 
 
Under section 7 of the Education Act 1996, parents are responsible for ensuring their child (of 
statutory school age) receives efficient full time education that is suitable to the child’s age, ability 
and aptitude and to any special educational needs the child may have. This can be through regular 
school attendance or otherwise.   

Parents who fail to ensure their children attend school regularly without good reason could:- 

• Receive a Penalty Notice Fine of £60 per parent per child 
• Be prosecuted in the magistrate’s court and be fined up to £1,000 
• In more serious offences, or where parents have been previously prosecuted they could be 

fined up to £2,500 or face imprisonment 

The legal measures available to Local Authorities in respect of School Attendance are detailed in the 
DFE document "School Attendance: Statutory Guidance and departmental advice" 

 

Truancy  
Truancy means any absence of part, or of all, of one or more days from school, during which the 
school has not been notified of the cause behind such absence.  
 
All staff will be concerned about the regular attendance of pupils, and the importance of continuity 
in each child’s learning.   
 
Any pupil with permission to leave the school during the day must sign out at reception and sign 
back in again on their return. 
 
Immediate action will be taken when there are any concerns that a child might be truanting. 
If truancy is suspected, the Head of School is notified, who will contact the parent in order to assess 
the reasons behind the child not attending school.  
 
The following procedures will be taken in the event of a truancy: 

• In the first instance, a letter of warning will be sent to the parents of the pupil, informing 
them of the truancy and stating that any future occurrences could result in further action 
being taken 

• If any further truancy occurs, then the school will consider issuing a penalty notice 



• A penalty notice will be issued where there is overt truancy, inappropriate parentally-
condoned absence, excessive holidays in term-time and persistent late arrival at school 

 

 

Missing children  
Pupils are not permitted to leave the school premises during the school day unless they have 
permission from the Head of School. 
 
The following procedures will be taken in the event of a pupil going missing whilst at school: 
In the event of a member of staff fearing that a child has gone missing while at school: 

• Member of staff who has noticed the missing child will calmly inform the nearest member of 
the SLT. 

• Staff will promptly but calmly round up all pupils to a pre-arranged area and a designated 
member of staff will read the group a story. 

• Staff will count and name check all the pupils present against the register while the group 
are assembled in one place. 

• AT THE SAME TIME all other available staff will conduct a thorough search of the premises 
and notify the SLT member if the child is found immediately. 

• A thorough check of all exits to be made to make sure all gates/doors were locked/bolted 
and there are no other ways a pupil could have left the school. If something is discovered 
this needs to be drawn to the attention of the staff immediately. 

• If the child has not been found by the time the register check is completed the SLT member 
will notify the School Leader. Staff will begin a search of the wider area immediately. 

• If the child has not been found after 10 minutes from the time the child was noticed to be 
missing then parents should be notified and enquiries made about possible triggers for 
absence. They should also be asked to provide a recent photograph of their child. 

• If the child or their family receives professional support e.g. social workers, Families First 
workers, they should be contacted for further information. 

• The Head teacher or next most senior member of staff on site will decide at which point the 
police need to be contacted.  

• Staff must write down a description of what the child was wearing and any distinguishing 
features. 

• If the missing child has any special medical or learning needs then these need to be noted, 
to be disclosed to police or other agencies. 

• The missing pupil’s teacher will fill in an incident form, describing all circumstances leading 
up to the pupil going missing.  

• When the pupil has been located, members of staff will care for and talk to the pupil to 
ensure they are safe and well. 

• The Head of School will take the appropriate action to ensure the pupils understand they 
must not leave the premises, and sanctions will be issued if deemed necessary.  

• Parents and any other agencies will be informed immediately when the pupil has been 
located.  

• The Head of School will carry out a full investigation, and will draw a conclusion as to how 
the incident occurred. 

• Appropriate disciplinary procedures are followed in accordance with the Primary 
Behavioural Policy.  



• A written report will be produced and policies and procedures will be reviewed in 
accordance with the outcome.  

 

 

Modelling, sport and acting performances/activities 
Under Section 37 of the Children and Young Persons Act 1963, all pupils engaging in 
performances/activities (whether they, or another person, receives payment or not), which require 
them to be absent from school, are required to obtain a licence from the LA which authorises their 
absence(s). 
 
Where a pupil requests to be absent for a performance or activity, the individual or organisation 
responsible for organising, producing or running the activity/performance is required to request a 
licence from the pupil’s home LA. 
 
The organiser is required to allow sufficient time for the LA to process the request – the LA will 
refuse to consider an application if the performance or activity is less than 21 days away. 

 

The LA will only approve a licence application once it is satisfied that: 
The pupil’s education, health and wellbeing will not suffer; and 
The conditions of the licence will be observed. 
 
The LA will impose any conditions it considers necessary to ensure that the pupil is fit to take part in 
the performance/activity, that there will be proper provision for the pupil’s wellbeing, and that the 
pupil’s education will not suffer. 
 
The school will make additional arrangements for pupils engaging in performances or activities that 
require them to be absent from school to ensure they do not fall behind in their education – this 
may involve private teaching. These arrangements will be approved by the LA who will ensure that 
the arrangements are suitable for the pupil. 
 
The organiser of the performance/activity is responsible for ensuring these arrangements are 
carried out. 
 
The pupil will receive education that, when taken together over the term of the licence, amounts to 
a minimum of three hours per day that the pupil would be required to attend a school maintained 
by the LA issuing the licence.  

 

The above requirement will be met by ensuring a pupil receives an education: 

• For not less than six hours a week; and 

• During each complete period of four weeks (or if there is a period of less than four weeks, 
then during that period), for periods of time not less than three hours a day; and 

• On days where the pupil would be required to attend school if they were attending a school 
maintained by the LA; and 

• For not more than five hours on any such day. 

 



Where the applicant is unable to specify the dates of the performance/activity, and the LA decides 
to grant the application, the LA will specify that the pupil can only take part in the activity for a 
specified number of days within a six-month period. 
 
Where a licence has been granted by the LA and it specifies dates of absence, no further 
authorisation is needed from the school. 
 
Where an application does not specify dates, and it has been approved by the LA, it is at the 
discretion of the Head of School to authorise the leave of absence for each day. 
 
The Head of School will not authorise any absences which would mean that a pupil’s attendance 
would fall below 96 percent. 
 
Where a licence has not been obtained, the Head of School will not authorise any absence for a 
performance or activity. 
 
The LA will be satisfied that arrangements for chaperones, accommodation, place of performance 
and rehearsal, and travel are suitable before it grants the application. 
 
The LA may decide to place restrictions on any performance or activity – this can include maximum 
hours and breaks. 
 
The maximum number of consecutive days that a child can perform is six – this applies to 
performances only. 
 
Pupils who perform are entitled to a break of at least 14 days following the last performance where 
the pupil has been performing on the maximum number of consecutive days over a period of eight 
weeks, unless the period to which the licence applies is less than 60 days. 

 

A licence is also required where a pupil will be absent from school and conducting a performance or 
activity abroad. 
 
The LA is responsible for enforcing all licence requirements; they may carry out inspections of the 
premises: 

• Where rehearsals during the performance period are taking place; 

• Where performances or activities are taking place; or 

• Where the pupil is receiving their education, in order to check that licensing 
conditions are being met. 

 
The LA has the power to amend or revoke existing licences at any time. 
 
If the LA refuses to grant a licence, it will provide reasons for this decision in writing to the 
individual/organisation applying for the licence. 
The organiser of the performance/activity has the right to appeal the decision to a magistrates’ 
court, including its refusal, revocation or variation, and against any condition under which a licence 
is granted or an approval is given. 



Young carers 
The school understands the difficulties that face young carers. 
 
The school will endeavour to identify young carers at the earliest opportunity from enrolment at 
the school and throughout their time at the school. 
 
The school takes a caring and flexible approach to the needs of young carers and each pupil will be 
examined on a case-by-case basis, involving other agencies if appropriate. 
 
 
Training of staff 
The school recognises that early intervention can prevent poor attendance. As such, teachers will 
receive training in identifying potentially at-risk pupils. 
 
Teachers and support staff will receive training on this policy as part of their induction. 
 
Teachers and support staff will receive regular and ongoing training as part of their development. 
 

 

Monitoring and review 
The school monitors attendance and punctuality throughout the year. 
 
Holybrook Primary School’s attendance target is 96 percent.  
 
Details of our absence levels can be found on our website. 
 
This policy is reviewed every three years by the Head of School; the next scheduled review date for 
this policy is April 2022. 
 
Any changes made to this policy will be communicated to all members of staff and parents. 



 


