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1. Introduction 

 

Our Trust is committed to providing an education of the highest quality for all its pupils and recognises 

this can only be achieved by supporting and promoting excellent school attendance for all.  This is based 

on the belief that only by attending school regularly and punctually will children and young people be 

able to take full advantage of the educational opportunities available to them.  Positive school 

attendance correlates to high pupil attainment and progress.  

 

We strongly believe in partnership working with the whole school community – pupils, parents and 

carers, teaching and support staff and school advisory boards. All of these groups have a responsibility 

for ensuring good school attendance and have important roles to play.  The purpose of the policy is to 

clarify everyone’s part in this. 

 

The policy is based on current government and Local Authority guidance and statutory regulations.  

  

The Trust will ensure that all members of the school community know of the policy and have access to it. 

 

2. Legislation & Guidance 

 

This policy meets the requirements of the working together to improve school attendance (August 2024) 

from the Department of Education (DfE), and refers to the DfE’s statutory guidance on school attendance 

parental responsibility measures (2015). 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 

• 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 schools census, which explains the persistent 

absence threshold.  

 

3. Roles & Responsibilities 

 

3.1 School Leadership 

 

The Local Governing Body (LGB) promotes the importance of school attendance across the school’s 

policies and ethos, making sure the School Leaders fulfil expectations and statutory duties by regularly 

reviewing and challenging attendance data.  

 

The School Leaders and Senior Leadership Teams will oversee, direct and co-ordinate the school’s work 

in promoting regular and improved attendance and will ensure the Attendance Policy is consistently 

applied throughout the School, monitor school-level absence data, the impact of any implemented 

attendance strategies and report to LGB members.    

 

School Leaders will liaise with families to reinforce the importance of regular school attendance; through 

regular communication such as newsletters, attendance awareness letters, Parents’ Evenings, reports 

and on an individual case by case basis as required.  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
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
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3.2 School Staff 

 

All staff (teaching and support) across the Trust have a key role to play in supporting and promoting 

excellent school attendance and will work to have a positive school culture in which all our pupils are 

eager to learn, feel valued members of the school community and look forward to coming to school every 

day.  Staff also have a responsibility to set a good example in matters relating to their own attendance 

and punctuality. 

 

The member of staff responsible for the day-to-day attendance overview (or the School Leader if there is 

not a specific lead in school) will also ensure that up-to-date attendance data and issues are shared 

regularly with the Senior Leadership Team.  

 

The school will liaise and work in a supportive way with parents/carers should a pupil’s attendance begin 

to decrease or particular patterns form. Attendance data is monitored historically i.e. from the current 

term and the term proceeding it (in the Autumn Term of) in order to best support a trend of positive 

school attendance. Individual cases will be reviewed in order to respond appropriately. 

 

1. Every parents’ evening teachers discuss the child's attendance with their parents. On each 

school report, the pupil’s attendance overview is included. 

2. <98% attendance: an awareness letter will be sent to parents.  

3. 95% - 97% attendance: phone call from School Attendance Officer or designated member of 

staff. 

4. <95% attendance: a phone call from the School Leader / Executive Head Teacher and 

attendance plan put in place.  

5. <92% attendance: a meeting with the school and asked to sign and Parent Contract, inform 

parents that social worker referral for Educational Neglect is the direction of travel if below 90% 

and so persistent offender. 

6. EWO Involvement and procedures 

 

The school office will take calls from parents about absence on a day-to-day basis and record it on the 

school MIS system. Transfer calls, where necessary, to the head/welfare team/DSL in order to provide 

them with more detailed support on attendance.  

 

Any potential barriers to a pupil’s positive school attendance will be identified and support strategies will 

be put in place to ensure that a pupil’s attendance does not worsen. 

 

3.3 Parents / Carers  

 

The prime responsibility for ensuring children receive an appropriate and full-time education rests with 

parents / carers (defined by the Education Act 1996 as those with parental responsibility and those who 
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have the care of a child). The Education Act 1996 states that all children should attend school regularly 

and punctually.  Section 444 of the Act states: - 

 

“If a child of compulsory school age who is a registered student at a school fails to attend regularly at the 

school, his/her parent is guilty of an offence”. 

 

Parents/Carers are expected to make sure their child attends every day, on time. Call the school to 

report their child’s absence before 9am on the day of the absence and each day of absence and advise 

when they are expected to return. We MUST have more than 1 emergency contact number for every 

child.  Where possible, routine appointments for their child are made outside of the school day.  

 

Parents/Carers support pupils to attend school every day on time. 

 

Parents/Carers are expected to speak to the school as soon as possible if they feel that there are 

potential barriers to their child’s school attendance. 

 

3.4 Pupils  

 

All pupils should be aware of the importance of regular school attendance.  If they are having difficulties 

that may prevent them from attending school regularly, they should speak to their class teacher or a 

member of a School’s Welfare Team. 

 

Pupils should attend all their lessons on time, ready to learn.  Pupils also have a responsibility for 

following school procedures if they arrive late. This will be encouraged in all our pupils in ways 

appropriate to their age and independence. 

 

4. Registration Procedures 

 

The school is required to mark the attendance register twice each day; once at the start of the day and 

once at the start of the afternoon session.  Class teachers are responsible for completing the attendance 

registers using the school’s online registration system where pupils can be marked as present, absent or 

late. Any known reasons for absence at the time of taking the register can be recorded by the class 

teacher. The registers are then checked to enable the following up any unknown or missing reasons for 

absence or lateness. The following codes are in use across the Trust. 

 

4.1 Registration Codes 

 

Code SIMS Description DfE Description / Explanation 

/ Present (AM) Present for school morning session 

\ Present (PM) Present for school afternoon session 

B Attending any other Approved Education 

Activity 

Attending any other approved educational 

activity 

C Other authorised circumstances Leave absence for exceptional circumstance 

C1 Leave of absence – regulated performance 

Leave of absence for the purpose of 

participating in a regulated performance or 

undertaking regulated employment abroad. 

C2 
Leave of absence – Temporary part-time 

timetable 

Leave of absence for a compulsory school 

age pupil subject to a part-time timetable 
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Code SIMS Description DfE Description / Explanation 

D Dual registered Dual registered to another school 

E 
Suspended or excluded without alternative 

provision 

Suspended or permanently excluded and no 

alternative provision 

G Family Holiday (not agreed) Holiday not granted by the school 

I Illness Illness (not medical or dental appointment) 

J1 

Leave of absence – Interview for 

employment or transfer to another 

educational institution 

Leave of absence for the purpose of 

attending an interview for employment or for 

admission to another educational institution 

K Alternative provision provided by LA 
Attending education provision arranged by 

the local authority 

L Late (before registers closed) Late arrival before the register closed 

M Medical or dental appointment 
Leave of absence for the purpose of 

attending a medical or dental appointment 

N No reason yet provided for absence Reason absence not yet established 

O Absence in other or unknown circumstance Absence in other or unknown circumstance 

P Participating in sports activity Participating in sports activity 

Q 
Unable to attend – lack of access 

arrangements 

Unable to attend the school because of lack 

of access arrangements 

R Religious observance Religious observance 

S Study leave for public examination Study leave for public examination 

T 
Traveling with parent for occupational 

purposes 

Traveling with parent for occupational 

purposes 

U Late (after registers closed) Late (after registers closed) 

V Attending an educational visit or trip Attending an educational visit or trip 

W Attending work experience Attending work experience 

X 
Not required to attend-non-compulsory 

school age pupil 

Not required to attend-non-compulsory 

school age pupil 

Y1 Unable to attend – Transport not available 
Unable to attend due to transport normally 

provided not being provided 

Y2 
Unable to attend – widespread travel 

emergency 

Unable to attend due to widespread 

disruption to travel 

Y3 
Unable to attend – unavoidable partial 

closure 

Unable to attend due to part of the school 

premises being closed. 

Y4 Unable to attend – unavoidable full closure 
Unable to attend due to the whole schools’ 

site being unexpectedly closed 

Y5 Unable to attend – criminal justice detention 
Unable to attend as pupil is in criminal 

justice detention 

Y6 
Unable to attend – Public Health Guidance / 

Law 

Unable to attend in accordance with public 

health guidance or law 

Y7 
Unable to attend – Unavoidable other than 

Y1-Y6 

Unable to attend because of any other 

unavoidable cause. 
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Code SIMS Description DfE Description / Explanation 

Z Pupil not on roll 
Prospective pupil not on admission 

requester 

# Planned whole school closure Planned whole school closure 

 

4.2 The School Day 

 

In the morning registration opens for a set time each day (please see the School Website Attendance 

Page for each school’s times and contact details) any pupil arriving after this time will be either marked 

as ‘Late’ (Code L) if is before the register closes, or ‘Late after registers closed’ (Code U). 

 

Pupils arriving after the start of the school day must use the main school entrance where a member of 

staff records pupils and reasons for attending late. 

 

In the afternoon the register will be called promptly following the end of the lunch period and the same 

codes apply as in the morning. Please see the school website for times of the day. 

 

Each class teacher will call the register and a mark will be made during the registration period in respect 

of each child. 

 

4.3 Categorising Absence  

 

The person with the responsibility for daily attendance monitoring will review the appropriate absence 

codes for pupils not in school. The decision about whether the absence should be authorised or 

unauthorised rests with the School Leader who can consult with the Executive Headteachers if required. 

 

The school recognises the clear links between attendance and attainment, and attendance and 

safeguarding children.  Inappropriate authorisation of absence can be damaging to a child’s education 

and may potentially send a message to parents that any reason for non-school attendance is acceptable 

and can render children extremely vulnerable to harm.  If absence is frequent or continuous, except 

where a child is clearly unwell, staff will challenge parents about the need and reasons for their child’s 

absence and will encourage the parent to keep absences to a minimum.  A note or explanation from a 

pupil’s home does not mean an absence becomes authorised.  

 

If no explanation about an absence is received by the school within 2 weeks, the absence will remain 

unauthorised. 

 

All schools can grant a leave of absence when a pupil needs to be absent from school with permission. 

All schools are expected to restrict leaves of absence to the specific circumstances set out in regulation 

11 of the School Attendance (Pupil Registration) (England) Regulations 2024 and schools maintained by 

a local authority and special schools not maintained by a local authority must do so. 

  

These circumstances are:  

 

1. Taking part in a regulated performance or employment abroad: in line with a licence issued by a 

local authority or Justice of the Peace or a body of persons approval (BOPA).  

2. Attending an interview: for entry into another educational institution or for future employment 

where requested in advance by a parent the pupil normally lives with.  

3. A temporary, time-limited part-time timetable: where the pupil is of compulsory school age, both 

the parent who the pupil normally lives with and school agree the pupil should temporarily be 
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educated on a part-time basis for exceptional reasons and have agreed the times and dates 

when the pupil will be expected to attend school as part of that timetable.  

4. Exceptional circumstances: All schools can grant a leave of absence for other exceptional 

circumstances at their discretion. In the case of schools maintained by local authorities and 

special schools not maintained by local authorities, it must be requested in advance by a parent 

who the pupil normally lives with. Schools are then expected to consider each application 

individually taking into account the specific facts and circumstances and relevant background 

context behind the request. If a leave of absence is granted, it is for the school to determine the 

length of the time the pupil can be away from school. 

 

5. Collection & Analysis of Data 

 

The School Leader is responsible for ensuring that attendance data is complete, accurate, analysed and 

reported to the SLT, parents, LGB and Trust. The report should include attendance patterns for pupil 

groups as well as information on strategies being used to increase a positive trend of school attendance 

and their impact.  The data will inform the School’s future practice to improve attendance and prevent 

disaffection. 

 

Daily attendance returns are automatically returned to the DFE from the School’s MIS. 

 

6. System & Strategies for Managing & Improving Attendance 

 

6.1 The National Statutory Framework 

 

Working together to improve school attendance states: 

 

Successfully treating the root causes of absence and removing barriers to attendance, at home, in 

school or more broadly requires schools and local partners to work collaboratively in partnership with, 

not against families. All partners should work together to: 

 

Expect 

 

Aspire to high standards of attendance from all pupils and parents and build a culture where all can, and 

want to, be in school and ready to learn by prioritising attendance improvement across the school.  

 

Monitor 

 

Rigorously use attendance data to identify patterns of poor attendance (at individual and cohort level) as 

soon as possible so all parties can work together to resolve them before they become entrenched. Listen 

and understand When a pattern is spotted, discuss with pupils and parents to listen to and understand 

barriers to attendance and agree how all partners can work together to resolve them.  

 

Facilitate support 

 

Remove barriers in school and help pupils and parents to access the support they need to overcome the 

barriers outside of school. This might include an early help or whole family plan where absence is a 

symptom of wider issues.  

 

Formalise support 
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Where absence persists and voluntary support is not working or not being engaged with, partners should 

work together to explain the consequences clearly and ensure support is also in place to enable families 

to respond. Depending on the circumstances this may include formalising support through an attendance 

contract or education supervision order.  

 

Enforce 

 

Where all other avenues have been exhausted and support is not working or not being engaged with, 

enforce attendance through statutory intervention: a penalty notice in line with the National Framework or 

prosecution to protect the pupil’s right to an education. 

 

6.2 In-School Procedures 

 

6.2.1 First-Day Contact  

 

The Trust has a system of first-day contact in place.  This means that parents will be contacted on the 

first day a pupil is absent without explanation to establish a reason for the absence.  This helps to 

identify, at an early stage, pupils who do not have a good reason for absence or who may be absent 

without their parents’ knowledge. Staff will continue to call and/or send texts until contact is made. First 

contact will be made by school by 9:30 if the school has not received details of absence for pupils who 

walk to/from school independently. Refer to CME policy and the summary in Appendix B 

 

6.2.2 Parental Communication  

 

Parents will be regularly kept updated about their child’s attendance. This will be on academic reports, 

discussed at parent’s evenings or if concerns are raised about a child’s attendance; specific telephone 

calls and/or meetings with School Leaders with a view to improving a pupil’s attendance. See Fig.1 

 

Initial awareness letters would be sent to families after the first half term of the school year if a child’s 

attendance is below 98% for the academic year so far and the preceding summer term. 

 

6.2.3 Meetings with Parents  

 

The school will invite parents to a meeting to discuss the reasons for the absences <92%. The aim of 

this meeting will be to support families in ensuring attendance improves.   An Attendance Plan should be 

put in place with the parents and pupils to resolve any difficulties and improve the attendance within a 

specified time limit – usually no more than 6 weeks.  This meeting will be led by the School’s Attendance 

Officer, Welfare Team lead or the School Leader but may also include other staff members working with 

the family. It will be explained to parents that any future absences will be unauthorised unless there is 

clear evidence of a good reason for them. 

 

6.2.4 Fixed Penalty Notice  

 

As part of the ‘Enforce’ stage of improving school attendance, the school may consider issuing a fixed 

term penalty notice (FPN) to the parents.  

 

The school may issue a Fixed Penalty Noticed where reasons for absence have not been authorised and 

have reached an unacceptable level. The school will refer to the new National framework for penalty 

notices and consider the thresholds as per DFE Guidance as to whether it is appropriate and will be 

considered on an individual basis.  
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The threshold is 10 sessions of unauthorised absence in a rolling period of 10 school weeks. A school 

week means any week in which there is at least one school session. This can be met with any 

combination of unauthorised absence (e.g 4 sessions of holiday taken in term time plus 6 sessions of 

arriving late after the register closes all within 10 school weeks). These sessions can be consecutive (e.g 

10 session of holiday in one week) or not (e.g 6 sessions of unauthorised absence taken in 1 week and 1 

per week for the next four weeks). The period of 10 school weeks can also span different terms or school 

years (e.g 2 sessions of unauthorised absence in the Summer Term and a further 8 within the Autumn 

Term).                                                                                                           

 

The penalty notice is payable to the Local Authority (details for payment will be contained in the Notice). 

  

• The first penalty notice issued to each adult with parental responsibility in respect of a particular 

pupil will be charged at £160 if paid within 28 days. This will be reduced to £80 if paid within 21 

days. 

• A second penalty notice issued to the same adult(s) in respect of the same pupil is charged at a 

flat rate of £160 if paid within 28 days.  

• Where a third penalty is issued, fines and sanctions will increase. See our Attendance Policy and 

DFE Guidance – Working together to improve school attendance 2024 Section 180.        

 

This will only be used if there is a failure of the family to engage in any processes designed to 

support them in improving their child’s school attendance.  

 

7. Local Governing Body  

 

The LGB shall make arrangements for ensuring that their functions relating to the conduct of the school 

are exercised with a view to safeguarding and promoting the welfare of children who are pupils at the 

school. 

 

Members of the LGB will actively monitor and discussed attendance patterns with appropriate staff 

members using questions such as; 

 

• What are the attendance trends for the school and for particular pupil groups? 

• What support strategies are currently in place? 

• What challenges to positive school attendance does the school face? 

 

8. Reviewing the Policy  

 

The Trust will review this Policy as guidance from the local authority or DfE is updated or annually as a 

minimum.  

 

9. Summary of Changes  

 

Document control 

Date Section(s) Update(s) 

Sept 22 - Updated following meeting with Attendance leads and EWO County 

service. Option to fine now included. 
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Sept 23 - Reviewed in light of national attendance research and with the aim to 

reduced persistent absence. 

  Reviewed in light of new National Framework for Fixed Penalty Notices, 

changes to attendance codes, key information on school website rather 

than within the policy. 

Sept 24  Formatting updated to be consistent with other EAST policies. 

Sept 25 Appendix A Added additional information re: illness and contacting schools 

October 25 Appendix C Additional information re: holiday booking information 

 

  



 

 

12  Attendance Policy – Primary Schools  

 

Appendix A:  A Guide for Parents 

 

1. When does my child need to be in School? 

 

Your child is expected to be in school every day during term time. Your child should be at School in good 

time for registration.   

 

2. What happens if my child is late? 

 

If your child is not present for registration, they will be marked late if they arrive before registers close. If 

your child arrives after registration finishes they will be marked unauthorised absent for the whole 

session (i.e. morning or afternoon).  

 

3. Does the school need letters explaining my child’s absence or will a phone call do? 

 

Parents/carers must telephone the school on the first day of absence.  If you do not phone us, we will 

contact you.  If we do not receive an explanation the absence will be recorded as unauthorised. 

 

4. What reasons will the school accept for absences? 

 

• Illness (see below for more information) 

• Emergency dental / medical appointment (please make routine appointments after school or 

during the holidays) 

• Day of religious observance 

• Family bereavement 

 

Except in the case of illness, you should ask permission for your child to miss school well in advance, 

giving full details.  In cases of recurring absences through illness you may be asked to produce evidence 

e.g. medicine bottle, appointment cards.  

 

5. What happens if my child is ill for multiple days? 

 

If your child is ill and absent from school parents/carers must contact the school each day of illness. If a 

child is absent for more than 2 days (and without any medical note) the school may carry out a welfare 

check on day 3 of any absence due to illness. (No contact for 2 days will trigger a welfare call – see 

below).  

 

6. What absences are unacceptable? 

 

• If no permission has been sought in advance 

• For annual holidays which could be taken in school holiday time 

• For looking after siblings 

• For shopping trips 

• For day trips (including birthday celebrations) 

• For visiting relatives 

• For unexceptional special occasions eg. the student’s birthday, or that of a friend, or ordinary 

birthdays of relatives 

• Where permission is sought for students to accompany parents/carers to enable 

parents/carers to work   

• Because flights to the proposed destination necessitate more than one day to be taken in 

addition to a school holiday.  

• Because of financial considerations.    
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7. Will the school contact me if my child is absent? 

 

The school operates a first-day response to absences: we will contact you if we have not heard from 

you.  This is because we believe it is our responsibility to ensure you and your child’s safety as well as 

their regular school attendance. 

 

If we are concerned about aspects of your child’s attendance or punctuality we will contact you to 

discuss the best way forward. 

 

8. What can I do to encourage my child to attend school? 

 

Make sure your child gets enough sleep and gets up in plenty of time each morning.  Ensure that he / 

she leaves home in the correct clothes and properly equipped.  Show your child, by your interest, that 

you value his / her education.  Hearing your child read and supporting them with any homework helps 

with their confidence and progress at School. 

 

9. My child is trying to avoid coming to school.  What should I do? 

 

Improving attendance is everyone’s business. The barriers to accessing education are wide and 

complex, both within and beyond the school gates, and are often specific to individual pupils and 

families. Some pupils find it harder than others to attend and therefore at all stages of improving 

attendance, working collaboratively together to remove barriers by building trusting relationships and 

working together to put the right support in place. Securing good attendance can therefore not be seen in 

isolation, and effective practices for improvement will involve close interaction with the school curriculum, 

behaviour, special educational needs support, pastoral and mental health and well-being, and effective 

use of resources.  

 

For the most vulnerable pupils, regular attendance is also an important protective factor and best 

opportunity for needs to be identified and support provided. Research has shown associations between 

regular absence from school and a number of extra-familial harms, including crime.  

Contact your child’s class teacher immediately and openly discuss your worries.  Your child could be 

avoiding school for a number of reasons – difficulties with school work, bullying, friendship problems, 

family difficulties. It is important that we identify the reason for your child’s reluctance to attend 

school and work together to tackle the problem. 
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Appendix B: Children Missing in Education 

 

Procedure for schools to follow if a child is not attending school. 

 

Stage 1  

 

Child absent from school on first day – first actions 

 

If a child has permission to walk to school alone, make contact with parents/carers by phone before 9.30 

am using emergency contacts. Text/ phone all contacts until pupils whereabouts is confirmed. If no 

answer - home visit by two members of staff. This would be within the first hour of them not arriving, if 

the pupil cannot be traced, make a police call. 

 

If there is a concern around safeguarding with the child the parent may be telephoned instead of 

a text being sent.  If significant safeguarding issues where there is evidence that a child not 

being in school could indicate harm a home visit will be carried out if there is no response by 

11:00 am. If a Social Worker or other designated professional is involved then they are to be 

contacted. 

 

Pupil’s who do not have permission to walk to school independently - text parents and ask them to 

contact school.  

 

Stage 2 

 

If there is no information about the child by 11:00, phone before lunch and leave a message and if no 

contact, phone other contacts who may be aware. If no other concerns leave it 'unauthorised'. 

 

Stage 3 

 

Call again the next morning and if the child has not returned on the second day without hearing by 10:00, 

text/ leave a telephone message with main contact about arranging a home visit if the school has not 

heard from them by midday that day. 

 

Complete a home visit (two colleagues), by the end of the day if there is no contact. 

 

Stage 4 

 

If after a home visit the school has not seen the child or parent / carer, the police will be called if no other 

agency is involved.  If there is a lead professional - notify them and confirm that they will be doing a 

home visit.  

 

Stage 5 

 

If there is no contact after a home visit, continue to call the main contact daily and consult with EWO 

after 10 sessions (5 days) and follow advice about consulting with CME service. 

 

Under advisement of the EWO it is probable that a referral to the Suffolk Children Missing in Education 

Team will need to be completed by the School Leader or Welfare Lead: 

 

https://schoolsreporting.suffolk.gov.uk/reports/refer-child-missing-education 

 

Throughout the process, the school Safeguarding Information System should be updated to record 

processes completed for identified pupil. Further direction will be taken from the CME team. 

https://schoolsreporting.suffolk.gov.uk/reports/refer-child-missing-education
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Appendix C: EAST Primary Request for Exceptional Leave of 

Absence Notes and Form 
 

Did you know?? 
 

If your child attends 80% of the time over their 5 years of education, they would miss an entire 

school year! 

 

Approximate Days Absence in a School Year 

Attendance Rate By End of School Year 

100% 0 

95% 10 days 

90% 20 days 

85% 30 days 

80% 40 days 

 

Requests for absence must fall into one of the following categories: 

 

1) Leave of Absence Taking part in a regulated performance or employment abroad: in line with a 

licence issued by a local authority or Justice of the Peace or a body of persons approval (BOPA).  

2) Attending an interview: for entry into another educational institution or for future employment 

where requested in advance by a parent the pupil normally lives with.  

3) Exceptional circumstances: All schools can grant a leave of absence for other exceptional 

circumstances at their discretion. Schools are expected to consider each application individually 

taking into account the specific facts and circumstances and relevant background context behind 

the request. If a leave of absence is granted, it is for the school to determine the length of the 

time the pupil can be away from school. 

 

Considerations that are not deemed ‘exceptional’ 

 

• Cost of the holiday is less in term time 

• Prolonged holiday 

• Absent parent/grandparent taking the child on holiday in term time 

• Absences during public examinations and SATS tests. 

 

Fixed Penalty Notices 

 

The school may issue a Fixed Penalty Noticed where reasons for absence have not been authorised and 

have reached an unacceptable level of tolerance. The school will refer to the new National framework for 

penalty notices and consider the thresholds as per DFE Guidance as to whether it is appropriate and will 

be considered on an individual basis.  

 

*The threshold is 10 sessions of unauthorised absence in a rolling period of 10 school weeks. A school 

week means any week in which there is at least one school session. This can be met with any 

combination of unauthorised absence (e.g 4 sessions of holiday taken in term time plus 6 sessions of 

arriving late after the register closes all within 10 school weeks). These sessions can be consecutive (e.g 

10 session of holiday in one week) or not (e.g 6 sessions of unauthorised absence taken in 1 week and 1 

per week for the next four weeks). The period of 10 school weeks can also span different terms or school 
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years (e.g 2 sessions of unauthorised absence in the Summer Term and a further 8 within the Autumn 

Term).                                                                                                           

 

The penalty notice is payable to the Local Authority (details for payment will be contained in the Notice).  

 

• The first penalty notice issued to each adult with parental responsibility in respect of a particular 

pupil will be charged at £160 if paid within 28 days. This will be reduced to £80 if paid within 21 

days. 

• A second penalty notice issued to the same parent in respect of the same pupil is charged at a 

flat rate of £160 if paid within 28 days.  

• Where a third penalty is issued, fines and sanctions will increase. See our Attendance Policy and 

DFE Guidance – Working together to improve school attendance 2024 Section 180.        
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Primary School Exceptional  

Absence Request Form 
 

This form requesting leave of absence must be completed by the parent or carer and forwarded to the 

School Office well before the period of absence requested.  It is important that you read the guidance 

(Appendix C) as additional information may be required. 

 

Please complete this form for each child you are requesting absence for. 

 

Pupil Name:   Class:   

I, being the parent / carer of the above-named pupil request that you consider allowing my 

child / children to be absent from school for the following reasons:  

 

 

 

The exceptional circumstances for this leave are:  

 

 

 

In the event of this leave being for a medical appointment I have attached a copy of the 

appointment confirmation.  

In the event of this leave being for a holiday, please attach a copy of your booking which 

clearly states the start and end date of your trip. 

We/I have considered the following: 

1 The impact the absence will have on my child’s education and to ensure they keep on track 

with anything that is missed we/ I will: 

 

 

 

2 My child’s current attendance is: % 

3 My child’s attendance last year was: % 

4 That it is not within any statutory assessment periods (i.e. SATs) 

Period of absence requested 

First Day of Absence:   

Last Day of Absence:   

Total Number of School Days:   

By signing this form, I confirm that I have read and understand all the information within this 

letter and understand the implications of my child taking unauthorised leave. 

Name of Parent / Carer (PRINT):   

Signature of Parent / Carer:  

Date:   
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To be photocopied (kept in child’s file) & returned to the Parent / Guardian 

 

Pupil Details:  

Pupil’s Name:   

Form Group / Class:  

Absence Request Dates: 

First Day of Absence:   

Last Day of Absence:   

Parent / Guardian Authorisation:  

Signature of Parent / Guardian:   

Date:  

School Authorisation: 

Please mark as appropriate:   Approved: ☐ Not Approved: ☐ 

Any additional comments from the school:  

 

 

 

Completed by (Staff Member):  

 


