
 

SCHOOL STARTS AT 9AM AND WE EXPECT YOUR 

CHILD IN THE CLASSROOM BY THAT TIME. 

 

 

 

 

REGISTERS ARE MARKED AT 9AM  

CHILDREN WILL RECEIVE A LATE MARK IF NOT IN 

THE CLASSROOM BY THIS TIME 

Any child arriving after 9.30am will  receive a mark to 

say they are present but will be marked as an  

unauthorised absence for that session. 

 

THE SCHOOL WILL MONITOR AND ADDRESS    

PERSISTANT LATENESS IN THE SAME WAY AS                 

UNAUTHORISED ABSENTEEISM 

 

BEING LATE FOR SCHOOL BY 15  

MINUTES A DAY IS THE SAME AS  

BEING ABSENT FOR 8 FULL DAYS 

We offer free toast from 8.40am  

Punctua l i ty  
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Policy 

HOLIDAYS IN TERM TIME 
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 taking 

children away in term time. 

THERE IS NO AUTOMATIC ENTITLEMENT IN 
LAW TO TIME OFF IN TERM TIME TO GO ON 

HOLIDAY. 

As a school NO leave of absence for holidays is 
authorised. Should parents take leave without 

authorisation a penalty notice may be requested 
via the authority. This is a fine to be paid by 
both parents. The current fine is £120 per  

parent per child. 

 

In deciding to request a penalty notice the 
school will consider the circumstances of each 
application individually including the previous 

pattern of leave in term time, the year group and 
the attendance %. 

 

Any parent considering taking their child out of 
school should complete a leave of absence form 

at least 2 weeks prior to the leave period. 

 

 

RELIGIOUS ABSENCE 

The school will authorise one day ‘leave’ per religious 
festival, e.g. EID, but no more than 3 days in any one 
academic year. This must be requested in writing in 
advance or agreed by the school. 



TO HELP FOCUS ON THIS WE WILL: 
 

PROMOTE A CULTURE ACROSS THE SCHOOL WHICH 
IDENTIFIES THE IMPORTANCE OF REGULAR AND 
PUNCTUAL ATTENDANCE 

 

CELEBRATE GOOD ATTENDANCE 
 

REWARD GOOD AND IMPROVING  
ATTENDANCE THROUGH CLASS 
COMPETITIONS, AND EVENTS 
 

RUN PROMOTIONAL EVENTS WHERE STAFF, PUPILS 
AND PARENTS CAN WORK TOGETHER ON RAISING 
ATTENDANCE LEVELS 
 

DEVELOP POSITIVE AND CONSISTENT  
COMMUNICATIONS BETWEEN HOME AND SCHOOL 
 

 

UNDERSTANDING T YPES  OF  ABSENCE  
Every  ha l f -day  abs ence  f rom sc hoo l  has  to  
b e  c l ass i f ied  by  the  sc hoo l  as  e i ther   
AUTHORISED OR  UNAUTH ORISED .   
 
AUTHORISE D ABSE NCE S ARE MORNINS OR  
AFTERNOONS WHERE  A CHILD  IS AWAY FROM 
SCHOOL F OR A  GENUI NE AND UNAVOIDABLE  
REASON LIKE  ILLNE SS,  MEDICAL/DE NTAL  
APPOINTME NTS THAT CANNOT BE  TAKE N  
OUTSI DE THE SCHOOL  DAY AND/OR OTHER  
EMERGENCIE S OR UNAV OIDABLE  CAUSE.  

 
UNAUTHORISE D ABSENCES ARE THOSE WHICH 
THE SCHOOL DO NOT CONSIDER  REASONABLE 
AND F OR WHICH NO LE AVE HAS BEE N GIVEN.  
THIS TYPE  OF  ABSENCE  CAN LEAD TO T HE  
AUTHORITY USI NG SANCTIONS AND/OR  LEGAL 
PROCEE DING S SUCH AS FIXED PE NALT  
NOTICE S.  

 
THESE INCLUDE (but  n o t  exc lus i ve  to ) :  

 

ABSE NCE S WHI CH HAVE  NEVER BEE N P ROPERLY  
EXPLAINE D.  

 

PARENTS/CARERS KEEPI NG CHILDRE N OFF  
SCHOOL UNNECE SSARILY  

 

CHILDREN NOT ATTENDING SCHOOL  DUE TO 
PARENTAL ILLNESS  

 

SHOPPING,  BIRT HDAY S,  LOOKING AFTER OTHER  
CHILDREN  

 

H OLIDAY S TAKEN DURING TERM TIME  
 

 

IF  YOUR CHILD IS ABSENT YOU MUST  
  
CONTACT  TH E  SCHOOL as  s oon  as  
poss ib l e  on  the  F IRST DAY  of  ab-
s ence  or  CALL  INTO SCHOOL AND 
REPORT  TO RECEPTION .  

 

01282  865840  
As  parents  you  are  expec ted  to   
c ontac t  the  sc hoo l  a t  an  ear l y  s tage  
and  to  w ork  w i th  s taff  i n  reso l v i ng  
p rob l ems  together  to  make  s u re  your  
c h i ld  ac h ieves  suc cess .  
 

Schoo l  need  to  b e  ab le  to   
c ontac t   p arents  for  a  numb er  
of  reas ons  i nc l ud i ng  abs ence ,  
throughout  the  year .  

P leas e  ens ure  sc hoo l  have  an  up  to  
date  CONTACT  NUMBER  at  a l l  t imes .  

 
IF  YOUR CHILD IS ABSENT THE 
SCHOOL WILL  
Tel ephone  you  on  the  f i rs t  day  i f  we  
do  not  hear  from  you  

 
Inv i te  you  to  d i sc uss  the  s i tuat i on  
w i th  the  Head  Teac her  and/or  s uppor t  
s taff  

 
Work  w i th  Mu l t i  Agenc y  Teams  to   
i dent i fy  b etter  w ays  to  s uppor t  you  
and  your  c h i l d  
 

 
 

 

 
 

 

 

 

 

 

 

 

 

Attendance Policy 

WHY IS REGULAR  

ATTENDANCE  SO IMPORTANT? 

Any absence affects the pattern of a 
child’s schooling and regular absence will seriously 
affect their learning. Absences affect teaching  
routines and therefore affect the learning of  others 
in the same class. 

Helping to create a pattern of regular attendance is 
everybody’s responsibility. 
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