
BIERTON C.E COMBINED SCHOOL – ATTENDANCE POLICY 

Introduction 

All children of compulsory school age have the right to an efficient full-time education, regardless of age, 

aptitude, ability and any special needs they may have. Regular school attendance is essential if children are 

to make the most of the educational opportunities available to them. Regular attendance is also the key to 

achieving the five outcomes of ‘Every Child Matters’; staying healthy; enjoying and achieving; keeping safe; 

contributing to the community and social and economic well-being. There is a proven link between regular 

attendance and educational progress and attainment. As a school we will encourage every parent/carer to 

ensure their child achieves maximum attendance and that any problems that prevent this are identified and 

acted on promptly. 

Aims 

This policy will aim to raise and maintain levels of attendance by: 

 Promoting a positive and welcoming atmosphere in which pupils feel safe, secure and valued; 

 Raising awareness of the importance of good attendance; 

 Ensuring that the attendance is monitored effectively and reasons for absence are recorded promptly 

and consistently. 

Expectations 

Our expectations are that all pupils will: 

 Attend school regularly 

 Arrive at school on time (8.55am) 

 Attend appropriately prepared for the school day 

We will also expect that all parents will: 

 Encourage regular school attendance and be aware of their legal responsibilities. 

 Ensure that their child arrives on time (8.55am) and is prepared for the school day.  

 Contact the school before 9.30am on each day of absence and explain why their child is unable to 

attend school. 

 Contact the school promptly whenever any problems occur that may prevent their child from 

attending school. 

 Notify the school immediately of any changes in contact details. 

 Inform the school of any home circumstances that might affect the behaviour and attitude to learning 

for their child. 

 Whenever possible, try to arrange medical and other appointments outside the school day. 

The school will: 

 Provide a welcoming atmosphere. 

 Provide a safe learning environment. 

 Ensure a sympathetic response to concerns from pupils or parents.  

 Keep regular and accurate records of attendance and punctuality. 

 Encourage and reward good attendance and punctuality. 

 Contact a parent when a child is absent with no explanation. 

 Follow up unexplained absences requesting an explanation for absence. 

 Record an absence as unauthorised when a parent/carer has not provided a suitable reason for 

absence. 
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 Write to parents/carers to confirm that an absence has been recorded as unauthorised. 

 Refer a child to the Education Welfare Service when: there are more than six sessions recorded as 

unauthorised in any school term, attendance has fallen below 90% or the school has cause for 

concern. 

 Seek verification from health professionals in cases of long term (more than 10 sessions) or frequent 

absence due to medical conditions. 

 Meet regularly with the Education Welfare Service to monitor and support attendance and 

punctuality. 

Punctuality / Lateness 

Punctuality is vital and a late arrival causes disruption to teaching and learning for all pupils and staff. It is 

therefore very important that pupils arrive on time. Children should arrive in the school playground no earlier 

than 8.40am and no later than 8.55am. The school playground is not supervised before 8.40am. 

 Registration takes place at 8.55am and pupils who arrive in the classroom after this time will be 

recorded as late. 

 Pupils arriving after 9.00am will be recorded as late after registration has closed. 

 If a pattern of lateness emerges a letter will be sent home advising parents that this is a cause for 

concern. 

 Persistent lateness by a pupil will be referred to the Education Welfare Service. 

 Incidents of children being picked up from school after 3.30pm will be recorded (i.e those left on the 

playground after 3.30pm). 

 Children who are persistently late being picked up after school may be referred to the Education 

Welfare Service. 

 Children who are persistently left on the school playground before 8.40am may be referred to the 

Education Welfare Service. 

Recording Attendance 

The class teacher will take a register recording who is present and absent from school at 8.55am. Any pupils 

arriving after 8.55am MUST report to the school office where the time and reason for lateness will be 

recorded. 

The register is returned to the class teacher before the start of the afternoon sessions and is taken again at 

1.05pm. 

Reasons for absence should be offered on the first day of absence. If for any reason we do no receive this 

reason for absence parents will be contacted to ascertain a reason for absence. An email to the school 

office (office@biertoncombined.bucks.sch.uk) is acceptable. The school will then decide whether to 

authorise the absence or record it as an unauthorised absence. This decision will be made within the 

guidance set out in the 1996 Education Act which identifies the following reasons as acceptable reasons for 

an authorised absence: 

 The child is ill or is prevented from attending by unavoidable cause; 

 The child lives over a certain distance from school and either the Local Authority (LA) has failed to 

make suitable arrangements to register the child at a nearer school or the LA has failed to make 

suitable transport arrangements; 

 The child is absent on days exclusively set apart for religious observance in their particular faith.  

We MUST have advance prior notice in this instance. 

mailto:office@biertoncombined.bucks.sch.uk


BIERTON C.E COMBINED SCHOOL – ATTENDANCE POLICY 

 The child is absent ‘with leave’. This refers to leave being granted by the school, not by the parents. 

In this instance leave will only be authorised if the parent/carer has completed an ‘Application for 

Leave of Absence During Term Time’ form (available from the school office) and should be 

completed at least 4 weeks prior to the proposed absence for the Headteacher to consider 

authorisation. 

 For a child to granted leave of absence there must be exceptional circumstances that prevent a child 

from attending school. The school must be notified as soon as possible in this instance. 

Attendance Codes 

A set of standard codes is used consistently within the class register. These codes are input into the 

electronic register as required and are used to give more meaning to the register and provide statistical 

data. 

Monitoring 

The administrative assistant and Headteacher will review the attendance of all pupils on a regular basis. 

Levels of attendance (<93%), persistent lateness, persistent late pick up / early drop off and 

unauthorised absences will be discussed. Any pupils identified as a cause for concern will be individually 

discussed and a letter will be sent home to the parents/carers. The school will inform parents/carers of 

the schools concerns and will offer support to resolve any problems that may be impeding a child from 

attending school. The pupils attendance will be closely monitored for a period of time (decided by the 

Headteacher) and if there is no significant improvement the parents/carers of the pupils will be invited to 

a meeting with the Headteacher to discuss the issue and hopefully resolve any issues preventing the 

pupil from attending. If parents/carers do not attend the meeting or the attendance of the pupil does not 

improve, a formal referral to the Education Welfare Service will be made. The allocated Education 

Welfare Officer to the school will contact parents/carer and arrange a meeting with nominated welfare 

staff to discuss the issues regarding the attendance of the pupil concerned. 

The electronic registration system provides reports and information that assist the school in monitoring 

attendance. These reports will be accessed when relevant and provide information to assist the school 

to manage attendance issues strategically. The Education Welfare Officer will also have access to this 

information and will use the reports to support their role.   

Requests for Leave of Absence 

If parents/carers wish to request a period of leave they are required to complete an ‘Application for 

Leave of Absence for During Term Time’ form. The application must be received at least four weeks 

prior to the leave being taken. The Headteacher will make a decision as to whether the leave will be 

authorised. 

Leave of absence will NOT be offered to pupils for family holidays except under exceptional 

circumstances.  

Examples of when absence will NOT be authorised are: 

 Looking after a house for family members 

 Looking after family members 

 Illness of another family member i.e pupil being kept off when a sibling is unwell 

 Shopping during school hours 

 Birthdays 

 Day trips 
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 Holidays 

Most common acceptable reasons for absence: 

 Illness of child (not the parent) 

 An emergency medical or dental appointment that has not been possible to arrange for out of 

school hours 

 A religious event 

Penalty Notices 

A penalty notice may be issued as an alternative to the prosecution of a parent/carer for their child’s 

unauthorised absence from school and requires the participant to pay a fixed amount. If the penalty notice is 

not paid within 42 days the Local Authority must prosecute the parent/carer for failing to ensure regular 

school attendance under Section 444 of the Education Act 1996. 

Education Welfare may issue a penalty notice to parents/carers who are failing to secure their child’s regular 

school attendance and are not engaging with supportive measures to improve attendance proposed by the 

school or Education Welfare Officers. Before a penalty notice is issued, parents will be warned of their 

liability to receive such a notice. Parents who take their child out of SATs week without the authority of the 

Headteacher will be liable to receive a penalty notice provided it can be shown that the parents had been 

notified in advance of this notice. 

Equal Opportunities 

At Bierton C.E Combined School all children have the right to achieve to their full potential, regardless of 

gender, race, culture, language, physical ability, special needs or social-economic status. Therefore all 

pupils are given the appropriate support and encouragement to attend school regularly. 

Why are attendance and punctuality important? 

 Children need to attend school regularly so they can take advantage of all the educational 

opportunities available. 

 Poor attendance and persistent lateness undermine children’s education and can lead to them falling 

behind educationally. 

 Good attitudes towards attendance that are well established in the primary school helps to prevent 

problems later at secondary school. 

It is clear that a child who has regular absences or misses extended periods of schooling will find it 

difficult to catch up with work that has been missed and to keep up friendships within the class. We work 

in partnership with parents so that all reasonable steps are taken to maximise attendance and actively 

discourage late arrival. 

What should I do if my child is absent? 

Parents are asked to inform school in each and every day of any absence (apart from absences agreed 

by prior arrangement): 

 By phone (01296) 483110 or fax (01296) 489264 

 By calling in at the school office 

 By note to the teacher or to the school office 

 By email to the school office: office@biertoncombined.bucks.sch.uk 

It is useful at this stage to tell us the reasons for your child’s absence and a likely date for return. 
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What is my responsibility as a parent? 

Parents are responsible for ensuring that their child: 

 Attends school regularly 

 Arrives on time each day 

 Is picked up from school on time or knows how they are getting home 

 Wears school uniform and is in a fit state to learn 

 Is only absent for appropriate reasons and that the school is informed on each occasion 

What does the school do to promote attendance and punctuality? 

Bierton C.E Combined School takes attendance and punctuality very seriously. Ensuring your child attends 

school regularly, punctually and is collected on time is an important part of our Home School Agreement. 

Registers are taken each morning and afternoon and accurate records are kept to ensure the reasons for 

absence are recorded. Unexplained absence is always followed up with a phone call to parents to find out 

the reason for the absence. Parents are also contacted if their child is frequently late. 

When can absence be authorised? 

It is the school’s responsibility to decide whether or not to authorise an absence. 

The law is clear that only the school can authorise an absence. If doubts remain about the explanation 

offered, or where one is not forthcoming at all, the absence must be treated as unauthorised. 

At this school, absence will be authorised at the Headteacher’s discretion when: 

 Your child is genuinely ill or injured 

 Your child has a medical or dental appointment and an appointment out of school hours is not 

possible 

 Your child is taking part in a day of religious observance 

 Your child is prevented from attending by an unavoidable cause or exceptional circumstance 

Coming and going during the school day 

Sometimes children need to arrive or leave during the middle of the a school session. This may be for a 

medical or other appointment or if a child is taken ill during the day. Parents are asked to inform the school 

in advance of taking their child out during a school session. This is so that we have an accurate picture of 

exactly who is in school at all times for safety reasons. 

 

What does the school do to monitor attendance and punctuality? 

All our attendance information is stored centrally on our school administrative system. At the end of each 

month, every child’s attendance and punctuality record is checked. Parents can ask for a copy of their 

child’s attendance record at any time from the school office. A letter will be sent to follow up low rates of 

attendance, frequent absence and regular lateness. This letter to parents will seek their support in improving 

the situation.  

Attendance figures are sent to the Local Education Authority each term and to the DfE each year. 

At the end of each year, your child’s attendance is recorded on their Annual Report, either as the number of 

half days attended in the year or as a percentage. 
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The school also check for children in each year group who have recorded very high levels of attendance 

through a term or the whole year and present them with an Attendance Award. 

What can the Local Education Authority (LEA) do about attendance? 

The LEA assigns an Educational Welfare Officer to our school who monitors our registers and attendance 

rates on a regular basis. We have to look closely at all children whose attendance is below 95% to ensure 

that there are satisfactory reasons. 

Where there are uncertainties or where no improvement has been made over a period of time, the 

Educational Welfare Officer will contact the parents. If necessary, s/he will visit you at home and offer to 

help improve your child’s attendance. If parents are unwilling to co-operate, the Educational Welfare Officer 

will prosecute families in the magistrates’ court to enforce regular school attendance. 

 

Occasionally, children become reluctant or fearful of coming to school. In these cases, it is vital that you 

contact the school to discover what may be causing this. Usually, problems can be sorted out by parents 

and school working together.  

Very occasionally, the school will invite the Educational Welfare Officer to help a family whose child is 

having major problems with school attendance. 
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APPLICATION FOR LEAVE OF ABSENCE DURING TERM TIME 

EVERY DAY COUNTS 

Attached is an application form for you to request permission for your child to be absent from 

school. Before completing the application form, please read these notes carefully: 

 The law states that you do not have the right to take your child out of school for holidays during term 

time. The local authority works with schools to reduce the number of children missing school 

because of holidays taken in term time and schools can refuse your request to take your child out of 

school. 

 If you wish to take your child out of school during term time, you must apply for permission in 

advance in writing using the attached form. Permission for authorised leave of absence will not be 

granted except in exceptional circumstances. 

 

 The Department for Education states that absence in term time due to the following reasons will not 

be authorised: 

o Availability of cheap holidays 

o Availability of desired holiday accommodation 

o Poor weather experienced in the school holiday period 

o Overlap with the beginning or end of the school term 

o Holidays booked before checking with the school 

o Day trips 

 There are certain times of the year when a child may experience extra problems because of missing 

school. These include examination periods, at the time of starting a new school and at the start of a 

new school term. In deciding whether to authorise your child’s absence and give permission for 

absence, the school will take these and other factors into account. 

 If the school refuses your application and you still take your child out of school the absences will be 

treated as unauthorised. Unauthorised absences may lead to a Penalty Notice or a Summons being 

issued against you for irregular school attendance.  

Having read these notes, if you still wish to apply for a leave of absence for your child during term 

time then please complete the application attached. This form should be returned to the school 

office as far in advance of the proposed absence as possible. 
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APPLICATION BY PARENT/CARER FOR 
CHILD’S LEAVE OF ABSENCE FROM SCHOOL DURING TERM TIME 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
I make application for the child named above to have authorised absence from school for the 
reasons stated. I understand that if this is not agreed then any absence will be treated as 
unauthorised and may lead to the issue of a penalty notice or a summons for irregular school 
attendance.  
                            
 
 
 
 
 
PLEASE RETURN COMPLETED APPLICATION FORM TO THE SCHOOL OFFICE, GIVING AT LEAST 4 

WEEKS NOTICE PERIOD OF INTENDED ABSENCE 

Please do not arrange any leave of absence until you know that the school will authorise your child’s absence 

For office use only 
Academic Year 2012-2013  School Comments 

No. Sessions (half day) school has been 
open in year to date 

  

Total no. of absences to date  

No. of authorised absences to date  

No. of absence as authorised holiday  

*Approval Given / Not Given 
(*Delete as appropriate) 

Signed  
(Headteacher) 

 

 

Child’s name: ___________________________________________ 

Class: _________ __________ 

I wish to apply for my child to be absent from school as follows: 

Date of first day of absence: __________________________ 

Date of last day of absence: __________________________ 

Total number of school days missed: ____________ 

Could you please explain the exceptional circumstances that make it necessary to request leave of absence during 

school term time?  

 

 

 

 

Do you expect to be taking anymore term time leave of absence during this academic year? 

Yes              No               (Please put a cross in the appropriate box) 

 

Name of parent/carer making application ________________________________________________ 

Signed: _______________________________________           Date: ________________________ 
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                                                       Headteacher: Mr I Hopkins 

BIERTON C.E COMBINED SCHOOL 
Parsons Lane, Aylesbury, Bucks, HP22 5DF 

Email: office@biertoncombined.bucks.sch.uk 
Website: www.biertoncombined.bucks.sch.uk 

Tel: 01296 483110 
Fax: 01296 427048 

 
PLEASE ENTER THE APPROPRIATE DETAILS ON THIS FORM AS WELL AND RETURN WITH THE 

APPLICATION TO THE SCHOOL OFFICE. 
 

THIS SHEET WILL BE RETURNED TO YOU INDICATING THE HEADTEACHER’S DECISION ON YOUR 
REQUEST FOR LEAVE OF ABSENCE 

 

Dear Parent / Carer, 
 
Thank you for completing the application for leave of absence for: 
 

 
Name:  

 
Class: 

 
Period of absence 
 

 
From: 

 
To: 

 
No. of days: 

 

 

          I confirm that on this occasion it has been agreed that it will be in order for your child to                
         miss school for the period requested. 
 
 
         I regret that the leave of absence requested has been refused. 
 
 
 
 
Yours sincerely, 
 
 
Mr I Hopkins 
Headteacher 
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