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Attendance policy 
Introduction  

Regular school attendance is important for children’s academic progress and well-being. We aim 

to maximise attendance rates and secure high levels of punctuality in order to ensure that all 

pupils are able to take full advantage of the learning experiences available to them.  

 

Reporting Absences  

It is parent’s responsibility to inform schools of the reason for a child's absence as soon as possible. 

Parents are expected to contact the School Office on the first day of absence by 9am giving as 

much information as is available at that time.  

In the event of no contact having been made regarding a child's absence, the parents will be 

contacted by the School Office. If the absence is unexplained, parents will be contacted by the 

Headteacher/Deputy Headteacher. If there is no contact from parents and it is unknown where 

the children are, a welfare check will be sought.  

 

Registration  

Under regulation 3 of the Pupils' Registration Regulations 1956, all schools must keep an 

attendance register on which, at the beginning of each morning and afternoon session, pupils are 

marked present or absent. The 1991 Regulations also state that registers must state whether an 

absence is authorised or unauthorised.  

 

Authorised/Unauthorised Absence  

Only the school, within the context of the law, can approve absence, not parents. (Section 199, 

Education Act 1993). The question of authorised and unauthorised absence is an important issue 

and to help parents distinguish between the two the following guidelines are included.  

If after reading these guidelines you are still in doubt please contact the Headteacher.  

 

Illness, Medical and Dental Appointments - If the school is satisfied that a pupil of compulsory 

school age is prevented from attending school by reason of illness then the absence will be 

treated as authorised. Leave for medical or dental appointments may be given (ie. the absence 

may be authorised) where confirmation has been received from the parents (either in person, in 

writing or by a telephone call) or on production of an appointments card. However, we 

encourage parents to make all non-urgent appointments outside of school hours if possible.  

 

Lateness  

The school policy is to encourage punctuality but to also actively discourage lateness as it can 

disrupt lessons. If a child is late and misses registration, a late mark will be recorded. If a child 

arrives after 9.30am then the lateness will be marked as unauthorised unless an acceptable 

explanation is given. Obviously the school will be sympathetic if this is for a good reason. If 

however a pattern of lateness starts to emerge, parents will be informed via letter. Late is after 

9:00am. Any pupils arriving after this time MUST report to the School Office.  

 

Requests for Absence that could be deemed to be for ‘exceptional reasons’.  

Family Circumstances  

 



It is for schools to determine whether an absence in this category should be authorised or not: 

much will depend on the circumstances of the particular case. Only exceptional circumstances 

will be sanctioned through authorised absence after discussion with the Headteacher.  

Family Bereavements  

The death of a family member can be a particularly traumatic event in any young person's life. 

The Headteacher has the discretion to authorise absence to attend funerals or associated events 

and any request would be dealt with sympathetically.  

Holidays  

It is unlikely that requests for leave of absence for the purpose of holiday will be authorised unless 

deemed by the Headteacher to be ‘exceptional’. Exceptional circumstances could include a 

request for leave following the return from ‘active deployment’ by a parent serving in the Armed 

Forces. Requests for leave of absence should be made on a Leave of Absence Form which can 

be obtained from the school office. Requests for leave of absence are unlikely to be sanctioned 

unless the Headteacher agrees that the reason for leave is exceptional. The Headteacher has 

been delegated the power to authorise such leave during term time and it is essential that 

requests for such leave are made PRIOR to booking any holiday.  

Days of Religious Observance  

Absence of a pupil for participation in a day set aside exclusively for religious observation by the 

religious body to which the parents belong can be classified as authorised. It is essential that the 

school is given advance notice of religious observance days.  

 

Applying for Leave of Absence  

All requests for Leave of Absence should be made on the relevant form available from the School 

Office. A reply will be sent stating whether the absence will be authorised or not authorised. 

Implications for absence that is not authorised The North Yorkshire Policy outlined below regarding 

penalty notices will be followed for those parents who promote, and take no action, against 

serious periods of unauthorised absence.  

 

Legal School Age  

Parents are responsible for making sure that their children of compulsory school age receive a 

suitable full-time education. This can be by regular attendance at school, at alternative provision, 

or otherwise (e.g. the parent can choose to educate their child at home). A child reaches 

compulsory school age on or after their fifth birthday. If they turn 5 between 1 January and 31 

March they are of compulsory school age on 31 March; if they turn 5 between 1 April and 31 

August they are of compulsory school age on 31 August. If they turn 5 between 1 September and 

31 December, then they are of compulsory school age on 31st December.  

 

School Attendance Orders  

If it appears to the local authority that a child of compulsory school age is not receiving a suitable 

education, either by regular attendance at school or otherwise, then they must begin procedures 

for issuing a School Attendance Order. The order will require the child’s parents to register their 

child at a named school. If they fail to comply with the order the parent can be prosecuted.  

 



Prosecutions by local authorities  

If a child of compulsory school age fails to attend regularly at a school at which they are 

registered or at a place where alternative provision is provided for them the parents may be guilty 

of an offence and can be prosecuted by the local authority. Only local authorities can prosecute 

parents and they must fund all associated costs. Local authorities have the power to prosecute 

parents who fail to comply with a school attendance order (section 443 of the Education Act 

1996) or fail to ensure their child’s regular attendance at a school (section 444 of the Education 

Act 1996). As a school, we work closely with North Yorkshire County Council to ensure attendance 

is high.  

 

Penalty Notices  

Penalty notices are fines of £60/£120 imposed on parents. They are an alternative to the 

prosecution of parents for failing to ensure that their child of compulsory school age regularly 

attends the school where they are registered or at a place where alternative provision is provided. 

Penalty notices can be issued to each parent liable for the attendance offence or offences. 

Penalties can be used where the pupil’s absence has not been authorised by the school.  

Penalties may also be issued where parents allow their child to be present in a public place during 

school hours without reasonable justification during the first five days of a fixed period or 

permanent exclusion. The parents must have been notified by the school at the time of the 

exclusion of this and the days to which it applies.  

The Education (Penalty Notices) Regulations 2007 set out the details of how the penalty notice 

scheme must operate. This includes a requirement that every local authority must draw up and 

publish a Code of Conduct for issuing penalty notices, after consulting all schools, including 

academies, and the police. The code should set out the criteria that will be used to trigger the use 

of a penalty notice. These could include: a number of unauthorised absences, perhaps within a 

rolling academic year; one-off instances of irregular attendance such as holidays taken during 

term time without the school’s permission; and where an excluded child is found in a public place 

during school hours without a justifiable reason. The local authority administers the scheme for all 

schools in its area, including academies and Free Schools.  

 

Payment of Penalty Notice  

The penalty is £60 if paid within 21 days of receipt rising to £120 if paid after 21 days but within 28 

days. The payment must be paid direct to the local authority. The parents can only be prosecuted 

if 28 days have expired and full payment has not been made. There is no right of appeal by 

parents against a penalty notice. If the penalty is not paid in full by the end of the 28 day period 

the local authority must decide either to prosecute for the original offence to which the notice 

applies or withdraw the notice. Only local authorities can make decisions on whether parents 

should be prosecuted for school attendance offences. All schools (including academies) have a 

duty to refer regular absence (authorised and unauthorised) to the relevant local authority. This 

may include any evidence to show how they supported the pupil and parent to improve 

attendance. It is for each local authority to judge each referral on its own merits and make a 

decision on the next probable cause of action. It is the statutory duty of local authorities to carry 

out investigations including witness statements leading up to prosecutions. 

 


