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1. Introduction 

St Nicholas School values all its pupils.   As set out in this policy we will work with families to 
identify the reasons for poor attendance and try and resolve any difficulties.  All of our pupils have 
a SEN statement. 
 
St Nicholas School recognises that attendance is a matter for the whole school community.  Our 
aim is a 100%. 
 
Our Attendance Policy should not be viewed in isolation. It is supported by our policies on 
safeguarding, bullying, behaviour and inclusive learning. 
 

2. Why Regular Attendance Is So Important 

There is a strong correlation between the amount of absence from school and the qualifications 
that pupils receive.  Every lesson in school matters and children who have regular absences tend 
to find it difficult to catch up. 
 
Regular absence can limit a child’s future opportunities and set up bad habits for work and life. 
 

3. Legal Framework 

Section 7 of the 1996 Education Act states that parent/carers must ensure that children of 
compulsory age receive efficient full time education suitable to their age and ability either by 
regular attendance at school or otherwise. 
 
Under the Education Act 1996, the Local Authority has a statutory responsibility to ensure that 
parent/carers secure education for children of compulsory school age and where necessary, use 
legal enforcement. 
 
The Education (pupil registration) (England) Regulations 2006, require schools to take an 
attendance register twice a day, once at the start of the morning session and then again during the 
afternoon session. 
 
The register must record whether the pupil was: 
 

 Present 

 Absent 

 Present at approved educational activity; or 

 Unable to attend due to exceptional circumstance. 
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4. Categorising Absence 

Where pupils of compulsory school age are recorded as absent, the register must show whether 
the absence is authorised or unauthorised. 
 
Absence can only be authorised by the school and cannot be authorised by parent/carers.  All 
absences will be treated as unauthorised unless a satisfactory explanation for the pupil’s absence 
has been received. 
 
Authorised absences are mornings or afternoons away from school for reasons like illness, medical 
or dental appointments which unavoidably fall in school time (parent/carers should try to make 
such appointments outside of school hours wherever possible) emergencies or other unavoidable 
cause. 
 
Unauthorised absences are those which the school does not consider reasonable and for which no 
“leave” has been granted.  For example: 
 

 Absences which have never been properly explained. 

 Shopping trips, looking after other children or birthdays. 

 Day trips and holidays which have not been agreed in advance. 

 

5. Absence Procedures  

Parent/carers are requested to: 
 

 Contact the school as soon as possible (24 answerphone) on the first day of absence. 

 Send in any proof of absence on the first day they return back to school. 

Parents/carers may be asked to provide medical evidence where there are repeated absences due 
to reported illness.  This will usually be in the form of any appointment cards, prescriptions etc. 
 

6. Application For Leave of Absence During Term 

Parent/carers are strongly advised to avoid taking their children on holiday during term time.  
Parents/carers do not have an automatic right to remove their child from school during term time 
for the purpose of a holiday and should be made aware that if their child is absent for 10 school 
days they will miss 5% of their education that academic year. 
 
However up to 10 school days leave in any one school year may be granted at the discretion of the 
head teacher in exceptional circumstances.   
 
Parent/carers wishing to take their child on holiday during term time must complete an absence of 
leave request (obtained from the office) to the head teacher. 
 
Each request will be considered individually and will take account of the following factors:  
 

 Length of proposed leave 

 The pupil’s general absence record 
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 Pupil’s educational needs 

 Circumstances of the request 

 Previous term-time holidays taken 

 
Retrospective requests will not be considered and therefore will result in the absence being 
unauthorised.   
 
If a pupil fails to return and contact with the parent/carers cannot be made, the school may take the 
pupil off-roll in compliance with the Education (Pupil Registration) (England) Regulations 2006.  
This means the child will lose their school place.  
 
If the permission to take leave is not granted and then the pupil still goes on holiday the absence 
will be marked as unauthorised. 
 
Only in exceptional circumstances will absence of more than 10 days be agreed.  In such cases 
consideration will also be given to cultural needs and family circumstances.  The headteacher will 
ask to meet with the parent/carers to discuss this request. 
 

7. Religious Observance 

St Nicholas School acknowledges the multi faith nature of British Society and recognises that on 
some occasions, religious festivals may fall outside school holiday periods and this necessitates a 
consideration of authorised absence or special leave for religious observance. 
 
It is reasonable for a parent/carer to request leave of absence for their child on any day of religious 
observance if recognised by the parent/carers religious body. 
 
Parent/carers are requested to give advance notice to the school if they intend their child to be 
absent.  
 

8. Late Arrival 

The school day starts at 9am and we expect pupils to arrive by that time. 
 
The morning register is taken between 9 - 9.10am. A late mark (L) is given between 9.10am – 
9.30am. 
 
The register will remain open until 9.30am. If a pupil arrives after that time, in accordance with 
regulations they will receive a mark that shows them as being on site but does not count as a 
present mark (U). This will result in the pupil receiving an unauthorised absence for that half day 
session (unless a satisfactory reason has been provided for the late arrival, for example the pupil 
has attended a medical appointment. 
 
All pupils arriving after the registers have closed must come to the main office first to sign in. 
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9. Support Systems 

St Nicholas School recognises that poor attendance is often an indication of difficulties in a child’s 
life.  Parent/carers should make school aware of any changes in circumstances that may affect 
their child’s attendance and/or behaviour in school.  This will help the school identify any additional 
support that may be required. 
 
This school will implement a range of strategies to support improved attendance.  These include: 
 

 Discussion with parent/carers and pupil. 

 Family Counselling with the School Counsellor. 

 Reward Systems (certificates given for improved attendance). 

 Best class for weekly attendance announced in assembly. 

 
Pupils of Concern: 
 

 General letter advising the parent/carers that their child is a pupil of concern and the school 

are monitoring their attendance. 

 If this does not effect an improvement in attendance, parent/carers will be invited to attend a 

meeting with the Headteacher/Attendance Officer where a target will be set and a review 

date agreed. 

 If the above strategies are set and attendance continues to be reason for concern, the 

parent/carers will be invited again to a meeting in school with the Headteacher/Attendance 

officer from the local authority present to discuss the situation further, which may lead to 

home visits.  

 Parent/carers will be informed that no further absence will be authorised without supporting 

medical evidence. 

 The Local Authority Officer will try to resolve the situation by agreement but if this is 

unsuccessful this officer can use sanctions as Penalty Notices or prosecution in the 

Magistrates Court. 

 
Pupils with 100% Attendance: 
 

 100% certificates given out at end of term trophy/certificate assembly.  

 At the end of the academic year the 100% pupils will be awarded with a special award 

(either a prize or outing). 

 
10. ROLES AND RESPONSIBILITIES 

St Nicholas School believe that improved school attendance can only be achieved if it is viewed as 
a shared responsibility of the school staff, governors, parent/carers, pupils and the wider school 
community. As such the Governing Body will: 
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 Ensure that the importance and value of good attendance is promoted to pupils and their 

parent/carers. 

 Annually review the school’s Attendance Policy and ensure the required resources area 

available  

 Monitor school attendance. 

 Ensure that attendance data is reported to the Local Authority as required and on time. 

 
Headteacher/Pastoral Staff/Teachers/School Secretary will: 
 

 Actively promote the importance and value of good attendance to pupils and their 

parent/carers. 

 Ensure that there is a whole school approach which reinforces good school attendance; with 

good teaching and learning experiences that encourage all pupils to attend and to achieve. 

 Return school attendance data to the Local Authority as required and on time. 

 Ensure that systems to report, record and monitor the attendance of the pupils including 

those who are educated off site are implemented. 

 Ensure that attendance data is collected and analysed frequently to identify causes and 

patterns of absence. 

 Form positive relationships with pupils and parent/carers  

 Comply with the Registration Regulations, England 2006 and other attendance legislation. 

 Work with other agencies to improve attendance problems and support pupils  and their 

families. 

 
Parent/carers will: 
 

 Talk to their child about school and what goes on there. Take a positive interest in their 

child’s educational progress. 

 Contact the school if their child is absent to let them know the reason why and the expected 

date of return. (Medical evidence if available). 

 Try to avoid unnecessary absences. Wherever possible make appointments for the doctors, 

dentist outside school hours. 

 Ask the school for help if their child is experiencing difficulties. 

 Inform the school of any change in circumstances that may impact on their child’s 

attendance. 

 Avoid taking their child on holiday during term time. Where this is unavoidable the 

parent/carer must complete an “absence of leave form” which is provided by the school 

office. 
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Pupils will: 
 

 Be punctual at school and lessons and be ready to learn. 

 Speak to a member of staff if any issues arise which could contribute to non-attendance 

 
 

11. Summary 

 
St Nicholas School has a legal duty to publish its absence figures and promote attendance.  
Equally parents/carers have a duty to make sure that their children attend.  All school staff are 
committed to working with parents and pupils as the best way to ensure as high a level of 
attendance as possible. 
 
 

 
Date Approved by Governing Body:  October 2016   
 
Signed: __________________________ 
 
 
Next Review Due:      October 2018 
 
 
 


