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Aims 
 
1. We want children to make the best possible progress with their education and we believe that to do 

this they need to attend school regularly. 
 
2. We also regard punctuality as of very important in order that there may be continuity of learning 

and to assist in the prompt and accurate process of registration and orders for catering. 
 
3. We want to encourage good attendance.  To this end staff try to foster good relationships with 

children, promoting a positive atmosphere for learning and helping children to grow in confidence 
and independence. 

 
4. We aim for attendance of 95% or higher for all classes. 
 
Implementation:  Registration (see appendices for detailed procedures) 
 
5. Registration of pupils is carried out twice daily, on entering school in the morning and after the 

lunch break.  The register is taken at 9.00 am.  Registration will end when the last name has been 
called. Registers officially close at 9.10 am 

 
6. A record of children who arrive or leave school during a session will be kept in the main office.  

This will be used as an added check on numbers in the event of an emergency evacuation. 
 
7. As register records constitute a legal document they are not removed from the premises.  
 
Recording And Monitoring 
 
8. Attendance for groups and individuals will be analysed by the Head Teacher on a weekly and half 

termly basis and where there are concerns about a pupil's attendance or the attendance for a term 
drops below 90% without an acceptable underlying reason, s/he will be added to a weekly monitoring 
group, with parents informed by letter or telephone call.   

 
9. Attendance figures for the best attending class/year group and whole school will be published weekly 

through Friday’s celebration assembly. 
 
Parental Responsibilities 
 
10. It is the responsibility of parents to inform school of the reason for a child's absence.  We expect this 

to be done on the first day of absence.  It may be done in person, by note, by telephone or by email 
to admin@netherton.wakefield.sch.uk  The person receiving the message should note briefly the 
details supplied on the pupil absence record book in the office.  Office staff will then update the 
pupil’s record after registration has closed. 

 
11. Where no message has been received administration staff will make enquiries on the first morning to 

check reasons for absence.   
 
12. For absences in excess of a week the class teacher may consider setting some form of catch up 

homework, where this is appropriate.  
 
13. New parents will be informed about attendance/absence procedures through a standard letter, a 

section on the school website and introductory talks.  Periodic reminders about the aspects of 
attendance policy will be issued through newsletters. 
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14. Parents are asked to report to the office before collecting and on returning children who attend 
appointments during the school day. A record of ins and outs during the day is kept for evacuation 
purposes. 

 
Categorising Absence 
 
15. Absences will be categorised according to DFE codings.  Where unauthorised absences occur these 

are brought to the Head Teacher’s attention.  
 
16. All leave of absence requests should be made by completion of a leave of absence form available 

from the Office, addressed to the Head Teacher.  Each request will be considered on its own merits 
and parents will be informed whether the absence will be counted as authorised or not. DFE and LA 
guidance will be used as a basis for decisions of this nature. 

 
17. Holidays in term time are not normally authorised, following guidance from the DFE in 2014.   
 
18. Where authorisation is not given subsequent absence will be reported as a matter of course to the 

Education Welfare Service.  A note to this effect will be included on the letter to parents explaining 
why leave of absence is not granted.  

 
19. Where no reasons for absence are supplied enquiries will be made by administration staff on the 

Head Teacher’s behalf.  Where reasons are considered invalid, the absence will be counted as 
unauthorised. 

 
Identifying Poor Attendance 
 
20. Attendance is monitored on a day to day basis by administration staff and class teachers.  Any 

absence causing concern is brought to the attention of the Head Teacher or Education Welfare 
Officer to follow up. 

 
21. Pupils whose attendance falls below 90% in any half term and over a year will be monitored on a 

weekly period until secure improvement is apparent.  Those pupils with attendance less than 85% 
(this is the ‘persistent absence’ definition by DFE) are earmarked for the closest scrutiny.  Parents of 
these pupils are likely to receive invitations to come into school to discuss attendance e.g. at face to 
face meetings with the Education Welfare Service.  

 
22. Random checks on punctuality will be carried out and parents of regular latecomers will be notified 

about the late arrival of their children. We are concerned when a pupil is late on 3 or more occasions 
per half term. 

 
23. Pupils who have attendance below 85%, irregular absence patterns, absence without parental 

notification or excessive time away from school where reasons are not wholly accepted may 
be at risk; this is a safeguarding issue 

 
Promoting Good Attendance 
 
24. Pupils who achieve 100% attendance each half term will be entered for a 100% prize draw held at 

the end of the year.  They are also given 100% certificates at the end of each half term.   
 

25. Good attendance will be celebrated in the weekly Friday assembly. 
 

26. Pupils with good attendance will be rewarded with team points.  In addition, if a pupils achieves 
100% attendance over a half term s/he will be entered into a prize draw to win a small prize. 
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Actions to address poor attendance  
 
27. We have a duty of care, shared with the Local Authority, to challenge poor attendance.  We will work 

to identify: 
 

 where attendance levels are low and where there are invalid reasons (judged by the 
Education Welfare Service, not the parent) for a pupil’s frequent absence 

 where parents condone absence (e.g. by taking children out of school on unauthorised 
holidays) 

 where there are patterns of absence that give rise for concern – e.g. Fridays and 
Mondays off  

 where absence is tied closely to that of siblings 

 where 6 unauthorised absences in a row have occurred   
 

28. The Education Welfare Service will take legal action against parents if there is clear evidence of 
condoned absence and attendance does not improve after advice and support is offered.  

 
29. The first step of formal procedures involves a Fixed Penalty Notice of £60 per pupil per parent.  This 

could mean a fine of £360 for two parents of three children.  This can be doubled if the fine is unpaid 
within a set timescale (now 21 days) and can ultimately lead to a criminal conviction.  Of course, no 
one wants this to happen but we need to be very clear about the issue. 

 
Reporting on Attendance 
 
30. Attendance matters will be included in periodic newsletters to parents.  The Governing Body will 

receive reports from the Head Teacher on attendance as part of the normal cycle of reporting at 
meetings. Where attendance has improved for individual pupils, parents will receive a congratulatory 
letter. 

 
 
J Reid   
Nov 2014 
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Letter to Parents about attendance 
 
Dear Parents/Carers 

School Attendance 
 
We are writing this special letter to you about attendance to provide you with a clear outline about 
absence procedures and the School and Local Authority responses to poor pupil attendance. The 
Governors have made it clear that they will support the Headteacher and Education Welfare Service in 
promoting high levels of attendance and taking action where there are unsatisfactory reasons for 
absence. 
 
Unbroken attendance at school is important for learning.  However, there will be times when absence is 
unavoidable and acceptable.  This letter explains the approach we are following to manage attendance.   
 
Types of Absence 
Each absence is classed as authorised or unauthorised.  Absences are coded as authorised where 
reasons are considered valid and unauthorised where no explanation or unacceptable reasons are 
given.  
 
Unacceptable Reasons 
The following reasons are not acceptable: 
 

 shopping visits 
 care for family members 
 days out to theme parks or to attend concerts/shows 
 parents’ work commitments or business trips 
 holidays taken in term time (including long weekends taken on Fridays and/or Mondays) 
 parental illness  

 
Unauthorised absences will be referred to the Wakefield Education Welfare Service. 
 
Illness and First Day Call 
If your child is unable to attend school through illness you should inform us by telephone on the first day 
of absence before 9.00am.  Alternatively you can email us at admin@netherton.wakefield.sch.uk or call 
in in person at the Office. It is useful to know the expected day of return.  If you do not supply us with this 
information we have a duty to contact you for so that we may be sure of the child’s whereabouts as this 
is a safeguarding measure. 
 
Where the child is absent through illness or medical appointments this will normally be counted as 
authorised.  Where we have concerns over excessive absence patterns through illness we will need to 
discuss this with parents in order to gain a better understanding of the problems and to offer support – 
for example by involving the School Health Service. 
 
Medical/Dental Appointments 
It is generally better if these can be arranged outside school hours, but we know this is not always 
possible.  Where children need to attend such appointments during the school day it is important that 
parents come first to the Office before collecting children.  Please bring your child to the office on 
returning from the appointment.  Please indicate in advance whether s/he will be returning for the midday 
meal.  Medical and dental appointments count as authorised absences. 
 
Emergency Occasions 
There are some occasions e.g. bereavements, family problems, etc where it may be inappropriate for 
children to attend school; we will be sympathetic to such needs. 
  

mailto:admin@netherton.wakefield.sch.uk
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Lateness 
Please try to ensure that your child arrives at school so that they are present for registration; this is done 
at 9.00 am each day. Meeting and exchanging news with friends before school is important for the 
children's social development.  Lateness causes problems over lunch money/numbers, register marking 
and missed instructions.  Where a genuine reason for lateness exists this will be an authorised absence 
but where explanations are inadequate or the lateness is after 9.10 a.m. then an absence (late) will be 
recorded.   
 
Leave of Absence:  
 
Holidays 
It is not our policy to authorise holidays in term time.  The only exemption to this is where parents 
serve in the armed forces (this does not extend to the emergency services i.e. Police, Fire, Ambulance 
etc). Where authorisation is not granted then subsequent term time holiday absence will be reported as 
a matter of course to the Education Welfare Service; we are under a duty to do this.  Where 
unauthorised leave is taken, the Governing Body has decided that it will support the imposition of a fixed 
penalty fine. This can be very expensive. This will apply to any parents who book holidays in term time 
from the 8th December 2014. 
 
Approved Public Performance 
Where children are invited to perform in a licensed show or concert (e.g. orchestra, pantomime) you are 
asked to consult with staff about how much time away from school is required.  Where possible such 
requests will be granted provided that the child’s education is unlikely to suffer.  The school will also be 
sympathetic towards leave to participate in a recognized city, county or national sporting event. 
 
Where parents wish to take their child(ren) out of school during term time for purposes other than 
holidays, they should complete the leave of absence form.  This is appended and also available from the 
Office. 
 
What we are aiming for 
Average attendance would be around 95% for the year, with outstanding attendance above 96%. 
 
What is considered as poor attendance 
Anything below 94% is weak, under 90% is poor and if attendance dips below 85% we will have serious 
concerns.  Below 85% is regarded as persistent absence by the DFE.  In this school we are aiming for 
every pupil to achieve attendance levels of at least 95%.  We monitor attendance and provide termly 
reports on each pupil's attendance.  
At the end of each half term we identify all those pupils whose attendance has fallen below 90% and 
issue a courtesy letter or make telephone call informing parents.  We then monitor the pupils’ attendance 
on a weekly basis and hope to see a pattern of unbroken weeks developing. 
 
Our duty of care in responding to unauthorised and persistent absence – possible consequences 
 
We have a duty of care, shared with the Local Authority, to challenge poor attendance.  Where 
attendance levels are low and where there are invalid reasons (judged by the Education Welfare 
Service, not the parent) for a pupil’s frequent absence or where parents condone absence (e.g. by taking 
children out of school on unauthorised holidays) then parents render themselves liable to a fine of £60 
per pupil per parent.  This could mean a fine of £360 for two parents of three children.  This would be 
doubled to £720 if the fine is unpaid within 21 days and could ultimately lead to a criminal conviction.  Of 
course, no one wants this to happen but we need to be very clear about the issue. 
 
We hope that these notes will help you to have a clear understanding about the School’s expectations in 
this matter.  Thank you for taking the time to read this letter and we would be very pleased to answer any 
questions you may have about our approach to maintaining and improving our attendance record. 
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Leave of Absence form for Parents 

 
NETHERTON JUNIOR AND INFANT SCHOOL  

 
Requests for Leave of Absence during term time 

 
Some things to consider in respect of taking children out of school during term time: 
 

 Children must attend school regularly to achieve their potential 

 Children who are kept out of school can feel vulnerable and miss out on key work 

 Family holidays in term time are not authorised unless requests are from parents serving in the armed forces  

 On average children who miss 17 or more days per school year fall behind significantly 

 By law, you must ask permission for your child to miss school.  If you don’t you risk a fixed penalty notice.  When a 
school doesn’t give authorisation, absence is deemed as parentally condoned truancy.  

 
Application Form 

Parents wishing to apply for their child to have leave from school should complete this form and return it to school for 
authorization with as much notice as possible (at least two weeks please).  Thank you. 
 
PARENTS SECTION (to be completed first) 

Surname of child  
 

 First name   

Date of birth   Class   

Surname of parent/carer  First name   

Address of child      

Postcode  Telephone number  

About the 
request for 
your child’s 

leave of 
absence 

Reason for Absence  
 
 
 
 

  

Total number of school days to be missed From  To  

Would he/she miss any national tests? Yes/No 

Has he/she already had leave during term-time this school year?  (If so, please give dates 
and number of school days leave) 
 
 
 

Yes/No 

Parent’s/Guardian’s Signature  

 
--------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 
SCHOOL SECTION 

 

Name of child:  Class: 

Leave of Absence in Term 
Time 
 
From: _____________ 
 
To: _______________ 
 

 
i. Approved…………………….school 

days 

Not approved ……………….school 
days 
 

ii. Absence Code  

Our attendance  policy states that more than  
5 days unauthorised absences in any one 
term may result in the issuing of a Fixed 
Penalty Notice. 
 

Number of previous days authorised this academic 

year 

 Office Staff Signature: 

Current percentage attendance   Headteacher’s Signature: 

 
A copy of this form will be returned to the parent after consideration 

 

 


