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Aims 

At William Fletcher Primary School enabling children to be the best they can be is at the heart of 

everything we do. 

Introduction 

This is a successful school and we have a collective responsibility to ensure that children attend 

school and be the best they can be. We aim to be a nurturing community that promotes respect, 

courage, and compassion; to create a learning environment that promotes determination, honesty 

and resilience; to celebrate high standards through excellence, creativity and curiosity; and to create 

an environment that promotes engagement, leadership and cooperation.  For our children to gain 

the greatest benefit from their education and to achieve these aims, it is vital that they attend school 

regularly.  Your child should be at school, on time, every day the school is open unless the reason for 

the absence is unavoidable. 

It is very important that you make sure that your child attends school regularly.  This policy sets out 

how together we will achieve this. 

Why regular attendance is so important: 

Any absence affects the patters of a child’s schooling and regular absence will seriously affect their 

learning.  Any pupils absence disrupts teaching routines so may affect the learning of others in the 

same class.   

Ensuring your child’s regular attendance at school is your legal responsibility and permitting absence 

from school without a good reason creates an offence in law and may result in prosecution. 

Promoting regular attendance: 

Helping to create a pattern of regular attendance is everybody's responsibility – parents/carers, 

pupils and all members of school staff. 

To help us all focus on this we will: 

• Give you details on attendance in our weekly newsletter 

• Report to you at the end of each academic year on your child’s attendance and punctuality 

and how this relates to their attainment 

• Share information and guidance about attendance with you 

• Run events when parents/carers, pupils and staff can work together on raising attendance 

levels across the schools e.g. Family Links courses 

Understanding types of absence 

Every half day absence from school must be classified by the school (not by the parent/carer), as 

either AUTHORISED or UNAUTHORISED.  This is why the school always asks for information about the 

cause of or reason for absence, preferably in writing. The decision to authorise an absence can only 

be taken by the Headteacher, or the person designated by the Headteacher to take this decision.  At 

William Fletcher Primary School, the person designated to take the decision is Claire Martin, 

Headteacher. 

If you are concerned about your child’s attendance, please contact the school for information, advice 

and support. 



Authorised Absence 

Authorised absences are morning or afternoon sessions away from school for a good reason such as: 

- Illness 

- Medical/dental appointments which unavoidably fall in school time – if this occurs, the 

school will require evidence of the appointment to be able to authorise the absence. 

- Religious observance 

- Traveller children in the process of travelling 

- Exclusion from school 

- Exceptional circumstances 

Unauthorised Absence 

Unauthorised absences are those that the school does not consider reasonable and for which no 

‘leave’ has been given.  This type of absence may lead to the Local Authority (Oxfordshire County 

Attendance Team) using sanctions and/or legal proceedings.  This includes: 

- absences for reason that are unacceptable to the school include: shopping, birthday treats, 

concerts 

- watching a football match or similar 

- children arriving late to school after the registers have closed 

- taking holiday during term time 

- if the avoidable absence is too near or during teat times, or the school believes the absences 

could otherwise be harmful to the child’s education 

- truancy during the school day 

- absences which have never properly been explained 

- excessive illness without medical evidence 

Exceptional Circumstances (Leave of Absence) 

William Fletcher Primary School believe that leave of absence during term time should be avoided as 

it has a damaging effect on a pupils education and overall achievement.  However, it is recognised 

that on occasions there may be extenuating or compassionate reasons that justify such leave,  The 

Education Amendment Regulations 2013 state that Headteachers may not grant any leave of absence 

during term time unless there are exceptional circumstances; the decision to authorise any 

exceptional circumstances is at the discretion of the school. 

With regard to the regulation outlines above the school policy is as follows: 

1. Parents/carers must request leave for exceptional circumstances as far in advance as possible 

2. The request should be made in writing using the leave of absence form which is available 

from the school office.  Verbal requests will not be accepted. 

3. The form must include the reason why it is necessary to take a leave of absence.  This may 

include any extenuating or compassionate reasons and must also include evidence of 

circumstances such as medical conditions to support the request. 

4. On receipt of an application for leave on the appropriate form, together with any supporting 

documentation, consideration will be given by the Headteacher.  A decision will then be 

given to the parents/carers within 5 working days. 

5. Any leave of absence that is not authorised, or which extends beyond the agreed length of 

time, will result in a referral made to the County Attendance Team. This may result in the 

issue of an education penalty notice under section 444A Education Act 1996 in respect of 



each absent child, to each parent/carer.  The first Penalty Notice is a charge of £80 per parent 

per child if paid within 21 days of receipt of the notice, increasing to £160 if paid between 

day 21 and day 28. Where it is deemed appropriate to issue a second Penalty Notice to the 

same parent for the same child within 3 years of the first notice, the second notice is charged 

at a flat rate of £160 if paid within 28 days. If the penalty is not paid in full within 28 days, 

the usual consequence is a Magistrates’ Court prosecution for the underlying section 444(1) 

Education Act 1996 offence of failure to secure regular school attendance. A third Penalty 

Notice cannot be issued to the same parent for the same child within 3 years of the first 

notice, and so in cases where the national threshold is met for a third or subsequent time 

another action will be taken instead, which may include the local authority considering 

prosecution. 

 

Family Holidays 

Parents/carers should not book a family holiday during term time.  The law is clear that parents do 

not have the right or entitlement to take their child out of school for the purpose of a term time 

holiday.  Amendments to the registration regulations, which cam in to force in September 2013, 

remove references to family holidays and extended leave as well as the threshold of ten school days.  

A family holiday during term time is, therefore, not viewed as an exceptional circumstance and will 

not be authorised by the school.  

If a term time holiday is taken without permission, the absence will be recorded as unauthorised 

and a referral will be made to the County Attendance Team of the absence is of five days or longer. 

This may result in the issue by Oxfordshire County Council of an Education Penalty Notice under 

section 444A Education Act 1996 in respect of each absent child, to each parent/carer.  The first 

Penalty Notice is a charge of £80 per parent per child if paid within 21 days of receipt of the notice, 

increasing to £160 if paid between day 21 and day 28. Where it is deemed appropriate to issue a 

second Penalty Notice to the same parent for the same child within 3 years of the first notice, the 

second notice is charged at a flat rate of £160 if paid within 28 days. If the penalty is not paid in full 

within 28 days, the usual consequence is a Magistrates’ Court prosecution for the underlying section 

444(1) Education Act 1996 offence of failure to secure regular school attendance. A third Penalty 

Notice cannot be issued to the same parent for the same child within 3 years of the first notice, and 

so in cases where the national threshold is met for a third or subsequent time another action will be 

taken instead, which may include the local authority considering prosecution.  

Attendance Monitoring 

Attendance is carefully monitored regularly throughout the school year (this includes all absences 

and punctuality) and various actions are taken according to the situation: 

Stage 1 -  as soon as a child’s attendance falls below 95% a reminder letter is sent to parents/carer 

advising them that their attendance must improve and that they attendance will be closely 

monitored. 

Stage 2 – where a child’s attendance falls below 90% the parent/carer will be invited to attend a 

meeting with the attendance team who will set a target for improvement.   

Stage 3 – where a child’s attendance fails to improve, the parent/carer will be invited to attend a 

meeting with the Headteacher  who will set a target for improvement.  At this stage a parent 

contract wil be put in place to ensure that attendance improves. 



Stage 4 – where a child’s attendance target/parent contract target is not met, the parents/carers will 

be referred to OCC Attendance Team.  This may result in the issue by Oxfordshire County Council of 

an Education Penalty Notice under section 444A Education Act 1996 in respect of each absent child, 

to each parent/carer.   

Persistent Absence (PA) 

A pupil becomes a ‘persistent absentee’ when they miss 10% or more schooling across the school 

year for any reason.  Absence at this level is doing considerable damage to any child’s education 

prospects and we need parent/carer’s fullest support and cooperation to tackle this. 

90% attendance (missing 10% of school sessions) means a child is absent from lessons for the 

equivalent of one half day every week.  Over five years this is the equivalent of almost half a school 

year of education and a huge amount of lost learning. 

We monitor all absence thoroughly.  Any case that is seen to have reached the PA threshold of 10% 

or is at risk of moving towards that threshold is given priority and you will be informed of this 

immediately. 

PA pupils are tracked and monitored carefully, and academic support is provided where absence 

affects attainment.  However, such academic support cannot replace the high quality teaching 

delivered to the whole class, where learning is introduced and scaffolded in deliberately sequenced 

small steps and children have the opportunity to participate in whole class discussion or interactive 

activities to support their learning. 

PA pupils and their parents/carers will be subject to a Parent Contract or an attendance focus within 

their Team Around the Family. Child in Need or Child Protection plan where applicable.  The Parent 

Contract or TAF/CIN/CP plan will include attendance and punctuality targets and may detail provision 

to support the improved attendance such as: 

• Allocation of additional support through their teacher, a teaching assistant or the family link 

worker; 

• Individual incentive programmes as agreed with parents/carers; 

• Involvement of the pupils e.g. special assembly on attendance; 

• Review your child’s medical needs and whether further support is needed to support 

improved attendance; 

• Review whether a referral to the School Nurse Team or similar external agencies is 

appropriate to support improved attendance; 

• Requesting that an Early Help Assessment is completed with you and consider convening a 

Team Around the family (TAF); 

• Refer the matter to the County Attendance Team if attendance moves below 90% due to 

unauthorised absence. 

Penalty notices are intended as an alternative to prosecution.  If the penalty is not paid in full within 

28 days, the usual consequence is a Magistrates’ Court prosecution for the underlaying section 

444(1) Education Act 1996 offence of failure to secure regular school attendance.  If further instances 

of unauthorised absence occur despite a penalty notice having previously been issued, or if the 

child’s attendance is an ongoing matter of concern, the local authority may consider prosecution in 

any event.  



Parents/carers or children may wish to contact the County Attendance Team themselves to ask for 

help or information.  They are independent of the school and will give impartial advice.  Their 

telephone number is: 01865 323513.  Their email address is: attendance@oxfordshire.gov.uk 

Absence Procedures 

If your child is absent from school you must: 

• Contact the school office as soon as possible on the first day of absence by email, telephone 

call or a voicemail left on the school number.  Please do not use class dojo to communicate 

about absence) 

• Contact the school on every day of absence after that (unless otherwise agreed by the school 

following supply of a medical note or similar acceptable evidence) 

If your child is absent we will: 

• Telephone you on the first day of absence if we have not heard from you; 

• Invite you in for a meeting with the Family Link Worker or, if absences persist, with a member 

of the senior leadership team; 

• Review whether the latest absence means your child has reached the Persistent Absence 

threshold and further action is necessary (please see Persistent Absence section above) 

 

Telephone Numbers 

We are committed to working in partnership with parents and carers.  This means we need to 

contact parents about lots of things including absence.  It is the responsibility of parents and carers 

to make sure the school has their current phone number on file at all times, and preferably also a 

current email address.  Please help us to help you and your child by making sure we always have up 

to date numbers – if we don’t then something important might be missed.  There will be regular 

checks on telephone numbers throughout the year. 

Lateness  

If your child misses the start of the day they can miss work and do not spend time with their class 

teacher getting vital information and news for the day. They also miss key learning. 

Minutes late per day Equivalent of missing 

5 minutes 3.4 school days a year 

10 minutes 6.9 school days a year 

15 minutes 10.3 school days a year 

20 minutes 13.8 school days a year 

30 minutes  20.7 school days a year 

 

Late arriving pupils also disrupt lessons, it can be embarrassing for the child and can encourage 

absence when the child tries to avoid the embarrassment of arriving late by staying at home. 

How we manage lateness: 

 Timings 

Gate open to 
parents/carers 

8.30am 

mailto:attendance@oxfordshire.gov.uk


School days starts 8.45am 

Registers taken by 8.50am 

 

The school day starts at 8.45am and we expect your child to be in class by that time.  Registers are 

marked by 8.50am and your child will receive a late mark if they are not in school by that time.  At 

9.15am the registers will be closed.  In accordance with the regulations, if your child arrives after that 

time they will receive a mark that shows them to be on site but this will not count as a present mark 

and it will mean that they have an unauthorised absence.  This may mean that you could face the 

possibility of a referral to the County Attendance Team if the problem persists which may result in a 

fixed penalty notice.  Afternoon registers are marked by 1.00pm. 

Illness 

Common Illnesses 

Most illnesses can be classified as one of a few minor health conditions.  Whether or not you send 

your child to school will depend on how severe you judge the illness to be.  This guidance can help 

you to make that judgement.  If you are concerned about your childs health, consult a health 

professional.    When deciding whether or not your child is too ill to attend school, ask yourself: 

• Is your child well enough to carry out the activities of the school day?  If not, keep your child 

at home and consult your GP as appropriate. 

• Does your child have a condition that could be passed onto other children or school staff?  If 

so, keep your child at home. 

• Would you take a day off work if you had this condition?  If so, keep your child at home. 

The diagram below, created by the NHS, provides a guide for when your child can return to school 

following a specific illness: 

 

Religious Observance 



Our school acknowledges the multi-faith nature of British society and recognises that on some 

occasions religious festivals may fall outside school holiday periods or weekends and this 

necessitates a consideration of authorised absence or special leave for religious observance.  It is 

reasonable for a parent or carer to allow their children not to attend school on any day of religious 

observance if recognised by the parent or carer’s religious body.  Please let us know in advance if you 

plan for your child to have a day’s absence from school for religious observance. 

Medical/Dental Appointments 

Parents and carers are advised, where possible, to make medical and dental appointments for their 

child outside of school hours.  Where this is not possible, children should attend school for part of 

the day.  The parent or carer should show the appointment card to school. 

Taking part in a performance 

Leave of absence may not be given to enable a pupil to undertake employment except in accordance 

with the performance licence.  Absence from school will not be authorised for an unlicensed 

performance. 

Traveller child in the process of travelling 

The aim for the attendance of Traveller children, in common with the other children, is to attend 

school as regularly and as frequently as possible.  To protect Traveller parents and carers from 

unreasonable prosecution for non-attendance, the Education Act 1994, section 86, states that a 

Traveller parent or carer is safe from prosecution if their child accrues 200 attendances (i.e. 200 half 

days) in a year.  This is only when the family engaged in a trade or business that requires them to 

travel and when the child is attending school as regularly as that trade permits.  It does not mean 

that part-time education for Traveller children is legally acceptable, nor does it relieve parents or 

carers of their duties to ensure that their children are receiving suitable education when not in 

school. 

Our school will be regarded as the base school if it is the school where the child normally attends 

when they are not travelling.  However, the child must have attended in the last 18 months.  Traveller 

children can register at other schools temporarily while away from their base school, in such cases, 

the child’s school place at our school will be kept open for them whilst travelling.  This is to protect 

them from unfairly losing their place at school of usual attendance.   

Our school can only effectively operate as the child’s base school if it is engaged in on-going dialogue 

with Traveller families.  This means that parents or carers must: 

1. Advise of their forthcoming travelling patterns before they happen; and 

2. Inform the school regarding proposed return dates. Our school will authorise absence of 

Traveller children if we are satisfied that the family is travelling and has given indication that 

they intent to return. 

Absence will be recorded as unauthorised for any other reason. 

School targets 

The school has targets to improve attendance and your child has an important part to play in 

meeting these targets.  Targets for the school are displayed in the school.  The minimum level of 

attendance for this school is 95% and we will keep you updated regularly about progress to this level 

and how your child’s attendance compares.   



Our target is to achieve better than this however because we know that good attendance is the key 

to successful schooling and we believe our pupils can be amongst the best in Oxfordshire.  Through 

the school year we monitor absences and punctuality to show us where improvements need to be 

made.   

Those people responsible for attendance matters in this school are: 

Claire Martin – Headteacher 

Karen Chambers – SENDCo 

Clare Pink – Family Link Worker 

Summary 

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. 

Regular attendance supports optimising your child’s attainment.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix 1 

Flow Chart for Attendance 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix 2 

Warning letter to parents /carers 

 

 

Dear xxxxxxx, 

Absences from school 

As part of our monitoring of all children, we have noticed that [pupil name] current attendance is 
XXX%. We’re concerned that they are missing out on key experiences because of this, and that 
they risk falling behind. 

[Name] has missed [insert number of days missed and over what time period].  

We know that every family’s circumstances are different, and want to work with you to provide 
the best education for your child. We are aware of [insert known reasons for absence]. Please let 
us know if there’s anything else going on at home or at school which might be making it difficult 
for [name] to attend regularly. 

We want to make sure that we can support [name's] education in the best way possible, including 
looking into how we can help them to address gaps in learning due to absence.  

I thank you for your support with this matter and hope to see an improvement in your child’s 
attendance which is closely monitored.  If you would like to speak to someone in school about 
your child’s attendance, please contact the school office. 

Yours sincerely,  

[Name]      Name      

Headteacher     Family Link Worker  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix 3 

Letter to parents/carers following an unauthorised holiday of 5 days or more 

 

Dear xxxx,  

Term time holiday absence 

I'm writing about your action in taking [name(s)] out of school for a family holiday between [date] 
and [date]. 

We're treating this as an unauthorised holiday because [explain the evidence you have]. 

At [school name] we believe that regular attendance throughout the year is essential to every 
child’s success and fulfilment. 

In accordance with the school attendance policy and procedures, we will be completing a referral 
to the Oxfordshire Attendance Team as the absence was 5 days or more. 

We have the power to request that the local authority issue a penalty notice for unauthorised 
term-time holidays.  

If you’re issued with a penalty notice, you must pay: 

 £80, if it’s paid within 21 days of receiving the notice 

 £160, if it’s paid after 21 days but within 28 days 

If you don't pay the penalty within 28 days, the local authority could pursue legal action.  

We would like to arrange a meeting so that we can discuss this further. Please contact the school 
office as soon as possible on [phone number]. 

 

Yours sincerely,  

[Name] 

Headteacher 

 

 

 

 

 

 

 

 

 


