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Roberttown CE (vc) J&I School 

Attendance and Leave of Absence Policy 
 

All children of compulsory school age have the right to attend school regularly and punctually. 

Regular and punctual school attendance is essential if children are to make the most of the 

educational opportunities available to them. We aim for all children to have 100% attendance 

across a school year.  

 

School attendance is closely monitored by school staff and Kirklees LA.  

  

Absence from school  

• Parents/carers are requested to inform school by 9:20am if their child is unable to attend 

school for any reason.   

• If school has not heard from parents/carers by this time, we will follow the first-day calling 

safeguarding protocol to ensure that the child is safe.  

Children are expected to attend school regularly and parents/carers commit a crime if their child 
fails to go to school regularly.  Such cases may result in prosecution under Section 444 of the 
Education Act 1996 and all further Government acts to date. If a parent fails to ensure their child 
attends school regularly a penalty notice may be issued.  
  

Safeguarding: 
As a school we follow the First-Day Calling Procedure (in line with Kirklees Safeguarding Children 

Partnership Guidance).  If your child doesn’t arrive at school we follow the procedure below. 

1. Class registers completed.  

2. Late children checked against registers. 

3. Emails/ phone messages check re. absence .   

4. By 9.20am: Parent Hub used to send first day text sent to first name on contact list asking for 

response. 

5. By 9.35am: If no response to text, a phone call to the first name on contact list.   

6. Call the contacts on the child’s record in order until a reply is received, ensuring where 

possible that someone from outside of the family home has been contacted.  
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7. If no reply is received send second Parent Hub and email to first and second contacts. 

 

8. By 9.50am: Alert the Headteacher that this child is absent and no contact has been made. 

 

9. The Headteacher will risk assess the current level of concern and consider whether a home 

visit is required.  If we are unable to contact anyone or if we are concerned about your child’s 

attendance (e.g. if attendance is 93% or below) then the headteacher or a nominated 

member of staff may visit the child’s home on the day of absence. 

 

10. If a home visit is required this will be undertaken by mid morning by school staff or any other 

agency involved with the child. 

 

11. If all other stages have been completed and there is still no contact regarding the absent child 

then the Police will be contacted to initiate a “safe and well” check. This should be done using 

the 101 number. This is in line with advice from Kirklees Safeguarding.   

  

Recent Serious Case Reviews have highlighted the cases below and show why schools are following 
these procedures:   

• A mum died from an epileptic fit while bathing her children age 3 and 4. The next morning 
the school phoned home immediately after checking registers, no answer and so continued 
ringing through the contact list until they had an answer. A family member straight to the 
house and found mum had died, but the children were safe.  

• A dad died from natural causes, Mum was working away from home, and the children were 
2 and 4. In the morning Mum rang dad, no answer, but assumed he was doing the school run 
and continued with her working day. The school noted the absence of the 4 year old. They 
started first day calling 2 hours after registration and rang dad only, leaving a message. 
They did not ring anyone else on the contact list. They repeated the call to Dad at 3.40. Mum 
rang home at the end of her working day and now worried rang another school mum. 
Grandmother went to the home and could not gain access because of a key in the lock 
inside. The police gained entry at 8pm; the children had been alone with their deceased Dad 
all day.  

 
 
When staff speak to a parent/ carer on the telephone key questions will be asked with regards to:  

• The reason for absence. 

• Specific nature of illness. 

• Whether a Doctors/Dentist appointment has been made and in some cases the timing/ 

evidence of this appointment. 

• Request to see a copy of the hospital letter to ensure validity of reasons. 
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• Date of expected return to school. 

• Staff will actively encourage all appointments outside school hours.  

 
Lateness 

Children who are persistently late miss a significant amount of learning, often the most important 

aspect, as the beginning of the day is where the teacher explains the learning and what each child is 

expected to achieve. 

 

• Pupils who come into school more than 5 minutes after the start time will be marked as late 

in the register. 

• Latecomers must enter school through the Main Entrance and the late book must be 

completed with the reason for lateness. 

• Two ‘lates’ in any week may result in a phone call or letter to the family. 

• If lateness does not improve over the next 3 weeks, monitoring at the month end may result 

in a letter to the family requesting a meeting to discuss morning routines and support. 

 

Absence and Attendance Monitoring 

Absence is recorded as either authorised or not authorised and it is the school that makes this 

decision not parents.  

  

Parents/carers are expected to contact school to explain why their child is absent. If staff feel this is 
justifiable then absence will be consented and listed as authorised.   
 
If school is not informed of the reason for the absence then staff will actively pursue the parent/ 
carer for a reason as to why the child is away from school. If no reason is given then the absence is 
listed as unauthorised.    
  

The percentage of authorised and unauthorised absences is carefully monitored and reported on 
annually for individual children and as a whole school.  
  

The expectation is that all children attend school regularly. Attendance below 90% is categorised as 
persistent absence by the government.  
 
Attendance is monitored daily and weekly by school staff.  We review attendance at 93% and 
below and any child’s whose attendance drops below 90% will come under greater scrutiny by the 
Local Authority.  
 
Parents/carers of children whose attendance is below 93% may be invited into school for a 
Persistent Absentee meeting. This is to support the family as the child may require referral to the 
School Nursing Team. 
 
If attendance does not improve the parents will be invited into school for a meeting with the 
Headteacher and Kirklees Attendance Officer where reasons for poor attendance will be discussed 
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and actions to support the family put in place. The parents will have the seriousness of the poor 
attendance explained and how systems can move towards issuing of fines by the court.  
  

The attendance officer along with school staff will attempt to support any family who are in short 
term difficulties via work with other agencies.  
  

Where ill health for minor ailments or major reasons persists, school will make a direct referral to 
the school nursing team to ensure the child and family gain support to return to full health. This 
may mean parents are requested to attend a meeting with the attendance officer and school nurse.  
 
Religious Observance 

A note is needed from parents before the child’s absence. This is for absence on any day set aside 

exclusively for religious observance. 

  

Leave of Absence  
The government states schools are not allowed to grant a holiday in term time and all requests are 
known as a leave of absence. The law clearly states that parents do not have the right to take their 
child out of school for holidays/leave of absence during termtime.  
 
Parents have a legal duty to make sure their child, if registered at a school, attends regularly.  We 
recognise that it is often expensive to take a holiday during school breaks and that is why 
parents/carers may ask to take their children out of school during term time; however 
parents/carers should carefully consider the implications of doing so.  Research suggests that 
children who are taken out of school may never catch up on work they have missed.  
  

Leave of absence shall not be granted unless an application has been made in advance and the 
headteacher considers that leave of absence should be granted due to exceptional circumstances. 
The regulations do not allow schools to give retrospective approval. Whilst the headteacher will 
consider all requests on a case-by-case basis, parents must be aware that requests will normally be 
refused.  
 

Parents/ Carers are reminded that Government guidance clearly states:  

  

School may only agree to a “Leave of absence” in “Exceptional” circumstances  

  

The law states  
“Only exceptional circumstances warrant an authorised leave of absence. Schools should consider 

each request individually taking into account the circumstances, such as  

• the nature of the event for which leave is sought  

• the frequency of the request considering records for the last three years  

• whether the parent gave advance notice and any patterns of absence  

• time of year of the request  

• the pupil’s attainment  

• attendance   
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• ability to catch up on missed schooling 

  

Leave of absence requests for the following reasons will not be authorised:  
• Availability of cheaper holidays  

• Holiday booked by extended family who have not been aware of the term dates  

• Availability of desired accommodation  

• Poor weather in school holidays  

• Overlap with the beginning or end of school term. 

  

Parents/carers are requested to put in writing any request clearly stating:  

• The exceptional reasons for the request 

•  The expected return date  

  

If the Headteacher feels the leave of absence request is not valid then the leave of absence will be 
refused.  
 
If parents choose to take a holiday without consent being authorised, a warning notice and/ or 
penalty notice may be issued.  
  

Penalty Notices:  

A penalty notice is a fine issued to parents or carers for their child's unauthorised absence from 

school. A penalty notice is an alternative to being prosecuted under Section 444 of the Education 

Act 1996. In Kirklees, penalty notices are most often used for unauthorised holidays in term time. 

The penalty notice is for £60, per parent, per child which rises to £120 if you don't pay within 21 

days. If you don't pay the fine after 28 days you may be prosecuted (under Section 444 of the 

Education Act) for the offence of failing to ensure your child's regular attendance at school. You will 

receive a separate summons for this which will give you notice of the time and date of the court 

hearing. 

Kirklees Council retains any revenue from Penalty Notices to cover enforcement costs (collection or 

prosecution in the event of non-payment).  

  

Repeated unauthorised term time holidays may result in a prosecution.  

  

If penalty notices are not paid, formal prosecution through the court will be sought by the Local 

Authority.  

  

If a child stays away from school for longer than has been agreed with the head teacher, the school 
will record this as an unauthorised leave on the child’s school record and the school may withdraw 
the child’s place on school roll.  
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Rewards:  

• Each half term children with 100% attendance receive a sticker.  

• Each term children with 100% attendance receive a certificate and a small treat. 

• Children with 100% attendance over the year will receive a certificate, book token and a 

treat. 

We will endeavour to support our families whilst being very firm that your child needs to be in 
school with over 97% regularity to ensure highly effective social relationships and consistent 
unbroken learning.  
 
Monitoring and Reviewing the Policy 

Performance Indicators: 

• overall attendance figures show that we are attaining school targets 

• reduction in the number of absentees 

• reduction in the number of children arriving after the register has closed 

 

This policy is a working document, therefore, the review will be dependent upon the practice it has 

promoted. Consultation is thus envisaged with the whole school. 

 

 

This policy will be reviewed as part of our rolling programme of policy review.  

 
   

 


