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East Preston Infant School Attendance Policy 
 

East Preston Infant School is a Rights Respecting School. All pupils, staff and visitors have 
the right to be healthy, safe, educated, listened to and treated fairly. These principles are at 
the heart of our school ethos, and our policies and practices support these rights. We are 
committed to equal rights, mutual respect and shared responsibility.  
 

In this Policy we specifically recognise the following articles from the UN convention on the 
Rights of the Child: 
 
Article 2 – The Convention applies to everyone; whatever their race, religion or abilities, 
whatever they think or say, whatever type of family they come from. 
 
Article 3 – The best interests of the child must be a top priority in all things that affect 
children. 
 
Article 28 – Every child has the right to an education.  Discipline in schools must respect 
children’s dignity. 

 
The importance of school attendance 
 
The law entitles every child of compulsory school age to a full-time education suitable to 
their age, aptitude, and any special educational need they may have. It is the legal 
responsibility of every parent/carer to make sure that their child receives that education at a 
school or by education otherwise than at school.  
 
Where parents decide to have their child registered at school, they have an additional legal 
duty to ensure their child attends that school regularly. This means their child must attend 
every day that the school is open, except in a small number of allowable circumstances 
such as being too ill to attend or being given permission for an absence in advance from the 
school. 
 
A child who is not at school is missing out on part of his or her education.  Likewise, a child 
who is late for school is missing out on a very important part of the school day including 
setting out the context for the work for the day. Any absence affects the patterns of a child’s 
schooling and regular absence will seriously affect their learning. Any pupil’s absence or 
late arrival disrupts teaching routines and impacts negatively on the learning of others in the 
same class. 
 
At East Preston Infant School, we believe in developing good patterns of attendance and 
punctuality for our pupils from the outset. It is a central part of our school’s vision, values, 
ethos and day to day life. We recognise the connections between good attendance, 
attainment, behaviour, bullying, safeguarding and wellbeing. 
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School Attendance and the Law 
 
Parents have a legal duty to ensure that their child attends school regularly at the school at 
which they are registered. 
 
Parents may be recognised differently under education law than under family law. Section 
576 of the Education Act 1996 states that a ‘parent’, in relation to a child, includes any 
person who is not a parent (from which can be inferred ‘biological parent’), but who has 
parental responsibility, or who has care of the child. 
 
A person typically has care of a child if they are the person with whom the child lives, either 
fulltime or part-time and who looks after the child, irrespective of what their biological or 
legal relationship is with the child. 
 
Unauthorised absence may result in a referral to the Local Authority, who may issue 
sanctions and/or legal proceedings. This may include issuing each parent with a Fixed 
Penalty Notice (FPN), regardless of whether they live together, or a referral to the 
Magistrates Court, whereby each parent may receive a fine and/or up to 3 months in prison.  
 
There is no longer any entitlement in law for pupils to take time off during the term to 
go on holiday. The Education (Pupil Registration) (England) Regulations 2006 were 
amended in September 2013. All references to family holidays and extended leave have 
been removed. The amendments specify that the Headteacher may not grant any leave of 
absence during term-time unless there are ‘exceptional circumstances’ and they no longer 
have the discretion to authorise up to ten days of absence in each academic year. 
 
Key Principles 
 
Good attendance is a learned behaviour. It is vital that parents and schools work together to 
promote good attendance and punctuality. Our Attendance policy reflects the key principles 
of the DfE guidance for maintained schools: ‘Working together to improve school 
attendance’. 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_d
ata/file/1099677/Working_together_to_improve_school_attendance.pdf 
 
In addition, we follow the West Sussex guidance which sets out the following principles: 

• All registered pupils should attend school regularly and arrive punctually. 

• All children, irrespective of individual circumstances, should have an equal 
opportunity to attend school regularly. 

• The school and the Local Authority, together with any external agencies will work 
together with the parents or carers for the best interest of pupils. 

• The school's expectations of regular attendance will be made clear from the outset. 

• Where necessary, intervention and enforcement measures will be taken, especially 
with regard to unauthorised absences and lateness. 

The Government says: 
 

• It is your legal responsibility for you to send your child to school every day. 
 

• School is in session for 190 days a year, leaving parents a further 175 days a 
year in which to have days out together and take holidays. 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
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Aims 
 
For our children to gain the greatest benefit from their education it is vital that they attend 
school regularly and are on time, every day that the school is open. We aim to provide 
support and challenge where appropriate, to ensure that attendance remains high for all 
pupils in our care. 
 
 
 
 
We aim to raise and maintain levels of attendance by: 

• Promoting a positive and welcoming atmosphere in which pupils feel safe, secure 
and valued 

• Building strong relationships with our families, listening to them to understand 
barriers to attendance and work with them to remove those barriers. 

• Raising awareness of the importance of good attendance and punctuality 

• Ensuring that attendance is monitored effectively and reasons for absences are 
recorded promptly and consistently, and challenged where appropriate 

 
Types of Absence 
 
Every half-day absence from school has to be classified by the school (not the parent), as 
either AUTHORISED or UNAUTHORISED. This is why information about the cause for any 
absence is always required. Each half-day is known as a ‘session’. 
 
Authorised absences are sessions away from school for a justified reason, such as 
illness, urgent medical or dental appointments which unavoidably fall in school time, 
emergencies or other unavoidable cause. NB: Only the Headteacher (not the parent) can 
approve the reason for absence.  
 
If repeated absence occurs for medical or dental reasons you will be asked to provide 
evidence of this from the GP/Dentist/Specialist before absence is authorised. 
 
No absence requests will be authorised throughout the National Curriculum assessment 
periods for Year 2 during May and for Year 1 during June. 
 
Examples of authorised absences could include: 
 

• Genuine illness: If the school is satisfied that a pupil is absent as a result of illness the 
absence is treated as authorised. Ordinarily, children should not be absent from 
school for minor illnesses for more than two days.  Children who experience long 
term absences are supported both during and after their absence through direct 
contact with the parents/carers.  The school reserves the right to ask for medical 
clarification if a child's absences are above the amount expected for a usually healthy 
child or if the child is absent for more than two days. 

 

• Emergency medical or dental appointments: Pupils' absence for emergency medical 
or dental appointments may also be authorised. Parents are requested to make 
routine dental and medical appointments outside of school hours.  
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• Religious observance: Parents should give advance warning of absence if it is 
necessary for their child to take part in a day of religious observance. 

 

• Education off-site e.g. an educational visit arranged by the school 
 

• Extreme family emergencies e.g. bereavement 
 
Unauthorised absences are those which the school does not consider reasonable and for 
which no ‘leave’ has been given. Unauthorised absences are coded with an ‘O’ code. This 
type of absence can lead to a referral to the Local Authority who may issue a Fixed Penalty 
Notice (FPN) or issue legal proceedings. 
 
Unauthorised absence includes: (NB this list is not exhaustive) 

• Parents keeping children off school unnecessarily e.g. because they had a late night 
or for non-infectious illness or injury that would not affect their ability to learn 

• Absences which have never been adequately explained to school leaders 

• Children who arrive at school too late (after registers close), get a ‘U’ mark on the 
register, which is also counted as unauthorised 

• Shopping trips 

• Family events/day trips out 

• Their own or family birthdays/parties 

• Holidays taken in term-time without leave being granted by the Headteacher under 
exceptional circumstances 

• Parent being too unwell to bring the child to school (other arrangements must be 
made) 

• Where the school believes that the parent has not been honest with them about the 
reason for absence 

 
In-school Procedures 
 
1.  Promoting Good Attendance and Punctuality 
 
Helping to create a pattern of regular attendance is the responsibility of parents, pupils and 
school staff. 
 
On admission to East Preston Infant School all parents are given clear guidelines on good 
attendance, what to do in the case of illness, punctuality and requesting absence in term 
time for exceptional circumstances. 
 
Additionally, parents are asked to sign a Home-School Agreement and our school's web-
site promotes good attendance. 
 
The school reports attendance to parents three times per year so that action can be taken 
to improve patterns if necessary. 
 
Attendance is closely monitored and where it falls below 90%, parents are contacted to 
discuss the reasons for this and support is given to help improve attendance going forward. 
 
2.  Registration    
    

• Electronic registers are taken promptly at 9.00am. These are completed in the 
school’s data system Bromcom.  
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• Registers will officially close at 9.15am. Pupils arriving after the register has been 
taken, but before 9.15am will be marked as Late (‘L’), with the reason and the 
number of minutes late recorded in the comments section of the register.  

• Arrival after 9.15am is recorded as unauthorised (’U’) unless the school office has 
been informed in advance of some other circumstance (such as an emergency 
medical appointment). 

• Afternoon registers are taken again at 1.00pm using Bromcom. 
 
The school is registered with the Data Protection Register as a data user under the 1984 
Data Protection Act. 
 
3.  Reporting Absences   
 

• If a child is going to be absent from school, it is the parents' responsibility to inform 
the office by 9.15am or as early as possible on the first day of the child's absence.  
Parents may either telephone 01903-773177 (leaving a message on the 
answerphone if the office is closed) or e-mail secretary@epinf.co.uk 
 

• Where a child is unaccounted for at 9.15am, a telephone call will be made to the first 
named contact to ensure the safety of the child, and to ascertain the reason for 
absence. All reasons given will be recorded in the comments section of the register, 
along with the appropriate code.  

 

• Parents are asked to be honest with the school about the reason for absence. 
 

• Only the Headteacher, within the context of the law, can approve absence, not 
parents.  The school does not have to accept the parents' offered explanation as a 
valid reason for absence.  If there are doubts about the reason offered, the reason 
given for an absence is not acceptable, or if no reason is given, then the absence is 
treated as unauthorised. Disputes with the School or claims of bullying are not a 
legally permitted reason for absence.  

 

• The school office collates information about absences, taking phone calls and e-mails 
from parents. These are recorded on the electronic registers, session absence 
reports are produced and returns are made to the local authority and the DfE.  

 
4. Safeguarding children not in attendance  
 

• In the case where it has not been possible to ascertain the whereabouts of a child 
from the first contact, all other contacts held by the school will be tried. Parents are 
requested to provide at least two alternative contacts when completing the annual 
data collection form. 
 

• If it is not possible to ensure that a child’s whereabout and safety is known via the 
contact numbers given, the school secretary will discuss the child with the 
Headteacher and/or Designated Safeguarding Lead (DSL). 
 

• Where appropriate, the Headteacher and/or DSL will take further steps to ensure the 
wellbeing of the child, which may include contacting other schools where there are 
siblings, home visits, a referral to the Multi-Agency Safeguarding Hub or seeking 
further advice from the local authority’s team for Child Missing Education. 
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• Repeated absence, particularly where explanation for absence is not given, may be 
a safeguarding concern in its own right, or indicative of other risks to a child’s 
wellbeing. Such cases will be referred to the safeguarding lead for consideration 
through the usual procedures. 

 
 
 
 
5.  Lateness     
 
Lateness is discouraged and persistent lateness is unacceptable and could result in a Fixed 
Penalty Notice. If a child misses the start of the day, they miss work and do not spend time 
with their class teacher getting key information about the learning for the day. They may 
miss the start of a teaching session and may be embarrassed when they arrive, disrupting 
the learning for the rest of the class. Good timekeeping is a vital life skill which will support 
children as they progress through their school life and out into the wider world. 

   
Where pupils miss registration and parents fail to provide an adequate explanation they will 
be marked with an unauthorised absence for that reason. If a pupil arrives late and misses 
registration they must be signed in at the school office. 

 
Registers are taken at 9am.  Children arriving between 9am and 10.30am are recorded as 
late, ‘L’ (before registers closed).  Arrival after 10.30am is recorded as unauthorised – late, 
‘U’ (after registers closed). 
    

6. Requesting Absence from School (see Appendix A) 
 

• Absence for some circumstances may be approved by the Headteacher if requested 
in advance and each case will be considered on its merit.   
 

• Parents are asked to complete the Locality absence request form well in advance of 
the requested absence, and evidence must be included to indicate why an absence is 
exceptional before it will be considered.  

 

• A child's attendance record will be taken into account when considering requests for 
withdrawal from learning and authorisation will not be given to children with less than 
90% attendance. 

 

• Where there are siblings in other locality schools, the Headteachers of both schools 
will make a joint decision as to whether to authorise the request. 

 

• The request form will be returned to the parent, either agreeing that the absence will 
be authorised or classifying it as an unauthorised absence. 

 

• Please note: where parents are separated, it is the duty of the parent making the 
request to inform the other parent about this. In the event that the event is 
unauthorised, an FPN or legal action would be taken jointly against both parents 
regardless of who made the request.  

 
Persistent Absenteeism (PA) and Severe Absenteeism (SA) 

 



7 

Attendance Policy – September 2022 

A pupil is defined by the Government as a ‘persistent absentee’ (PA) when they miss 10% 
or more schooling across the year for whatever reason; this can be authorised or 
unauthorised absences. Absence at this level will cause considerable damage to any child’s 
education and we need the parents fullest support and cooperation to tackle this. 
 
A pupil is defined by the Government as a ‘severe absentee’ (SA) when they are absent 
from school more than they are present (those missing 50% or more of school). 
 
We monitor all absence, and the reasons that are given, rigorously. If a pupil is seen to 
have reached the PA mark or is at risk of moving towards that mark, we will inform the 
parent. PA pupils are tracked and monitored closely. We also combine this with academic 
tracking where absence affects attainment. 
 
Where PA is identified, parents will be requested to attend a meeting with the Deputy 
Headteacher to draw up a plan of additional support for the family. This may include 
support from the School Nurse, Early Help team or other relevant agencies. An attendance 
target will be set and this will be closely monitored until attendance improves.  
 
If there is not improvement in attendance then a Fixed Penalty Notice may be issued along 
with a referral to the Pupil Entitlement Team or Social Care. 
 
Where attendance has fallen to the severe absence (SA) level, more intensive support is 
needed and a concerted effort is therefore needed across all relevant services to prioritise 
them. This may include specific support with attendance or a whole family plan, but it may 
also include consideration for an education, health and care plan or an alternative form of 
educational provision. 
 
If all avenues of support have been provided but severe absence for unauthorised reasons 
continues, it is likely to constitute neglect and attendance legal intervention may be put in 
place in the form of a Parenting Contract or Education Supervision Order (ESO). 
 
Barriers to attendance 

 
Whilst any child may occasionally have time off school because they are ill, sometimes they 
can be reluctant to attend school. Any problems with regular attendance are best sorted out 
quickly between the school, the parents and the child. If a parent thinks their child is 
reluctant to attend school, then they should speak to the class teacher in the first instance 
in order to help them understand the difficulties. The class teacher will then be able to make 
adaptions and provide additional support for example, having a ‘meet and greet’ on the 
door, talking to other children if there are relationship difficulties, circle time, individual 
incentives or provide additional support at key times in the school day. 
 
This usually resolves any issues quickly, however if the problem persists then we will work 
with the family to understand the problem and provide any necessary support such as time 
with our ELSA (Emotional Literacy Support Assistant), or small group time in one of our 
group times. We can also use outside agencies to help, such as the School Nurse, Play 
Therapist, Mental Health services or the Pupil Entitlement Team. 
 
Some pupils face greater barriers to attendance than their peers. These can include pupils 
who suffer from long-term medical conditions or who have special educational needs and 
disabilities, or other vulnerabilities. High expectations of attendance remain; however, we 
will work with families and pupils to support good attendance, being mindful of the 
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additional barriers faced. We can discuss reasonable adjustments and additional support 
from external partners where appropriate. 
 
In very exceptional circumstances, where it is in a pupil’s best interests, there may be a 
need for a temporary part-time table to meet a child’s individual needs. A part-time 
timetable will be in place for the shortest time necessary and there will be formal 
arrangements for regularly reviewing it with the parents. In agreeing to a part-time 
timetable, a school has agreed to a pupil being absent from school for part of the week or 
day and therefore this absence will be treated as authorised. 
 
Fixed Penalty Notices 
 
A Fixed Penalty Notice (FPN) may be issued by the local authority if there are 10 or more 
unauthorised absences within a 10-week period, (1 morning and 1 afternoon count as 2 
sessions).  The FPN currently stands at £120 per parent, per child, which is reduced to £60 
if paid within 14 days. 
 
If an FPN and/or Court Action has been instigated, the Local Authority are satisfied that the 
evidential requirements have been met. 
 
Monitoring Attendance      
 
The attendance information is entered into the school's database and is used to monitor 
and track attendance. Patterns of attendance are analysed for individuals and groups, 
absence codes and high days of absence e.g. Fridays/Mondays, last day of term, in order 
to focus the school on identifying targeted support and intervention. 
 
If there is a concern about a child's attendance, the Headteacher or Deputy Headteacher 
will notify parents.  
 
Patterns of absence, or lateness or other concerns are shared with the Pupil Entitlement 
and Investigation Team (PEI), who check attendance records and discuss any problems.  
The PEI team is available to support parents who may be having difficulties in ensuring that 
their children attend school regularly.  Where necessary, legal action may be taken by the 
Local Authority. 
 
The school benchmarks its attendance against other schools Nationally for overall 
attendance, authorised absence, unauthorised absence and persistent absence. In 
addition, the school compares the absence of a range of groups against National. 
 
Children with a Social Worker 
 
In addition to the benefits for all pupils, good attendance at school also provides an 
additional safeguard for vulnerable pupils. 
 
The attendance of this group of pupils is closely monitored and the school works effectively 
with the local authority to report individual attendance and inform a pupils’ social worker if 
there are unexplained absences from school.  
 
Mrs Lucy Owens is the Designated Teacher for Children Looked After (CLA). 
 
Leaving the school 
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Except at the end of Year 2, parents wishing to remove their child from the school will be 
asked to inform the school in writing (this can be through email), providing a forwarding 
address and details of the school to which the child is expected to transfer. 
 
In the case of families electing the home educate, notice should be given in writing to the 
school of this decision. The school has a duty to report this change to the local authority. 

 
Pupils leaving the school cannot be removed from the school roll until such time as it is 
confirmed that they are enrolled in another school, or in accordance with the advice of the 
Children Missing Education team. 

 
Where a child is thought to have left the school, and no confirmation of a new school 
placement is provided, the child’s absence will be reported to the Children Missing 
Education Team at West Sussex County Council. 

 
Registers are legal records and all schools must preserve every entry in the attendance 
register for 3 years from the date of entry. 
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