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Attendance and Absences
A guide for Parents and Carers

Why should my child attend school?
 Children of school age who are registered at a school must, by law, attend school regularly.


Regular attendance is important, not just because the law requires it but because it is the
best way of ensuring that a child makes the most of the educational opportunities which are
available to him or her.

Did you know?
 ‘Good’ attendance means attendance of 96% or more.
 Attendance of 94% equates to 10 days absence during a school year, which is approximately
2 weeks and 60 missed lessons.


Over a period of 6 years, consistent attendance of 85% would mean a child would miss the
equivalent of 1 school year.

 If a child’s attendance falls below 90% the child is classed as a ‘persistent absentee’.


A child who is absent one day of school per week misses an equivalent of two years of their
school life.

 90% of young people with absence rates below 85% fail to achieve five or more good grades
at GCSE level and around one third achieve no GCSEs at all.


Poor examination results limit young people’s options and poor attendance suggests to
colleges and employers that these students are unreliable.



Poor school attendance is also closely associated with crime; a quarter of school age
offenders have truanted repeatedly.



At least 1 million children take at least one half day off a year without permission.

 7.5 million school days are missed each year through unauthorised absence. Absence at any
stage leads to gaps in your child’s learning, and can have the following impacts on the child:








they may fall behind in their work
it can affect their motivation
it can affect their enjoyment of learning
it may lead to poor behaviour
it can affect their desire to attend school regularly
it may affect their confidence in school
it may mean they miss out on the social life of school and extra-curricular
opportunities and experiences
 it can affect their ability to have or keep friendships

WSCC Guidance on School Absences:
Children must attend school regularly and on time during term time.
Your child can only miss school if:




they are too ill to go to school
the school has authorised the absence

You must get permission from the Headteacher if you are planning to take your child out of
school during term time. Examples of exceptional circumstances would include:




a death in the family or a funeral
an emergency doctors, hospital or dental appointment

If you do not get permission and you take your child out of school, this will be recorded as an
unauthorised absence. Examples of absences which are unlikely to be authorised by the school
include:









sickness of a parent, or other family member
inadequate clothing for school
child being used as a carer
problems with transport
non-urgent medical treatment
school refusal or truancy
days off for birthdays, shopping trips
family holiday

Unauthorised absences are when a pupil has been marked in the school attendance register as
being absent from school without authority. Only the Headteacher can authorise absence for
any reason from school. This includes:




any absence marked in the register as unauthorised (‘O’ or ‘N’ codes)
persistent late arrival at school after the register has been taken (‘U’ codes)
a holiday in term-time, not been authorised by the headteacher (‘G’ codes)

The Government has directed that Headteachers may only grant leave for a holiday in term-time
where there are exceptional circumstances.
In West Sussex, a Fixed Penalty Notice (FPN) may be issued if a pupil has accrued unauthorised
absence from school and the school has referred the matter to West Sussex County Council.
More information regarding Fixed Penalty Notices can be found on the West Sussex County Council
Website at:
https://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-attendance-behaviourand-performance/school-absences/

The School’s Responsibility:
The school has a legal duty of care to take appropriate actions when a child is not attending school
regularly.
The Headteacher is responsible for:







Overall monitoring of school attendance.
Trends in authorised and unauthorised absence.
Contacting families where concerns are raised about absence including arranging meetings to discuss
attendance issues.
Making referrals to the Children Missing Education team.
Providing reports and background information to inform discussion with the Children Missing
Education team.
Liaising with other professionals to determine potential sources of difficulties and reasons for
absence.

The School Administration team are responsible for:







Collating and recording registration and attendance information for the Headteacher and Governing
Body.
Taking and recording messages from parents regarding absence.
Ensuring the absence/late book is completed.
Contacting parents of absent children where no contact has been made.
Recording details of children who arrive late or go home.
Sending out standard letters regarding attendance.

The Parent/Carer’s Responsibility:
The Parent or Carer is responsible for:






Ensuring that the child attends school regularly and punctually unless prevented from doing so by
illness or attendance at a medical appointment
Contacting the school office on the first morning of absence
Informing the school in advance of any medical appointments in school time. For the absence to be
recorded as medical absence the school may require evidence from the doctor or dentist.
Making requests for authorised absence in term time, only if absolutely necessary as these are not
automatically authorised.
Talking to the school as soon as possible about a child’s reluctance to come to school so that
problems can be quickly identified and dealt with.

Notifying the School of an absence:
Parents and Carers must contact the school by telephone, answerphone, email, note or verbal
message on the first day of absence, before 9.20am, providing the following information:
 The child’s name and class
 The reason for the absence, including details of any illness
 The expected duration of the absence/expected return to school
If the school does not have any communication by 9.20am, attempts will be made to contact the
parent/carer.
If the school is unable to contact the parent/carer, other emergency contacts listed will be
contacted.
Where no contact is made, the CME team (Children Missing in Education team) will be contacted
for advice in the case of:




Pupils with poor attendance records
Pupils on the Child Protection Register
Pupils identified as being at particular risk or with welfare concerns

If no explanation for the absence is received, a letter will be sent to the parent or carer requesting a
reason for the absence. Parents must complete the slip fully with details of the illness (‘felt
unwell’ is not sufficient). Forms must be returned to school within 5 days.
These absences will be recorded as unauthorised in the register if no response is received within
the 5-day time period. A Fixed Penalty Notice may be issued for more than 10 sessions
unauthorised in a 10 week period (a school day is 2 sessions; AM and PM).

Keeping Contact Information Up to Date:
You must ensure that all emergency contact information that the school holds is up to date. If you
change your mobile number, home number or address you must inform the school and complete a
‘Change of Details’ form.
A Data Collection Sheet is sent out once per year. This is a summary of all information held for your
child including the child’s address, all emergency contact details and medical notes. Parents are
asked to check this carefully and make any amendments necessary. Once the form is returned to
school, any amendments will be made to our records.

It is crucial that you keep us informed of any changes to your circumstances or your
child’s contact information.

Lateness:


The school day begins promptly at 8.50am. Children must be in the classroom and ready to
learn by 8.50am.



Persistent late arrival at school after the register has been taken is recorded as an
unauthorised absence, and could result in a Fixed Penalty Notice being issued.



Any child arriving after 8.50am must be brought to the school office and must be signed in
on the late register which is held at the school office.

Process for requesting absence in term time:


Please contact the school office to request an ‘Absence Request Form’ before the date of
the requested absence. Absence requests must be considered by the Headteacher in
advance of the planned absence.



You may be required to provide additional evidence to support your request under
‘exceptional circumstances’.



You will receive a copy of the form signed by the Headteacher, confirming if the request has
been approved or declined.



If the request has been declined and you still take your child out of school, the absence will
be marked as unauthorised and a Fixed Penalty Notice may be issued if there are 10 or more
sessions missed in a 10-week period.

Guidance on Infection Control in schools and other childcare settings
The following tables detail the guidance for absence from school when a child is unwell. This
information is provided by the Health Protection Agency:

