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St Mary’s Bucknell CE (VA) Primary School 

 

 

Attendance Policy 
 

 
At St Mary’s CE Bucknell Primary School we believe that full and regular attendance at school is a 
vital factor in achieving a successful education and we therefore do everything we can to promote it.  
 
LEGISLATION 
 
As of 1 September 2013 there has been a change in the School Attendance Regulations. Where 
there used to be the option for headteachers to grant leave of absence for the purpose of a family 
holiday during the term time in ‘special circumstances’ of up to ten days in a year, this has been 
removed. 
 
Headteachers are now only allowed to authorise any leave of absence when an application has 
been made in advance and it is felt to be for an exceptional circumstance; the annual family holiday 
would not be deemed an exceptional circumstance”. 
 
SCHOOL POLICY 
 
In some cases, such as an extended visit to relatives abroad, a trip may bring considerable 
education benefit to the child. In such circumstance we might wish to discuss how the trip could be 
used as part of an educational programme. 
 
Children’s absence and late arrival at school is recorded in the registers and is monitored by the 
Educational Welfare Officer regularly. Children who arrive after registration at 9.00am will be 
registered as late. If there are any problems regarding attendance, the headteacher and/or 
Education Welfare Officer will arrange a meeting with the parents of the child to discuss it further. 
 
PENALTY NOTICES 
The Education (Penalty Notices) (England) Regulations 2004 came in to force on 27 February 2004. 
 
Section 23 of the Anti-Social Behaviour Act 2003 empowers designated LEA Officers, Headteachers 
and the Police to issue penalty notices in case of unauthorised absence from school. 
 
The following circumstances may result in a parent/carer being issued with a penalty notice: 
 

 Pupils found truanting. 

 Inappropriate parentally condoned absence. 

 Excessive holidays in term time. 
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 Persistent late arrival at school (after the register has closed). 
 
In every case a pupil will have had a minimum of 10 school sessions (5 school days) lost to 
unauthorised absence during the current term before a Penalty Notice is considered. 
 
Authorised absence is where the school has either given approval in advance for a pupil to be away, 
or has accepted an explanation offered afterwards as satisfactory justification for absence. All other 
absence must be treated as unauthorised. 
 
In each case written warning of a Penalty Notice will be sent. If there is no improvement after 15 
days, a penalty notice may be issued after consultation with the Governing Body or Chair of 
Governors. 
 
For more information - refer to Shropshire Council re. - Truancy Penalty Notices and Parenting 
Orders  
 
LATE ARRIVAL 
When children arrive after the doors have been locked, parents are asked to bring them into school 
via the office, so that their arrival is recorded. Lessons are disrupted by the late arrival of pupils and 
the school discourages this whenever possible. 
 
ABSENCE DUE TO ILLNESS 
If a child is ill and will not be attending school, parents/carers are asked to telephone the school 
before 10.00am on the first day of absence and then regularly if the absence is for a longer period. If 
we do not receive a telephone call, the office will endeavour to telephone home to establish the 
reason as soon as we are able to do so. 
 
If problems are experienced with making contact with the parent/carer, a letter is sent home with the 
child on their return to school asking the parent/carer for the reasons for absence, if contact is not 
made with the school the absence will be recorded as unauthorised. 
 
It is anticipated that by making first day calls and following up all absences, parents/carers will get 
into the habit of calling the school themselves to notify of absence due to illness etc. 
 
 
Conclusion  
 
We believe that our policy on attendance will help parents/carers support our attempts to provide the 
best possible education for the children. The reinforcement of punctuality and full attendance has a 
powerful impact on educational progress. 
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ATTENDANCE POLICY 

PROCEDURES 
The schools Education Welfare Officer visits the school half termly, the school works very closely 
with the EWO to address attendance issues 
 

 Letter to parents/carers if a child’s attendance is less than 87% for a two term period or they 
are persistently late. 
 
Before the above letters are sent wherever possible a check is made with the class teacher 
and other appropriate members of staff to ascertain any long term health issues. 
 

Absence Reporting 
 

1. If a verbal/written message by a parent/carer/appropriate adult is not received by 10am the 
school will endeavour to telephone home to establish reason for absence. 

 
2. If there is no reply or reasonable reason for absence the absence is recorded as 

unauthorised. 
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