
Fernhurst Junior School  

  

Attendance Policy  

  

Rationale  

  

Fernhurst Junior School believes regular attendance is vital in our aim to:-  

  

• promote children's welfare and safeguarding   

• ensure every pupil has access to the full-time education to which they are 

entitled   

• ensure that pupils succeed whilst at school   

• ensure that pupils have access to the widest possible range of opportunities 

when they leave school.   

  

The school strives to provide a welcoming environment for all pupils and staff 

will work closely with pupils and their families to ensure each pupil attends 

school regularly and punctually.   The school rewards and acknowledges the 

efforts of pupils in maintaining their attendance and challenges the behaviour 

of those pupils and parents who do not prioritise attendance and punctuality.   

Fernhurst Junior School has established an effective and efficient system of 

communication with pupils, parents and appropriate agencies to provide 

information, advice and guidance.  

  

Why regular attendance is so important:  

There is a clear and established link between good attendance and academic 

achievement.  Pupils who have poor attendance find it disrupts the flow of 

learning and can hinder their social development and ability to establish 

friendships.  

  

Parents’ responsibilities   

Section 444 of the Education Act states that: ‘If a child of compulsory school 

age who is a registered pupil at a school fails to attend regularly at the school, 

the parent is guilty of an offence’   

  

1. Parents (or the person with parental responsibility) are primarily 

responsible for ensuring that children attend and stay at school.   

  

2. Parents should ensure that their children arrive at school on time, correctly 

dressed and prepared to learn.   

  

3. Parents should avoid, if possible, making non-emergency medical/dental 

appointments for their child during school hours.   



  

4. Authorised absences include: illness, emergency treatment during school 

hours.   

Un-authorised absences include: looking after siblings, birthdays, shopping, 

general trips etc.   

  

  

  

  

Only the school, within the context of the law, can approve or authorise 

absence – not parents. The fact that a parent has submitted a note in relation 

to a particular absence does not mean that the school must accept the 

explanation as a valid reason for absence. Absence without a valid reason, or 

where no explanation is offered at all is recorded as unauthorised absence.   

  

5. Parents DO NOT have the right to take their child out of school for a 

holiday during term time and the school is unable to authorise any holidays 

unless in exceptional circumstances.  The DfE advises that cost of holidays is NOT 

an exceptional circumstance.   Any such requests will need to be submitted in 

writing in advance and may be subject to a Fixed Penalty Notice.  

  

Pupils’ Responsibilities   

Pupils are also responsible for making sure that their attendance and 

punctuality is maintained at the highest level. They should attend school on 

time, equipped and ready to learn. Pupils must report to reception when 

arriving late to school after the close of registers.   

  

Staff Responsibilities   

Staff will ensure that registration is completed accurately and that they follow 

school attendance procedures.  They will be pro-active in providing a positive 

ethos which places a high value on attendance and punctuality.  

  

Categorising Absence   

Every half-day absence from school has to be classified by the school (not by 

the parents) as either AUTHORISED or UNAUTHORISED.   

  

  

REASONS FOR ABSENCE   

  

Illness   

If a pupil is absent as a result of illness the absence is authorised and this needs 

to be confirmed by a parent/carer.   If a pupil’s absence is due to illness and is 

repeated or prolonged the school involve the school nurse and may require 

verification from the pupil’s G.P.  



  

Medical and dental Appointments   

As far as possible, appointments should be made out of school hours.  If a 

medical or dental appointment has to be made during the school day, the 

school must be informed beforehand stating the time of the appointment in 

order that the absence can be authorised. Appointment cards may be 

requested. Appointments should be made to miss as little of school time as 

possible.  All pupils must signed out before they leave school to attend the 

appointment and signed in again when they return. Pupils cannot leave the site 

unless collected by a parent or adult nominated by a parent.  E.g. Grandparent   

  

Family bereavements   

The school recognises that the death of a family member can be a particularly 

traumatic event and the school has the discretion to authorise such absences.   

  

Day of religious observance   

Absence due to participation in a day set aside exclusively for religious 

observance by the religious body to which the parents belong is authorised by 

the school. Advance notice is appreciated.   

  

Shopping during school hours   

It is highly unlikely that such absence can ever be justified and is therefore 

unauthorised   

  

Special occasions/circumstances   

It is the responsibility of the school to determine whether an absence in this 

category should be authorised or not. Each application would be considered 

separately. Absences for social occasions such as birthdays and family outings 

are unauthorised by the school.   

  

Family holidays   

Family holidays during term time will not be routinely authorised authorised. 

Parents wishing to take their child out of school during term time are required to 

apply in advance from the school. In considering whether to grant a termtime 

leave, the school will consider:   

• The circumstances involved   

• The time and length of the proposed leave   

• The pupil’s record of attendance   

• Any previous requests for leave of absence   

  

Persistent Absenteeism (PA):  

  

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

across the school year for whatever reason. Absence at this level is doing 



considerable damage to any child’s educational prospects and we need 

parents fullest support and co-operation to tackle this. We monitor all absence 

thoroughly. Any case that is seen to have reached the PA mark or is at risk of 

moving towards that mark is given priority.  

  

PA pupils are tracked and monitored carefully. The school offers support and 

makes referrals to other agencies if required.  All PA cases are also automatically 

made known to the Attendance Monitoring Service.   

  

Absence Procedures for Parents/Guardians:  

  

If your child is absent you must:  

  

• Contact us as soon as possible on the first day of absence;   

  

• Please keep us informed if your child remains absent from school;  

  

If your child is absent we will:  

  

• Try to telephone or text you on the first day of absence if we have not heard 

from you;   

• Invite you in to discuss the situation with the Headteacher if absences persist;  

  

• Refer the matter to the Attendance Monitoring Service if attendance causes 

concern’  

  

Telephone numbers:  

  

There are times when we need to contact parents about lots of things, including 

absence, so we need to have your contact numbers at all times. So help us to 

help you and your child by making sure we always have an up to date number 

– if we don’t then something important may be missed.   

  

The Attendance Monitoring Service:  

  

Parents are expected to contact school at an early stage and to work with the 

staff in resolving any problems together.  This is nearly always successful. If 

difficulties cannot be sorted out in this way, the school may refer the child to 

Attendance Monitoring Service from the Local Authority.  He/she will also try to 

resolve the situation by agreement but, if other ways of trying to improve the 

child’s attendance have failed and unauthorized absences persist, these 

Officers can use sanctions such as Penalty Notices or prosecutions in the 

Magistrates Court.  Parents may wish to contact the Service themselves to ask 

for help or information. They are independent of the school and will give 



impartial advice.  Their telephone number is available from the school office or 

by contacting the Local Education Authority.  

  

Lateness:  

  

Poor punctuality is not acceptable. If your child misses the start of the day they 

will miss out lesson time.  Late arriving pupils also disrupt lessons, and they often 

feel uncomfortable coming into class once the lesson has started, this in turn 

can lead to further absenteeism.    

  

How we manage lateness:  

  

The school day starts at 8.45am when the bell goes for pupils to line up and ends 

at 3.10pm.  

  

Registers are marked by 8.55am and your child will receive a late mark if they 

are not in by that time.  

  

At 9.10am 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 they have an 

unauthorised absence. This may mean that you could face the possibility of a 

Penalty Notice if the problem persists.  

  

If your child has a persistent late record you will be asked to meet with the 

Headteacher to resolve the problem, but you can approach us at any time if 

you are having problems getting your child to school on time.  

  

Holidays In Term Time:  

  

Taking holidays in term time will affect your child’s schooling as much as any 

other absence and we expect parents to help us by not to take children away 

in school time.  

Remember that any savings you think you may make by taking a holiday in 

school time are offset by the cost to your child’s education.  There is no 

automatic entitlement in law to time off in school time to go on holiday.  

  

All applications for leave in exceptional circumstances must be made in 

advance and at the discretion of the school a maximum of 10 days in any 

academic year may be authorised. In making a decision the school will 

consider the circumstances of each application individually, including any 

previous pattern of leave in term time.    

  



It is important that parents understand the circumstances when leave in term 

time will not be agreed by us:   

  

• For an annual holiday  

  

• When a pupil is just starting a new academic year.  No leave of absence is 

allowed during the first half of the autumn term.  This is very important as your 

child needs to settle into their new environment as quickly as possible.  

  

• Immediately before and during End of Key Stage tests (SATS), and QCA test 

weeks; the dates of which are published at the earliest opportunity in the 

Autumn term.   

  

• When a pupil’s attendance record already includes any level of 

unauthorised absence.  

  

• Where a pupil’s attendance rate is already low or will fall into cause for 

concern as a result of taking holiday leave.  

  

Any period of leave taken without the agreement of the school, or in excess of 

that agreed, will be classed as unauthorised and may attract sanctions such as 

a Penalty Notice.   
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