
 

 

MANOR HILL FIRST SCHOOL 

 

 ATTENDANCE POLICY 

 
Principles 

 
 Regular and full attendance at school is an essential part of being able 

to deliver a good education to pupils.  Teaching and learning become 

increasingly difficult when attendance is poor. 

 

 Parents have a legal duty under the Education Act of 1996 to ensure 

that children of  compulsory school age attend school on a regular and 

full-time basis. 

 

 Parents do not have the right to take children out of school for a 

family holiday. 

 

 Unauthorised  absence from school is an offence and parents can be 

reported to the LEA when there are persistent attendance problems. 

 

 Every absence from school has to be classified by the school.  It is 

the school that decides if an attendance is unauthorised. 

 

 Problems with attendance are best resolved by discussion between 

the school, parents and the pupil. 

 

 The Education Welfare Officer is available to help the school, parents 

and pupils resolve problems with attendance. 

 

 

 



 

 

 

 

 

Responsibilities 

 
School 
 

 

 To complete the school register in accordance with statutory 

requirements. 

 

 To investigate and seek explanation for unexplained absence or 

lateness.  Where a child is absent and school has not been informed of 

the reason, contact will be made with the parent/carer as soon as 

possible after registration on the first day of absence. 

 

 To record reasons for absence or lateness including the collection of 

letters from parents. 

 

 To monitor periods of absence.  Where there are concerns these are 

addressed by members of the Senior Leadership Team and, where 

appropriate, with the Education Welfare Officer. 

 

 To classify a pupil’s absence as authorised or unauthorised as set out 

in the school guidance. 

 

 To report a pupil’s annual attendance to parents through the school’s 

reporting system. 

 

 To supply data from the school’s attendance tables to the relevant 

authorities where requested. 

 

 To acknowledge pupil’s high level of attendance at the end of each 

school term. 



 

 

 

 

Parents 

 

 

 To contact the school by telephone before morning registration on the 

first day of absence in order to provide an explanation for non-

attendance 

 

 To assist the school in securing a high level of attendance. 

 

 To inform the school as soon as possible if their son/daughter is 

refusing to attend so that problems can be resolved at an early stage.  

A referral may be made to the Education Welfare Officer.  Following 

an investigation any unresolved issues could result in the parent 

receiving a Penalty Notice or ultimately a prosecution under the 

Education Act of 1996.  The maximum penalty on conviction is a fine 

of £2,500 and/or 3 months imprisonment. 

 

 To make sure that their son/daughter attends school punctually, 

regularly and full-time. 

 

 To request permission for a pupil to miss school for a medical 

appointment. 

 

 To be fully aware that changes in legislation mean that the 

Headteacher is no longer permitted to grant leave of absence at any 

time during the school year – unless there are exceptional 

circumstances. 

 

 

 

 

 



 

 

 

Organisation 

 

 

 Registers will be completed morning and afternoon. 

 

 Absences will be categorised in accordance with county guidelines in 

the class register. 

 

 

Leave of absence in term time 

 

 

 Due to changes in legislation, Headteachers may no longer grant any 

leave of absence during the school year unless there are exceptional 

circumstances. 

 

 

 

Monitoring 

 

 

 Patterns of lateness and attendance will be  monitored by the school. 

 

 Patterns of attendance will be regularly reviewed by the school. 

 

 Patterns of attendance and lateness will be checked by the 

Educational Welfare Officer during visits to the school. 

 

Evaluation 

 

 

 The policy will be evaluated yearly 

 



 

 

 

 
            
           


