
 

 

Our expectation is that pupils attend school every day for every session. We believe 

that regular, uninterrupted attendance secures the best possible learning 

achievement for all our children and we are committed to working in partnership with 

families to achieve this. Schools are expected to monitor all pupils’ attendance 

records closely and to share these with the Local Authority and with the next school 

when pupils transfer. 
 
Lateness 
Poor punctuality is not acceptable. If your child misses the start of the day they can miss 
work and do not spend time with their class teacher getting vital information and news for the 
day. Late arriving pupils also disrupt lessons, it can be embarrassing for the child and can 
also encourage absence.   
 
How we manage lateness 
The school gates open at 8.40am and the school day starts at 8.50 a.m. and we expect your 
child to be in class at that time. Registers are marked at this time and your child will receive 
a late mark if they are not in by that time.   
At 9.25 a.m. 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 
and/or Attendance Officer to resolve the problem, but you can approach us at any time if you 
are having problems getting your child to school on time.  
 

Reporting Absence for Illness 

Parents / carers should inform the school office by telephone (01865 762396) of the reasons 

for their child’s absence by 8.55am on the first day of the child’s absence and on each 

subsequent day of absence. If a child is absent with no explanation, school office staff will 

telephone the parents to ascertain the reason. Please make sure that we have up to date 

contact details and 2 emergency contacts. 

 

Medical and Other Appointments 

Parents / carers must avoid arranging appointments for their child during the day. However, 

if it is unavoidable, parents / carers must notify the school office of the appointment details. A 

child should only be taken out of school for his/her own appointment, not because another 

family member has an appointment. This includes collecting a child early so a parent or 

carer can attend an appointment for someone else. 

Understanding types of absence 

Every half-day absence from school has to be classified by the school (not by the parents), 
as either AUTHORISED or UNAUTHORISED. This is why information about the cause of 
any absence is always required.   
 

 

Attendance - Guidance for Families 



Authorised absences are mornings or afternoons away from school for a good reason like 
illness, medical/dental appointments which unavoidably fall in school time, emergencies or 
other unavoidable cause. If this occurs, school may require evidence of the appointment to 
be able to authorise the absence.   
 
Unauthorised absences are those which the school does not consider reasonable and for 
which no ‘leave’ has been given. This type of absence can lead to the Local Authority 
(County Attendance Team) using sanctions and/or legal proceedings. This includes:   

• parents/carers keeping children off school unnecessarily   
• truancy before or during the school day   
• absences which have never been properly explained   
• children who arrive at school too late to get a mark   
• shopping, looking after other children or birthdays   
• day trips and holidays in term time which have not been agreed   
• excessive illness without medical evidence.  

Whilst any child may be off school because they are ill, sometimes they can be reluctant to 
attend school. Any problems with regular attendance are best sorted out between the 
school, the parents and the child. If your child is reluctant to attend, never cover up their 
absence or give in to pressure to excuse them from attending. This gives the impression that 
attendance does not matter and usually make things worse.   
 
Persistent Absenteeism (PA) 
A pupil becomes a ‘persistent absentee’ when they miss 10% or more schooling across the 
school year for any 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 threshold 
or is at risk of moving towards that threshold is given priority and you will be informed of 
this.  
PA pupils are tracked and monitored carefully through our pastoral system and we also 
combine this with academic mentoring where absence affects attainment.   
All our PA pupils and their parents are subject to a plan and the plan may include allocation 
of additional support through a Mentor. If your child becomes a PA pupil, we will seek your 
consent to complete an Early Help Assessment with you and consider convening a Team 
Around the Family.   
 
The County Attendance Team 
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 the County 
Attendance Team at the Local Authority. At the school’s request, they may issue a Penalty 
Notice per parent/carer, per child (currently £60 rising to £120 if unpaid after 21 days. If 
unpaid after 28 days a summons to Court will be issued for each unpaid Penalty Notice for 
prosecutions in the Magistrates Court. This can result in a criminal record and a fine of up 
£2,500, a Community Order, Parenting Order or ultimately a custodial sentence). The 
legislation is the Education Act 1996 sec. 444(1) and 444(1A).   
Parents that have previously been issued with Penalty Notices for their children's 
unauthorised absences, in the event of further unauthorised absences may receive 
summonses to Court.  
 “If any child of compulsory school age who is a registered pupil at a school fails to attend 
regularly at the school, his/her parent is guilty of an offence.’’   
Alternatively, parents or children may wish to contact the County Attendance Team 

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

impartial advice. Their telephone number is 01865 323513 attendance@oxfordshire.gov.uk 
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