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Attendance Policy  
 
Introduction:  
This is a successful school and your child plays their part in making it so. We aim for an environment 
which enables and encourages all members of the community to reach out for excellence. For our 
children to gain the greatest benefit from their education it is vital that they attend regularly and your 
child should be at school, on time, every day the school is open unless the reason for the absence is 
unavoidable.  
 
It is very important therefore that you make sure that your child attends regularly and this policy sets 
out how together we will achieve this.  
 
Why Regular Attendance is so important:  
 
Learning: Any absence affects the pattern of a child’s schooling and regular absence will seriously affect 
their learning. Any pupil’s absence disrupts teaching routines so may affect the learning of others in the 
same class.  
Ensuring your child’s regular attendance at school is your legal responsibility and permitting absence 
from school without a good reason creates an offence in law and may result in prosecution.  
 
Safeguarding: Your child may be at risk of harm if they do not attend school regularly. Safeguarding the 
interests of each child is everyone’s responsibility and within the context of this school, promoting the 
welfare and life opportunities for your child encompasses:-  

 Attendance  

 Behaviour Management  

 Health and Safety  

 Access to the Curriculum  

 Anti- bullying  
 

Failing to attend this school on a regular basis will be considered as a safeguarding matter.  
 
Promoting Regular Attendance:  
Helping to create a pattern of regular attendance is everybody’s responsibility - parents, pupils and all 
members of school staff.  
 
To help us all to focus on this we will:  

 Report to you at least termly on how your child is performing in school, what their attendance rate 
is and how this relates to their attainment;  

 Celebrate good attendance by displaying class achievements 
 
The Law relating to attendance  
Section 7 of the Education Act 1996 states that ‘the parent of every child of compulsory school age shall 
cause him / her to receive efficient full time education suitable:-  
(a) to age, ability and aptitude and  
(b) to any special educational needs he/ she may have  
Either by regular attendance at school or otherwise’  
 
 

 



 
 
The Law relating to safeguarding  
Section 175 of the Education Act 2002 places a duty on local authorities and governing bodies to have 
regard to guidance issued by the Secretary of State with regard to safeguarding and promoting the 
welfare of children and students under the age of 18.  
For Information – Failure to ensure regular and punctual school attendance may result in the issuing of a 
penalty notice under Anti-Social Behaviour Act 2003 and/or prosecution under section 444 of the 
Education Act 1996.  
 
Understanding types of absence:  
Every half-day absence from school has to be classified by the school, as either AUTHORISED or 
UNAUTHORISED. This is why information about the cause of any absence is always required, preferably 
by phone, letter or message left on the school’s absence line. 
 
Authorised absences are mornings or afternoons away from school for reasons such as illness, 
medical/dental appointments which unavoidably fall in school time, emergencies or other unavoidable 
cause.  
 
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 sanctions and/or legal proceedings resulting in 
fines from the local authority. 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  

 Children who have medical appointments and do not attend school before or after the 
appointment missing a half of a day unnecessarily  

 Medical appointments with no evidence of appointment 
 

A child will receive and authorised mark if they arrive after 930am.  If they arrive before 9.30am them 
will receive a late mark. 
 
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, it is never better to cover up their absence or to give in to 
pressure to excuse them from attending. This gives the impression that attendance does not matter and 
usually makes things worse.  
 
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 parent’s 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 level of attendance is given priority and you will be informed of this immediately.  
Children with attendance below 90% will be referred to the Education Welfare Officer. 
 



 
 
Barnehurst Federation will work in partnership with and  use the services of SEAAS (South Eastern 
Attendance Advisory Service) to improve the attendance of persistent absentees.  This may include 
fining parents.  
 
 

Absence Procedures: 
 

If your child is absent you must:  

 Contact us as soon as possible on the first day of absence in the following ways:  
o Call into school and report to the office, who will inform your child’s class teacher.  
o Leave a message on the absence line with name, class, reason for absence and expected 

return date. 
 

If your child has a medical appointment during school time: 

 Children who have local medical appointments in the middle of the day are expected to come 
into school in the morning and return to school afterwards. 

 Evidence in the form of a letter or an appointment card must be shown to the office in order for 
the absence to be marked as a medical appointment.  Until this evidence is seen and recorded, 
the absence will be classed as unauthorised. 

 
If your child is absent and the school has not been contacted as detailed above, we will:  

 Send a text to the main contact listed in the first instance to clarify reason for absence. 

 If this is not responded to within the hour, we will follow up with a phone call and leave a 
message if necessary asking to contact the school. 

 If we do not receive a response to the message within an hour, we will retry and attempt to 
contact the other designated adults on your child’s contact list if still no response.  

 If we have been unable to contact you on the first day and your child is absence on the 
following day, we will attempt to contact you and other contacts again. 

 If we are unable to contact anyone, our Designated Safeguarding lead will be informed and a 
home visit may take place by the EWO or a member of staff.  
 

Please note: You will need to contact the school each day that your child is absent, even if they are 
absent on consecutive days for the same reason. Your child will be recorded as an unauthorised 
absence until the school has been contacted. 
 
Attendance under 96% 
Any time that your child is absent from school will have an impact on their education.  Attendance is 
monitored fortnightly to prevent pupils moving into the Persistent Absentee (PA) bracket.  If your child’s 
attendance has been highlighted as below 96%, the school will contact you either telephone or by letter 
for the following reasons:  
 
1. Informing you that your child’s attendance is below 95%  

2. Informing you that attendance has declined following receipt of letter 1  

3. Informing you there has been an improvement of attendance above 95%  
 
Attendance below 90% 
Attendance of 90% or below is classed as Persistent Absenteeism.  If your child’s attendance is below 
90%, despite being contacted by the school as detailed above, the case will be referred to the Education 
Welfare Officer.  They will then begin the process of contacting the family, offering support and  



 
 
monitoring the situation to see if attendance improves.  If attendance continues to decline, official 
warnings and fines may be issued in line with Bexley’s Educational Welfare Guidelines. 
 
 
Statutory School Age  
Children are not of compulsory school age until the term after their 5th birthday. At Barnehurst, we still 
monitor attendance and issue the letters informing the parent of their child’s attendance and the 
school’s expectations.  
 
Nursery Attendance 
Due to the importance of getting off to a good start with their education, the school can withdraw a 
place of a child in nursery if their attendance falls below 85% and there is insufficient medical evidence 
to support the absence. 
 

Head Teacher     Signed 
 

Date 

Chair of Governors Signed 
 

Date 

 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

Barnehurst Federation of Schools 
Application for Exceptional Leave 

 
Exceptional leave will be granted in the following circumstances only: 
 

 To attend a funeral and/or a wedding – I day per academic year for each event 

 To attend an approved examination – I day per academic year (evidence will be 
required) 

 
Name of child/children  

 
Class(es)  

 
Child date of birth  

 
We/I wish to apply for my child(ren) to be absent from school: 

 
From (first day of absence)  

 
To (date of return to school)  

 
Reason for absence 
 
 
 
 
 
 

 
Signed (Parent/Guardian)  

 
Date  

 
Schools Response 

 
Office Use ONLY:    Details of Exceptional Leave already granted this academic year: 

 

This request is authorized  
 

 

This request is not authorized because   
 
 

Head teacher signature 
 

 

Date 
 

 



 
 


