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Attendance Guidance 
for Parents & Carers  
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Mrs Mahjouri 

 

P hone  o r  t ex t  us  a s  s oon  a s  pos s i b l e  t o  te l l  us  w hy  y our c h i l d  i s a bs e n t .   P u t  t he  sc hoo l  num ber  i n  y our  phone !   

 

Avo i d  t a k i n g  
h o l i da ys  i n  s c h o o l  

t i me   

W a ys  To            
E n c o u ra g e  Y ou r  

C h i l d ’ s              
At t e n d a n c e   

Phone  or  t ex t  us  as  
soon  as  poss i b l e  t o  

t e l l  us  w hy yo ur  
ch i l d  i s  absen t .   Pu t  

t he  schoo l  num ber  i n  
your  pho ne !  
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O nl y kee p  your  ch i l d  
aw ay f r om  schoo l  f o r   

a  genu i ne  i l l ness  

RAISE YOUR CHILD’S 
ATTENDANCE - 

RAISE THEIR CHANCES 
OF ACHIEVING THEIR 

FULL POTENTIAL! 

 

If a CHILD/PARENT can 
improve attendance by 
just 1%, they will see a 
5-6%  improvement in         

attainment 

 

 

Please help us and your 
child by ensuring their 
attendance remains 

above 95% 



D o  yo u  k n o w . . .  

 

what your child’s attendance is?  

 

what happens if your child keeps 
missing school?  

 

that national and local policy      
expects each child’s school             
attendance to be above 95%? 

 

that by law, all children of         
compulsory school age (between 
5 and 16) must be in suitable full 
time education and that YOU are 
legally responsible for making 
sure this happens?  

 

Go o d  a t t e n d a n c e  m e a n s  

 

 ensuring that your child only 
misses school for reasons 
which are unavoidable or justi-
fied.  

 

 NOT taking holidays during 
school time.  

 

TYPE OF ABSENCE  PARENT/CARER  

ACTION  

AUTHORISED 

UNAUTHORISED 

SCHOOL  

REGISTER CODE 

Child is ill. Notify school by phone, 
email or call into the 
office.  Please give 
symptoms. Provide med-
ical evidence. 

Authorised if attendance is above 
90% If you do not let us know rea-
son for absence it will be automati-
cally unauthorised.  

I   (Illness)  

O   (unauthorised) 

Child gets sick at 
school and is sent 
home. 

Parent to collect from 
school office. 

Authorised for that day. Please no-
tify school if child is absent for any 
further days.  

I   (Illness)  

Child is on family    
holiday during term 
time. 

Parent must apply for 
leave using the Leave 
Request form, one 
month in advance. 

HOLIDAYS ARE NOT AUTHORISED. 

Only in exceptional circumstance, 
with evidence. 

G   (Unauthorised        
holiday) 

H   (Authorised holiday)  

Child is absent due to 
family circumstances 
e.g. Serious illness-
death of a relative. Visa 
passport application.  

Fill in leave request form 
one month in advance. 
Notify the attendance 
officer in an emergency. 

Authorised only if this is a verifiable  
family emergency and evidence is 
provided e.g. Doctors letter. Ap-
pointment details for visa. 

C   (Other authorised  
circumstances)  

Late after register  
closes. 

Arrive at school on time. 
8.55am 

This is classed as an unauthorised. U   (Late after register 
closed) 

Child is absent due to 
an educational experi-
ence or sporting event 
outside of school.  

Absence needs to be   
pre-arranged.   

Authorised if Head Teacher pre-
approves the educational          
experience. 

B   (Educated offsite) 

P   (Sporting activity) 

Child is absent from 
school and PARENT 
does not inform the 
school office. 

Inform the office on first 
day of absence. 

Unauthorised absence. Attendance 
Officer will investigate. If attend-
ance is low this may trigger a refer-
ral to the Education Welfare Service 

O   (Unauthorised) 

 

QUICK REFERENCE GUIDE 

These are sample situations to assist parents and carers in understanding our absence policy  

The Attendance Officer will contact you and investigate if you do not let school know the reason for ab-
sence. If you have any questions please contact the Attendance Officer via the school office 01159153273. 

 


