Safeguarding
Threemilestone School is committed to safeguarding and promoting the welfare of all children.
We expect all our team members to share this commitment.

Attendance Policy 2015
This policy reflects the DfE regulations which came into force in September 2013
which state:

‘Headteachers may not grant any leave of absence during term time
unless there are exceptional circumstances.’
Threemilestone School is committed to providing a full and enjoyable educational
experience for all pupils. We believe that if pupils are to benefit from education, good
attendance is crucial. As a school we do all that we can to ensure maximum
attendance for all pupils. Any problems that prevent full attendance will be identified
and addressed as speedily as possible.
It is the policy of the school to celebrate achievement and attendance. Attendance is
a critical factor to a productive and successful school career. Our school will actively
promote and encourage 100% attendance for all our pupils.
Our school will give a high priority to conveying to parents and pupils the importance
of regular and punctual attendance. We recognise that parents have a vital role to
play and that there is a need to establish strong home-school links and
communication systems that can be utilised whenever there is a concern about
attendance.
If there are problems which affect a pupil’s attendance we will investigate, identify,
and strive in partnership with parents and pupils to resolve those problems as quickly
and efficiently as possible. We will adopt a clearly focused approach aimed at
returning the pupil to full attendance at all times.
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Objectives
•
•
•
•
•
•

To encourage full attendance and punctuality
To monitor attendance and apply appropriate strategies to minimise
absenteeism
To ensure a consistent approach throughout the school
To make attendance and punctuality a priority for those associated with the
school including pupils, parents, teachers and governors
To provide support, advice and guidance to parents and pupils
To work effectively with other services and agencies to support these
objectives

The following will be considered when dealing with attendance and punctuality.
•
•
•

•
•

•
•
•

Start and finishing times of registration: A child arriving after 8.45 will be
marked as late.
Guidance for staff on the accurate completion of registers
The importance of punctuality and the response to lateness. If a child arrives
at school after 8.45am they will be marked as late. (less than 90% punctuality
will be followed up.)
Daily contact between parents and school when a child is absent
In line with Health Protection Agency guidelines, a period of 48 hours absence
is required for any pupil with vomiting or diarrhoea. Such absence due to
illness is authorised.
Clear guidance to parents that Head teachers may not grant leave of absence
during term time unless there are exceptional circumstances.
Referral routes with roles and responsibilities for pupils with emerging
attendance problems.
The threshold used to determine persistent absence (PA) was lowered in
September 2015. A pupil is now persistently absent if he or she does not
attend for 10% of sessions or more. Previously, this figure was 15%. All
parents will receive a half termly letter regarding their child’s overall
attendance.
Attendance Thresholds:
15%
10 or more sessions

10%
7 or more sessions

Half term 1-2
(Autumn Term)
Half Term 1-3

22 or more sessions

14 or more sessions

30 or more sessions

20 or more sessions

Half Term 1-4
(Autumn and Spring Terms)
Half Term 1-5

38 or more sessions

25 or more sessions

46 or more sessions

31 or more sessions

Half Term 1-6
(Full Academic Year)

56 or more sessions

38 or more sessions

Half Term 1
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•

•
•
•

This will be in the form of a traffic light coloured letter (Appendix 1).
Green – 95% and above
Amber – 90% - 94.9%
Red – Below 90%
The inclusion of attendance information in school documentation, e.g the
website, reports, newsletters, home-school agreements.
Annual reports to parents include a record of their child’s attendance.
The Headteacher’s termly report to Governors records the attendance figures
for the academic year to date.

Good Attendance
Good attendance is important because:
•
•
•
•
•

Statistics prove a direct link between under-achievement and poor
attendance.
Regular attenders make better progress, both socially and academically.
Regular attenders find school routines and school work easier to cope with.
Regular attenders find learning more satisfying.
Regular attenders have an easier transfer to secondary school.

Children will be happier, healthier and achieve more in school if they attend
regularly.
Parents are asked to help support their child’s learning by:
•
•
•
•
•

Ringing school on the first morning of all absences with the reason and date
for return.
Arranging routine medical appointments out of school hours or during school
breaks.
Notifying the school to explain the reason for their absence on their return.
Keeping us updated if their child has an extended absence due to illness.
Ensuring that family holidays are taken during school holidays.

School Roles and responsibilities
•
•
•
•
•

Acknowledge and reward good attendance.
Follow up unexplained absences by text on the first day, and a text or phone
call on the second day and all days thereafter.
Remind parents of the importance of regular attendance and punctuality in
newsletters, the school prospectus and Home-School Agreement.
Publish the attendance of each class in the newsletter and on our website
weekly.
Send home termly letters letting you know if your child’s attendance is
becoming a concern.




Supporting learning (95% and above Green)
Becoming a concern (90%-94.9% Amber)
Detrimental to your child’s learning (below 90% Red)
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•
•
•

Take the registers each session.
The Headteacher and Governing Body monitor patterns and trends over time.
The Headteacher is responsible for decisions about any leave of absence
requested for exceptional circumstances during the term time.

Good Practice
The School will recognise the importance of good practice by:
•
•
•
•

Keeping and maintaining registers accurately.
Maintaining a consistent approach to marking registers.
Regularly analysing attendance data.
Ensuring prompt follow-up action in cases of non-school attendance through a
letter home and certificates given out in assembly.

It is essential that everyone involved in promoting attendance is clear about the
important role that must be carried out in order to raise standards. Promoting good
attendance is the responsibility of the whole school.
Any unauthorised absence is damaging to a child’s education as well as
reflecting badly on the school. It also gives children the wrong messages
about the importance of education which may lead to problems later in
schooling. Good attendance and punctuality are important values for later in
life.
Authorised Absence
Some absences are allowed by law and are known as ‘Authorised absences’. For
example: if a child is ill, family bereavement, religious observance, music exams.
We understand that there are occasions when there might be a particular problem
that causes your child to be absent. In these cases, please make an appointment to
speak to the Headteacher and we shall try to deal with it sympathetically.
Please note that authorisation for any absence not detailed in the examples above
will only be granted if:
Your child has had NO UNAUTHORISED ABSENCE
Unauthorised Absence
There are times when children are absent for reasons, which are not permitted by
law. These are known as ‘Unauthorised Absences’. Examples of unauthorised
absences are:
•
•
•
•

Waiting on a delivery
Going for a family day out
Sleeping in after a late night
Parents being ill
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•
•
•
•

Going shopping or for a hair cut
Because it’s the child’s birthday
Unapproved holidays
Where there is no explanation for the absence or where the explanation for
the absence is considered unsatisfactory

The School will contact you and the Local Authority may consider taking legal action
against you if your child has unauthorised absences.
Leave of Absence During Term Time (Exceptional Circumstances)
Schools are no longer allowed to authorise holidays during term time unless there
are exceptional circumstances. Before deciding whether to authorise leave of
absence Headteachers will consider:
•
•
•

The impact for the student’s academic progress of any absence
The pupils attendance over the academic year
Whether it falls within any key stage national tests or exams

Examples of exceptional circumstances
Below are examples of exceptional circumstances, however this is not an exhaustive
list.
•
•
•
•

•
•
•
•

•

Where it is company policy for an employee to take leave at a specified time –
proof would be needed.
Service personnel returning from/scheduled to embark on a tour of duty.
Where a holiday is recommended as part of a child or parent’s recovery from
a medical or emotional issue – evidence must be provided.
Funeral of close relative or family friend – Headteachers should use their
discretion having heard from parents about travel and funeral arrangements
and taking into account the distance to be travelled.
Sudden loss of housing through eviction or domestic violence – up to a
maximum of 3 days.
Out of school programmes such as music, arts or sport operating at a high
standard of achievement and agreed by the LA.
Time off relating to Child Entertainment Performances, subject to a license
being issued by the Local Authority
Religious observance – The Education Act 1996 s444(3) (c), states ‘on any
day exclusively set apart for religious observance by religious body to which
his/her parent belongs’ . This would include the Islamic Eids, as well as
religious observance days of the orthodox Christian, Jewish and other
religions. Headteachers may specify that only one day will be authorised at a
time.
Weddings of parents and siblings - weddings can be arranged at weekends or
during school holidays; however we acknowledge that there are times when
the dates are dependent on other factors, such as the needs of the couple
getting married. Leave should only be authorised for this purpose when a
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Headteacher is satisfied that there is a familial reason for attending the
wedding during term time.
Examples of circumstances NOT considered as exceptional
•
•

Holidays abroad for the purpose of visiting a sick relative, excepting where
that person is seriously ill. Medical evidence may be requested.
Availability of cheaper holidays during term time.

Legal Note
Parents have a legal duty to ensure the regular and full time attendance at school of
registered pupils (Education Act 1996). This policy is based on the law and on Best
Practice guidance produced by the Department of Education and Skills and the Local
Authority. The School Attendance Service aims to work with schools and families to
promote good attendance and avoid legal action. However, in some cases parents
are prosecuted (taken to court) or have to pay a Fixed Penalty (fine) if unauthorised
absences continue.

Monitoring and Evaluation
It is important to set realistic targets; these targets may be set in consultation with
the Local Authority or with the Governing Body. The School will look at those
interventions which have been successful as part of the evaluation process.
School Target
Our school target for attendance is set at 95.5%
Persistent Absence Definition
Attendance below 90% is defined by the DFE as persistent absence (Sept 2015).
Definition of ‘Parent’
Section 576 of the Education Act 1996 defines ‘parent’ to include:
•
•
•

All natural parents, whether they are married or not.
Any person who, although not a natural parent, has parental responsibility for
a child or young person.
Any person who, although not a natural parent, has care of a child or young
person.

When evaluating success the school will consider whether or not:
•
•
•

•

Patterns and trends in the school’s attendance and pupils’ punctuality are
improved.
Parental response to absence has improved.
The school has been successful in raising the profile of attendance by
celebrating good attendance within the school, governing body and the local
community.
Pupils and parents are fully aware of the importance of punctuality and regular
attendance and aware of the attendance procedure operating within school.
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•
•

Parents and governors are made aware of the current law on attendance.
Attendance issues have been included as topics in school assemblies or
PHSE lessons.

Attendance is monitored half termly for any emerging patterns below 95%. Parents
will be routinely contacted if attendance falls below 90%.

Appendices
A
B

Green Letter/Amber Letter/Red Letter
Request for Extended Absence during Term Time
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Appendix A
Dear Parent / Carer,
This is your child’s ‘traffic light’ attendance notice for the <<????>> term <<Year>>.
Each colour’s meaning is explained below:
Green – Congratulations! Your child’s attendance is outstanding (95 – 100%).
Amber – Your child’s attendance is below the national average and may be
detrimental to their learning. If you would like an appointment with the Headteacher
or Parent Support Advisor to discuss ways to improve this, please contact the school
(90 – 94.9%).
Red – Your child’s attendance is below 90%. This level of absence is detrimental to
your child’s learning. The school will be making contact with you to discuss ways to
improve your child’s attendance in line with school policy.
The overall attendance level may include times when your child is ill or attending
routine appointments. We understand that there are exceptional circumstances that
affect a child’s attendance. However, the school has a statutory duty to improve
attendance.
We appreciate your support with this matter.
Yours faithfully

Mrs MA Lee
Headteacher
_____________________________________________ Dated _______________
Author
_____________________________________________ Dated _______________
Headteacher
_____________________________________________ Dated _______________
Chair of Governing Body
_____________________________________________ Dated _______________
Chair of Pupils and Curriculum Committee
Ratified at Full Governing Body Meeting:

19 November 2015

Date of next review:

November 2017
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