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Version Control 
 

Version Author Dated Status Reviewed 
date/ails 1 AK Summer 2017 Initial Trust policy Summer 2018 

2 AK Summer 2018 Initial Trust policy reviewed 

 Responsibilities: EWO 
section added 

 Good attendance, absence 
monitoring and unexplained 
or persistent absence: 
thresholds reviewed and 
approved 

 School-specific appendices 
reviewed and approved 

 Statement regarding home 
visits added to notification of 
absence section 

Summer 2019 

2a AK Summer 2019  Responsibilities: addition 
of Family Support Worker 

 Procedure for notifying the 
school of absence section 
partially rewritten to 
reflect guidance in 
SOLA/DWJS Safeguarding 
and Child Protection Policy 

 Appendices updated to 
reflect staffing changes 
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Attendance Policy 
 

Introduction Good attendance at school is a key factor in achieving the best possible outcomes for children 
- children can only learn effectively and take advantage of the opportunities that school 
presents them with if they attend regularly. We aspire for all our children to have 100% 
attendance but we recognise that some occasional absences may be unavoidable. 
To this end we expect all children on roll at SOLA schools to attend every day when school is 
in session, as long as they are fit and healthy enough to do so. 
 
This policy provides a framework across all six schools of the South Orpington Learning 
Alliance (SOLA) within which all staff, pupils, carers, external agencies, governors and trustees 
can contribute to the development and maintenance of high standards in terms of 
attendance and punctuality. 
 
We believe that reducing absence: 

 Promotes children's welfare and safeguarding. 

 Enables every pupil to have access to the full-time education to which they are 
entitled. 

 Gives pupils the best opportunity to succeed whilst at school. 

 Encourages the development of positive life-long habits that will prepare pupils for 
life beyond school. 

 
Aims The core aims of this policy are: 

 To establish a consistent approach to attendance and punctuality across SOLA 
schools. 

 To encourage and secure good levels of attendance and punctuality at each SOLA 
school by creating an ethos where these are valued by everyone. 

 To ensure that no identified groups are disadvantaged by poor attendance. 

 To establish clear systems at all levels for maintaining and monitoring good 
attendance and excellent punctuality. 

 Where attendance is not yet good, to improve overall attendance and reduce 
unauthorised absence. 

 To raise awareness of parents, carers and pupils of the importance of uninterrupted 
attendance and punctuality at every stage of a child’s education. 
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Legal 
Framework 
 

The 1996 Education Act states that parents must ensure that children of compulsory school 
age receive full-time education suitable to their age, ability and aptitude by regular 
attendance at school.  A child is of compulsory school age at the beginning of the term 
following their 5th birthday. 
 
Under the Education Act 1996, the Local Authority has a statutory responsibility to ensure 
that parents secure education for children of compulsory school age and where necessary, 
use legal enforcement.  Parents/carers have a legal obligation to ensure that their children of 
compulsory school age attend regularly. 
 
Under the Education Regulations 2006, the Governing Body is responsible for ensuring that 
the school keeps attendance registers that record which pupils are present (whether at 
school or at another approved educational activity) at the start of both the morning and 
afternoon sessions of the school day.  These registers also record whether any absence is 
authorised or unauthorised. 
 
The school has a legal and moral responsibility to promote good attendance and to take 
appropriate measures where necessary to ensure that all pupils attend regularly. 
 

Responsibilities 
 

There is a shared responsibility amongst school staff, parents and carers for ensuring that 
pupils maintain good levels of attendance and punctuality. In addition, every effort should be 
made to meet the following responsibilities: 
 
Parents 
Parents/Carers are responsible for: 

 Ensuring that their child attends school regularly and punctually unless prevented from 
doing so by illness or attendance at a medical appointment. 

 Reporting all absences to the school in line with this policy. 

 Informing the school in advance of any appointments in school time. 

 Providing supporting documentation for absences as and when necessary. 

 Making requests for leave of absence only in exceptional circumstances and when it is 
unavoidable to do so. 

 Talking to the school as soon as possible about any concerns over attendance. 
 

 Headteacher/School Leader with responsibility for attendance 
The Headteacher/School Leader with responsibility for attendance is responsible for: 

 Overall monitoring of school attendance 

 Identifying/monitoring trends in authorised and unauthorised absence 

 Contacting families where concerns are raised about absence including arranging 
meetings to discuss attendance issues 

 Monitoring individual attendance where concerns have been raised 

 Making referrals to/meeting regularly with the school’s Education Welfare Officer (EWO) 

 Providing reports and background information to inform discussion with the school’s 
EWO 

 Liaising with other professionals to determine potential sources of difficulties and reasons 
for absence. 

 Securing a high, positive profile for attendance and punctuality through, for example, 
whole school assemblies and reward systems 
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 Family Support Worker* 
The Family Support Worker is responsible for: 

 Supporting the school in improving attendance levels by building positive partnerships 
with children and their families 

 Engaging with families that request or are targeted for support by school leaders and/or 
the EWO 

 Offering practical support for identified families by signposting and supporting access to a 
range of school-based and external support systems in order to overcome barriers to 
securing good attendance 

 Liaising with school leaders regarding current caseload 

 Liaising with external agencies and other professionals in relation to caseload and wider 
school systems and procedures 

 Supporting the development and implementation of school-wide strategies and systems 
which promote good attendance and pupil well-being 

 
*Not all SOLA schools employ a Family Support Worker 

 
 Class Teacher 

Class Teachers are responsible for: 

 Completing registers accurately and punctually at the start of morning and afternoon 
sessions 

 Recording all reasons for absence in the register using the correct codes 

 Maintaining an overview of class and individual attendance looking particularly for either 
poor overall attendance, anomalies in patterns of attendance and/or unusual 
explanations for attendance offered by children and their parents/carers 

 Informing senior staff where there are concerns and acting upon them 

 Providing background information to support referrals 

 Developing a positive culture around attendance and punctuality in their classrooms 

 Discussing attendance issues at parent-teacher consultation meetings where necessary 
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  Administrative staff* 
Staff in the School Office are responsible for: 

 Overseeing the registration process and ensure that registers are completed accurately 
and punctually 

 Taking and recording messages from parents regarding absence 

 Ensuring the late pupils are signed in according to school policy 

 Contacting parents of absent children where no contact has been made 

 Recording details of children who arrive late or go home early 

 Monitoring class and individual attendance/punctuality looking particularly for either 
poor overall attendance, anomalies in patterns of attendance and/or unusual 
explanations for attendance offered by children and their parents/carers and reporting 
concerns to the Headteacher/School Leader with responsibility for attendance or EWO 

 Sending out standard letters regarding attendance 
 
*Some/all of these responsibilities may be delegated to the Family Support Worker if one is employed by the 
school 

 
The Trust’s Education Welfare provider: 
The contracted EWO provider is responsible for: 

 Liaising and regularly meeting with school staff with responsibility for monitoring and 
promoting school attendance 

 Producing a written summary report on attendance and actions taken to improve 
attendance at least termly 

 Responding to individual cases of poor attendance in line with the procedures set out in 
this policy and any additional school-specific systems and procedures as appropriate 

 Understanding Trust/school policies and procedures deemed, in agreement with 
Trust/school leaders, to be relevant to their role  

 Acting as an agent and representative of the Trust/school at all times, in line with 
Trust/school policy as is appropriate according to their role 

  
Authorised 
absence 
 

An absence is classified as authorised when a child has been away from school for what is 
deemed to be a legitimate reason and the school has received due notification from a parent 
or carer. 
 
Absences will usually be authorised for:     

 Sickness 

 Unavoidable medical/dental appointments (whenever possible please make these 
outside school hours) 

 Days of religious observance 

 Exceptional family circumstances 

 Issues related to transition 
 
Only the school can authorise absences.  Consequently, some absences supported by 
parents/carers may not be authorised by the school. In some cases, further evidence may be 
requested before authorising an absence e.g. documentary evidence of an appointment. 
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Unauthorised 
absence 
 

Any absence for reasons other than those defined above is unauthorised. 
 
For example, absences will not be authorised for: 

 Shopping 

 Minding the house 

 Birthdays or similar events 

 Family holidays during term time 

 Looking after family members (except in exceptional circumstances) 
 

Procedure for 
notifying the 
school of 
absence 
 

Parents/carers should always notify the school if their child is going to be absent from school 
for all of or part of the school day. Further information on each school’s procedures are 
supplied in Appendices 1-6. 
 
If any child is absent and the parent/carer has not made contact the school will: 

 Telephone all three contacts by 10.00am; 

 Check the child’s status with the family GP by telephone and email (where parents 
have given the school written authority to do so); 

 Carry out a home visit during the morning if there is still no contact (a letter to be 
hand-posted where necessary – see Appendix 11); 

 Seek advice from the Multi-Agency Safeguarding Hub (MASH) team if absence 
remains unexplained. 

 
SOLA schools will provide support to each other to carry out home visits where necessary. 
Home visits may be conducted without prior notification. 
 

 
 
Requests for 
exceptional 
leave of 
absence 
 

Circumstances may arise where a parent/carer wishes to request leave of absence for a child. 
 
When considering individual requests for absence, the school will consider: 

 The nature of the event 

 Frequency of absence (current attendance level) 

 Whether advance notification is given 

 The overall attendance record of the pupil(s) and, in particular, their status regarding 
persistent absenteeism and any historic patterns of absence 

 The academic attainment and progress of the pupil(s) over time 
 
Parents/carers who wish to ask for their child to be absent from school should complete a 
Request to Withdraw a Child from Learning form.  The Headteacher should determine the 
number of school days a child can be away from school if the leave is granted. 
 

Holidays 
 

The amended Education Regulations 2013 for England, with regard to pupil registration, no 
longer permit school to authorise any absences in relation to holidays.  The amendments 
state that schools may not grant any leave of absence during term time unless there are 
exceptional circumstances. Further guidance regarding exceptional circumstances is supplied 
in Appendix 8. 
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Good 
attendance, 
absence 
monitoring and 
unexplained or 
persistent 
absence 
 

SOLA schools have set the threshold for good attendance at 96% 
 
Ongoing unexplained absences are addressed by each school on a daily basis. Historic 
unexplained absences are reviewed by each school’s Education Welfare Officer (EWO) 
working in partnership with key staff at school level.  
 
The threshold for persistent absence is currently 10%. Therefore, pupils whose attendance 
falls below 90% will be considered persistent absentees. In order to secure appropriate levels 
of attendance from all pupils, each school will ensure that its EWO monitors those pupils 
whose attendance is at or below 94%. Where attendance falls below 93% with no singular 
event to explain it: 

  Parents/carers will be notified of the school’s concerns by letter and the school will 
seek to work with them to resolve any issues.  

 Children will be supported as appropriate and in line with other school policies e.g. 
anti-bullying.  Referral may be made, in consultation with parents/carers, to an 
outside agency e.g. Bromley Wellbeing, CAMHS 

 Where unauthorised absence continues, or attendance continues at a low level, the 
school will invite the parents/carers to discuss the matter with the school’s EWO 
and/or a senior staff member as appropriate. 

 Where the issue continues to be unresolved, the school will discuss the situation with 
the EWO and take appropriate action accordingly. 

 
Each Local Governing Board reserves the right to consider issuing penalty notices or taking 
legal action against any parents/carers who repeatedly fail to meet their responsibility for 
sending their children to school on a regular basis. 
 

Penalty Notices Penalty Notices may be issued in response to unauthorised absence and may also be issued if 
the school has evidence that a parent/carer has failed to ensure regular school attendance. 
 
In line with the amendments made to The Education (Penalty Notices) (England) Regulations 
2007 please note that: 

 The Headteacher can now request that the Local Authority issue a Penalty Notice to 
parents when pupils take leave of absence without school authorisation. 

 The amount payable on issue of a Penalty Notice is £60 if paid within 21 days of 
receipt of the notice, rising to £120 when paid within 28 days. 

 If the Penalty Notice is not paid within 28 days, the Local Authority is then obliged to 
prosecute for failing to ensure regular school attendance. 

 Penalty notices are issued to each parent, for each child. 
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Pupils leaving 
the site during 
the school day 

During school hours the staff at each school are in loco parentis and have a legal 
responsibility to know where the pupils are and act accordingly to secure their safety and 
well-being at all times. To this end: 

 Pupils are not allowed to leave the premises without prior permission from the 
school. 

 Parents are kindly requested to arrange medical and other appointments outside of 
school time. 

 Where it is necessary for a child to leave the site during the school day, parents are 
requested to confirm in writing, by letter or email to the relevant school office, the 
reason for any planned absence, the time of leaving and the expected return time. 

 Any pupil leaving the site must be signed out on leaving the school and be signed 
back in on their return at the school office. 

 Where a pupil is being collected from the school prior to the end of the school day, 
parents must report to the school office before the pupil is allowed to leave the site. 
Pupils will only be released to named contacts. 

 
If a pupil leaves the school site without permission, the school will contact both the police 
and the pupil’s parents immediately in an effort to secure their safe return. 
 

Monitoring and 
reporting 

The Senior Management Team will monitor the effectiveness of the policy. The CEO will 
report to the Trustees regularly regarding attendance. 
 

Review This policy will be reviewed annually. 

Appendices Appendix 1: Chelsfield Primary School information and procedures 
Appendix 2: Darrick Wood Junior School information and procedures 
Appendix 3: Green Street Green Primary School information and procedures 
Appendix 4: Pratts Bottom Primary School information and procedures 
Appendix 5: The Highway Primary School information and procedures 
Appendix 6: Tubbenden Primary School information and procedures 
Appendix 7: Request to Withdraw a Child from Learning form 
Appendix 8: Guidance for authorising leave of absence 
Appendix 9: WPA Commitment to schools 
Appendix 10: Home Visit Risk Assessment and Record pro forma 
Appendix 11: Template for Home Visit Notification Letter 
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Appendix 1: Absence procedures for Chelsfield Primary School 

Timings of the 
school day 

Gates open: 8.40am 
Morning session begins: 8.55am 
Registers close: 9.25am 
Afternoon session begins: 1.15pm 
Registers close: 1.45pm 
School day ends: 3.15pm 
 
Children are supervised on the playground from 8.40am, and school starts at 8.55am.  
When the weather is inclement the children go straight into their classrooms.  
Children are officially late when they arrive more than 5 minutes after the start of the 
session.  Children are marked as late (L code) until the registers close 30 minutes after 
the start of each session. Any child arriving at/returning to school more than 30 minutes 
after the session starts is marked as absent for the morning/afternoon session 
respectively. 
 

Procedure for 
notifying the 
school of 
absence 
 

Parents/carers should contact the school before 9.10am if their child is going to be 
absent on that school day. The school has an out of hours answer phone system to 
support parents in this respect. 
 
 

Registration 
and absence 
monitoring 
procedures 

The school operates an electronic registration system. Class registers are checked every 
morning, and parents/carers who have not notified the school are contacted before 
9.30am to ascertain the reason for absence. Initial contact will be by automatic text 
message generated by the school’s attendance system. 
 
Where no response is received, the school will endeavour to make telephone contact 
with parents of absent children by 10.00am to confirm the reason for absence. 
 

Returning to 
school after 
absence 
 

In relation to sickness or medical appointments, a letter should be given to the office in 
order for the absence to be authorised. In the case of prolonged absences (a week or 
more) or where attendance has dropped below 90%, further evidence will be required in 
order for the absence to be authorised e.g. medical appointment card, letter from GP or 
hospital consultant etc. 
 

Key school staff 
and contact 
details 

Telephone/out of hours contact: 01689 825827 
 
Email: general.account@chelsfield.bromley.sch.uk 
 
Administrator with responsibility for attendance: Ms Flavia Saunders  
 
Senior member of staff with responsibility for attendance: Mrs Michaela Foley 
 
Education Welfare Officer: Mrs S Pearson (WPA Education Welfare Services) 
 

mailto:general.account@chelsfield.bromley.sch.uk
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Appendix 2: Absence procedures for Darrick Wood Junior School 

Timings of the 
school day 

Gates open: 8.45am 
Morning session begins: 8.55am 
Register taken: 9.00am 
Registers close: 9.25am 
Afternoon session begins: 1.25pm 
Register taken: 1.30pm 
Registers close: 1.55pm 
School day ends: 3.35pm 
 
Children are supervised on the playground from 8.45am, and school starts at 8.55am.  
When the weather is inclement the children go straight into their classrooms at 8.45am. 
 
Children are officially late when they arrive more than 5 minutes after the start of the 
session and will be marked in the register with an L code.  Registers close 30 minutes 
after the stated start time of each session. Any child arriving at/returning to school more 
than thirty minutes after the session starts is marked as absent for the 
morning/afternoon session respectively.  
 

Procedure for 
notifying the 
school of 
absence 
 

Parents/carers should contact the school before 9.10am if their child is going to be 
absent on that school day. The school has an out of hours answer phone system to 
support parents in this respect. Parents should then call in on each subsequent day of 
absence. 
 

Registration 
and absence 
monitoring 
procedures 

The school operates an electronic registration system. Class registers are checked every 
morning, and parents/carers who have not notified the school are contacted before 
9.30am to ascertain the reason for absence. Initial contact will be by automatic text 
message generated by the school’s attendance system. 
 
Where no response is received, the school will endeavour to make telephone contact 
with parents of absent children by 10.00am to confirm the reason for absence. 
 

Returning to 
school after 
absence 
 

In relation to sickness or medical appointments, a letter should be given to the office in 
order for the absence to be authorised. In the case of prolonged absences (a week or 
more) or where attendance has dropped below 90%, further evidence will be required in 
order for the absence to be authorised e.g. medical appointment card, letter from GP or 
hospital consultant etc. 
 

Key school staff 
and contact 
details 

Telephone/out of hours contact: 01689 857370 
 
Email: officedwjs@solamat.co.uk 
 
Administrator with responsibility for attendance: Miss Ayse Ferguson 
 
Senior member of staff with responsibility for attendance: Mr Dave Hackin 
 
Education Welfare Officer: WPA Education Welfare Services 
 

mailto:officedwjs@solamat.co.uk
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Appendix 3: Absence procedures for Green Street Green Primary School 

Timings of the 
school day 

Gates open: 8.45am 
Morning session for Juniors begins: 8.50am.Register taken by 8:55am 
Morning Session for Infants begins: 8:55am. Register taken by 9:00am 
Registers close: 9.20am (Juniors), 9.25am (Infants) 
Afternoon session begins: 1.15pm 
Register taken by: 1.20pm 
Registers close: 1.45pm 
School day end for Infants: 3.20pm 
School day end for Juniors:3:25pm 
 
The children go straight into their classrooms from 8.45am where the adults will 
supervise them. Members of staff are on duty on the playgrounds. 
 
Children are officially late when they arrive more than 5 minutes after the start of the 
session and will be marked in the register with an L code.  Registers close 30 minutes 
after the stated start time of each session. Any child arriving at/returning to school after 
the register closes is marked as absent for the morning/afternoon session respectively.  
 

Procedure for 
notifying the 
school of 
absence 
 

Parents/carers should contact the school before 9.00 am if their child is going to be 
absent on that school day. The school has an out of hours answer phone system to 
support parents in this respect. Parents should then call in on each subsequent day of 
absence. 
 

Registration 
and absence 
monitoring 
procedures 

The school operates an electronic registration system. Class registers are checked every 
morning, and parents/carers who have not notified the school are contacted before 
9.30am to ascertain the reason for absence.  
 
Where no response is received, the school will endeavour to make telephone contact 
with parents of absent children by 10.00am to confirm the reason for absence. 
 

Returning to 
school after 
absence 
 

In relation to sickness or medical appointments, a letter should be given to the office in 
order for the absence to be authorised. In the case of prolonged absences (a week or 
more) or where attendance is consistently below 90%, further evidence will be required 
in order for the absence to be authorised e.g. medical appointment card, letter from GP 
or hospital consultant etc. 
 

Key school staff 
and contact 
details 

Telephone/out of hours contact: 01689 852781 
 
Email: admin@greenstreetgreen.bromley.sch.uk 
 
Administrator with responsibility for attendance: Mrs Sam Wood 
 
Senior member of staff with responsibility for attendance: Mrs Sarah Morgan 
 
Education Welfare Officer: WPA Education Welfare Services 
 

 

mailto:admin@greenstreetgreen.bromley.sch.uk
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Appendix 4: Absence procedures for Pratts Bottom Primary School 

Timings of the 
school day 

Gates open: 8.30am 
Teacher on duty: 8:40am 
Bell rings: 8:45am 
Morning session begins: 8.45am 
Register taken: 8:50am 
Registers close: 9.15am 
Afternoon session begins: 1.15pm 
Register taken: 1.20pm 
Registers close: 1.45pm 
School day ends: 3.30pm 
 
Children are supervised on the playground from 8.40am, and school starts at 8.45am.  
When the weather is inclement the children go straight into their classrooms at 8.45am. 
 
Children are officially late when they arrive more than 5 minutes after the register has 
been taken and will be marked in the register with an L code.  Registers close 30 minutes 
after the stated start time of each session. Any child arriving at/returning to school after 
the register closes is marked as absent for the morning/afternoon session respectively.  
 

Procedure for 
notifying the 
school of 
absence 
 

Parents/carers should contact the school before 9.10am if their child is going to be 
absent on that school day. Parents should then call in on each subsequent day of 
absence. 
 

Registration 
and absence 
monitoring 
procedures 

The school operates an electronic registration system. Class registers are checked every 
morning, and parents/carers who have not notified the school are contacted before 
9.30am to ascertain the reason for absence.  
 
Where no response is received, the school will endeavour to make telephone contact 
with parents of absent children by 10.00am to confirm the reason for absence. 
 

Returning to 
school after 
absence 
 

In relation to sickness or medical appointments, a letter should be given to the office in 
order for the absence to be authorised. In the case of prolonged absences (a week or 
more) or where attendance has dropped below 90%, further evidence will be required in 
order for the absence to be authorised e.g. medical appointment card, letter from GP or 
hospital consultant etc. 
 

Key school staff 
and contact 
details 

Telephone contact: 01959 535225 
 
Email: general.office@prattsbottom.bromley.sch.uk 
 
Administrator with responsibility for attendance: Mrs Lavelle 
 
Senior member of staff with responsibility for attendance: Mrs Hodson 
 
Education Welfare Officer: WPA Education Welfare Services 
 

mailto:office@prattsbottom.bromley.sch.uk
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Appendix 5: Absence procedures for The Highway Primary School 

Timings of the 
school day 

Classroom doors open: 8.45am 
Morning session begins: 8.55am 
Registers close: 9.25am 
Afternoon session begins: 1.25pm 
Registers close: 1.55pm 
School day ends: 3.30pm 
 
Children are welcomed into their classrooms via the external classroom door from 
8.45am and school starts at 8.55am.  Children are officially late when they arrive more 
than 5 minutes after the start of the session.  Children are marked as late (L code) until 
the registers close 30 minutes after the stated start time of each session. Any child 
arriving 30 minutes after the start of a session is marked as absent from that session.  
 

Procedure for 
notifying the 
school of 
absence 
 

Parents/carers should contact the school before 9.10am if their child is going to be 
absent on that school day. The school has an out of hours answer phone system to 
support parents in this respect. 
 
 

Registration 
and absence 
monitoring 
procedures 

The school operates an electronic registration system. Class registers are checked every 
morning, and parents/carers who have not notified the school are contacted before 
9.30am to ascertain the reason for absence.  
 
Where no response is received, the school will continue to endeavour to make telephone 
contact with parents of absent children by 10.00am to confirm the reason for absence. 
 

Returning to 
school after 
absence 
 

In relation to sickness or medical appointments, a letter should be given to the office in 
order for the absence to be authorised. In the case of prolonged absences (a week or 
more) or where attendance has dropped below 90%, further evidence will be required in 
order for the absence to be authorised e.g. medical appointment card, letter from GP or 
hospital consultant etc. 
 

Key school staff 
and contact 
details 

Telephone/out of hours contact: 01689 827990 
 
Email: admin@highway.bromley.sch.uk 
 
Administrator with responsibility for attendance: Mrs Gill Howe 
 
Senior member of staff with responsibility for attendance: Mrs Clare Hallett 
 
Education Welfare Officer: Suzannah Seegobin (WPA Education Welfare Services) 
 

 

mailto:admin@highway.bromley.sch.uk
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Appendix 6: Absence procedures for Tubbenden Primary School 

Timings of the 
school day 

Gates open: 8.45am 
Morning session begins: 8.55am 
Register taken: 8.55am 
Registers close: 9.25am 
Afternoon session begins: 1.15pm 
Register taken: 1.15pm 
Registers close: 1.45pm 
School day ends: KS1 - 3.15pm; KS2 3.25pm 
 
Children are to come straight into the building upon arrival at school. 
 
Children are officially late when they arrive more than 5 minutes after the start of the 
session and will be marked in the register with an L code.  Registers close 30 minutes 
after the stated start time of each session. Any child arriving at/returning to school after 
the register closes is marked as absent for the morning/afternoon session respectively.  
 

Procedure for 
notifying the 
school of 
absence 
 

Parents/carers should contact the school before 9.10am if their child is going to be 
absent on that school day. The school has an out of hours answer phone system to 
support parents in this respect. Parents should then call in on each subsequent day of 
absence. 
 

Registration 
and absence 
monitoring 
procedures 

The school operates an electronic registration system. Class registers are checked every 
morning, and parents/carers who have not notified the school are contacted before 
9.30am to ascertain the reason for absence.  
 
Where no response is received, the school will endeavour to make telephone contact 
with parents of absent children by 10.00am to confirm the reason for absence. 
 

Returning to 
school after 
absence 
 

In relation to sickness or medical appointments, a letter should be given to the office in 
order for the absence to be authorised. In the case of prolonged absences (a week or 
more) or where attendance has dropped below 90%, further evidence will be required in 
order for the absence to be authorised e.g. medical appointment card, letter from GP or 
hospital consultant etc. 
 

Key school staff 
and contact 
details 

Telephone/out of hours contact: 01689 851653 
 
Email: admin@tubbenden.bromley.sch.uk 
 
Administrator with responsibility for attendance: Family Support Worker 
 
Senior member of staff with responsibility for attendance: Inclusion Manager 
 
Education Welfare Officer: WPA Education Welfare Services 
 

mailto:admin@tubbenden.bromley.sch.uk
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Appendix 7: Request To Withdraw A Child From Learning 

I/We request that my/our child (name) ........................................................................................  Class ..............................   
 
is withdrawn from learning between (dates) ..........................................................  and  ......................................................  
 
Total number of days’ absence requested ......................  
 
Nature of absence (please tick box): 
 
 Compassionate grounds 
    
 Exceptional family circumstances 
   
 Other 
 
Please give reason/justification for request: 
 
 ..............................................................................................................................................................................................  
 
 ..............................................................................................................................................................................................  
 
By signing this request to withdraw my child from learning, I/we understand the following: 
 

1. In accordance with the provisions of the Education (Pupil Registration) (England) (Amendment) Regulations 2013, 
Headteachers are prohibited from granting any leave of absence unless in exceptional circumstances. 

2. Leave of absence is granted entirely at the head teacher’s discretion. Where a parent makes an application for leave of 
absence, the Headteacher must be satisfied that there are exceptional circumstances that warrant the leave being granted.  

3. Where leave of absence is granted, the Headteacher will determine the number of days a pupil can be away from school. 

4. The regulations do not allow the Headteacher to give retrospective approval. All requests for leave of absence must be 
received ten school days in advance; late requests for leave of absence may not be authorised. 

5. If the Headteacher does not authorise leave of absence for the purpose of a holiday and the parents still take the child out 
of school, or the child is kept away for longer than was agreed, the absence will be recorded as unauthorised. 

6. In accordance with the school’s Attendance Policy, should you decide to withdraw your child from learning without having 
obtained the prior permission of the Headteacher, your child’s absence will be recorded as unauthorised and you may be 
issued with a Penalty Notice (£60 per parent, per child, rising to £120 per parent, per child) 

 

 
Signed ..................................................................................................... Date ................................................................  
 

----------------------------------------------------------------------------------------------------------------------------- ------------------ 

WITHDRAWAL FROM LEARNING RESPONSE 
 
To the parents of  ........................................................................................  Class .............................................................  
 

 
I confirm that your request to withdraw your child from learning between  .......................................................  and 

 ............................................   (total number of days ...................... ) has been approved/authorised. 
 
I regret that your request to withdraw your child from learning between  .........................................................  and 

 ............................................   has not been approved/authorised. Your child should therefore attend school  

on these dates (please see the attached letter). 
 
Signed  .........................................................................................................  Date .............................................................  
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Appendix 8: Guidance for authorising leave of absence (source: NAHT guidance document) 
 
There is some debate about what ‘exceptional circumstances’ means when deciding whether to grant absence 
for students during term time. It is valuable to have some guiding principles to provide consistency across SOLA 
schools. This guidance has no statutory authority and is intended to inform decision-making only. Final 
decisions rest with individual schools/Headteachers. 
 
The decision to authorise absence is at the Headteacher/head of school’s discretion based on their 
assessment of the situation. Circumstances vary from school to school and so there can be no absolute rules 
on this subject. 
 
Term times are for education. This is the priority. Children and families have 175 days off school to spend time 
together, including weekends and school holidays. The default SOLA policy is that absences will not be granted 
during term time and will only be authorised in exceptional circumstances. All requests for leave of absence 
should be made in advance; there is no guarantee that any absence taken without seeking school consent will 
be granted retrospectively, regardless of whether it meets the criteria. If an event can reasonably be scheduled 
outside of term time then it would not be normal to authorise absence. 
 
In deciding whether the circumstances of a request for absence are exceptional, consideration should be given 
to the following: 

 
1. Absence during term time for holidays/vacations is not considered an exceptional circumstance. 

 
2. Absences to visit family members are also not normally granted during term time if they could be 

scheduled for holiday periods or outside school hours. Children may however need time to visit 
seriously ill relatives. 
 

3. Absence for the marriage or bereavement of a close family member is usually considered an 
exceptional circumstance but for the service only, not extended leave. 
 

4. Absences for important religious observances are often taken into account but only for the ceremony 
and travelling time, not extended leave. This is intended for one off situations rather than regular or 
recurring events. 
 

5. Schools may wish to take the needs of the families of service personnel into account if they are 
returning from long operational tours that prevent contact during scheduled holiday time. 
 

6. Schools have a duty to make reasonable adjustments for students with special educational needs or 
disabilities. 
 

7. Families may need time together to recover from trauma or crisis and such circumstances may be 
considered exceptional. 

 
 
The statements above are illustrative and do not constitute an exhaustive list. The fundamental principles for 
defining ‘exceptional’ are rare, significant, unavoidable and short. 'Unavoidable' means an event that could not 
reasonably be scheduled at another time. 
 
It is important to note that headteachers have the power to determine the length of the authorised absence as 
well as whether absence is authorised at all. It is acceptable to take a student’s previous record of attendance 
into account when making such decisions. 
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Appendix 9: WPA education welfare commitment to schools 
 

WPA will provide a dedicated school based Education Welfare Officer(s) (EWO) for an agreed number 
of days per week who will: 
  

 Meet with parents at the school to discuss attendance concerns 

 Visit parents at their home address who fail to engage with the EWO 

 Carry out home visits to investigate safeguarding concerns 

 Meet regularly with school staff to review attendance and for timely referrals to be made to 
the EWO 

 Provide advice and guidance on the school’s attendance processes and share good practice 

 Support the school in identifying the attendance of their vulnerable groups and 
recommending actions for improvements 

 Refer to social care and other agencies when necessary 

 Attend Child Protection Conferences, Team Around Family/Child meetings and Core Group 
meetings for cases open to the EWO 

 Attend Ofsted inspections if required 

 Provide strategic support to Attendance Lead/Senior Leadership Team 

 Meet with a member of SLT half termly to review service provision 

 Issue Penalty Notice Warnings and action Penalty Notices in line with the Local Authority 
protocol 

 Complete documentation for cases to be progressed to the Local Authority for legal 
proceedings 

 Provide full termly reports for Head teachers and Governors and updates bi-weekly 
summarising attendance data and EWO casework  
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Appendix 10: Sample Home Visit Risk Assessment and Record pro forma 
 

 

Family Name Address Contact Details 

   

Date completed: By Whom: 

Reason for visit  

 Yes No 

Have any risk been identified by any other agency?   

Are the entrances /exits to the property easily accessible?   

Are there any dangers/hazards associated with the property ?   

Are you aware of any intimidating /threatening clients, relatives or friends living at or 

likely to visit the property? 

  

Are there pets in the household, are they threatening?   

Are you confident all safety measures are in place?   

Do any members of the household smoke, have you discussed smoking policy?   

Do you think contact should be made outside of the home ?   

Areas of concern: 

Action (s) to eliminate/reduce risk? By whom? 

Name Date Signature Line Manager (if applicable) 

 

Note: If you have identified a risk associated with this work activity  
please complete the relevant Risk Assessment Form 
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Outcome of visit 

 

Further action to be taken 

 

Name Date Signature Line Manager (if applicable) 
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Appendix 11: Template for Home Visit Notification Letter  
 
(To be hand-posted at time of visit) 

 

Dear  

Re: Home Visit Notification 

I called at your property today as your child is not at school and we have had no contact from you. 
The school has not received any notification regarding your child’s absence. I have left messages on all 
your contact numbers and have been unable to establish any response regarding the absence. 

As nobody has answered the door, would you please contact the school as a matter of urgency on 
01689 857370. 

The school’s procedure is to make a home visit when the school has not been informed and inform 
the Police and/or the Bromley Children’s Safeguarding Board if we have any concerns about the safety 
of the pupil. 

Kind Regards, 

[Name] 

[Role] 

 

 
 
 


