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September 2022 
Palatine Primary School: Attendance Policy 

We are committed to meeting our obligation with regards to school attendance through 
our whole-school culture and ethos that values good attendance.  We are committed to 
providing all children with an appropriate and effective education in a safe and happy 
environment. This policy meets the requirements of Working Together to Improve School 
Attendance from the Department of Education (DfE) applicable from September 2022. 
 
1. Principles 
 
Education is important and essential for all. To achieve their full potential, children need to 
attend regularly, on time and ready to learn unless the reason for the absence is 
unavoidable. Permitting absence from school without a good reason is an offence by the 
parent/carer that can result in legal action by the Local Authority. Palatine Primary school 
wishes to promote the best level of attendance achievable by our children. We recognise 
that promoting good attendance is one of the school’s duties of care for its children and 
facilitates effective learning.  Non-attendance at school for any reason is an important 
issue that must be treated promptly and seriously. 
 
The Governors, Head Teacher, Senior Leadership Team and all staff acknowledge that 
there is a strong correlation between high attendance and pupil progress. 
 
The aim of this policy is to promote the most effective education for children at Palatine 
School.  Ideally all children should achieve a good level of attendance (over 95%) with as 
many achieving as close to 100% as possible.  Palatine school also wants to ensure that 
there will be no gaps between vulnerable groups and their peer’s attendance (pupil 
premium, CLA, EAL, BAME, boys and girls). 
 
Adults have a primary role in ensuring the attendance of children.  Good examples of 
attendance and timekeeping by staff and parents/carers provide role models for children.  
Parents/carers are notified regularly via letters and newsletters about the importance of 
attendance and their responsibility in ensuring regular attendance and the importance of 
notifying absences to school (see Appendix 1) 
 
Within our school we recognise that: 
 

1) Some students at our school have significant medical conditions that make it 
unlikely they will achieve attendance at this level. The school does not consider it 
appropriate or beneficial for students who are unwell to attend school.  

 
2) Sometimes students are unhappy about attending school. Families may be going 

through unsettled times that can make regular school attendance difficult. Any 
problems with regular attendance are best sorted out between the school, the 
parents/carers and their child at an early stage.  
 

Every half day absence from school has to be recorded as either AUTHORISED or 
UNAUTHORISED. That is why information about the cause of each absence is always 
required. 
 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073616/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073616/Working_together_to_improve_school_attendance.pdf
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Authorised absences are mornings or afternoons away from school for a good reason like 
illness or other unavoidable causes. 
 
Unauthorised absences are those which the staff at school do not consider reasonable for 
which ‘no leave’ has been given. These are an offence by the parent or carer and 
include: 

• Keeping students off school without a good reason.  
• Absences which have never been properly explained. 
• Students who arrive too late at school to get a mark. 
• Taking holidays that have not been approved by the school in advance. 
• Should a student accrue 10 sessions of unauthorised absence a fixed Penalty 

Notice may be requested. 
 

Parents and carers are expected to contact school staff and to work with them in 
resolving any problems together. Palatine adheres to the DfE Guidance on School 
Attendance: Working Together to Improve School Attendance Sept 2022 and apply the 
recommendations relating to using pupil registers and attendance codes. It is for school, 
not parents/carers, to decide whether or not to authorise any absences. 
 
2. Procedures  
The school has a special responsibility to reduce the number of students whose 
attendance is below 90% over the school year. These are called ‘Persistent Absentees’ by 
the Government, whatever the reason for their absence. The school monitors these 
students closely on a case by case basis. 
 
The school applies the following procedures in deciding how to deal with individual 
absences and lateness: 
 

• The school day starts at 8.50 a.m. and we expect children to be in class at that time. 
• Registers are marked by 9.20 a.m (to reflect staggered starts) and children will 

receive a late mark if they are not in by that time (except for students who are on 
arrival/departure plans as agreed with parents linked to their SEN). 

• At 9.30am the registers will be closed. In accordance with the regulations, if children 
arrive 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. 

• Parents and carers are expected to telephone school staff on the day that their 
child is not able to come to school, ideally before 8.50am and every subsequent 
day that their child is absent.  

• Parents and carers are expected to inform staff verbally, via email or by letter of 
prior appointments e.g. medical. Students are encouraged to return to school after 
medical appointments as it is always better to attend school for some of the time 
rather than missing the whole day.  

• Afternoon registers are also taken.  Children are able to achieve two ‘present’ marks 
per day which leads to their overall attendance percentage.   

• School staff will telephone home when we have not heard from parents or carers on 
the first day of a student’s absence. 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073616/Working_together_to_improve_school_attendance.pdf
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3. Term Time leave 
Leave may be granted in exceptional circumstances on an individual basis but 
arrangements should not be made without the school’s agreement in advance. The Head  
Teacher has the power to grant leave in exceptional circumstances only. These might 
include: 
 

• Leave granted on compassionate grounds for sudden unexpected incidents e.g. 
when a family member dies or is very ill or other compassionate grounds. 

• Special ’one off’ family events such as weddings, funerals and other occasional 
celebrations (but not just because it is the student’s birthday). 

• Family holidays which have to be taken at certain times e.g. parents or carers work 
shifts or because their job requires them to work when the school is closed e.g. 
farming, tourism, emergency services. We also recognise the individual needs of our 
students e.g. when going on holiday at busy periods could be extremely traumatic 
to a student’s wellbeing.  

 
Requests for Leave of Absence must be made in writing by completing an Absence 
Request form as far in advance as possible and will not be authorised retrospectively. 
 

• Taking leave without permission is ‘unauthorised’ absence and can be subject to a 
Penalty Notice fine or other legal proceedings by the Local Authority. If you think the 
Head teacher’s decision not to authorise the absence is unreasonable you have the 
right to make representations to the Chair of Governors, but the final decision over 
any action to be taken lies with the Head teacher and the LA.  

 
• Palatine will celebrate the achievement of students who achieve good attendance 

(above 95%) both through internal school rewards and at the Durrington Family 
Group 100% attendance annual award ceremony. 

 
The school has a legal duty to promote good attendance and reduce absence, including 
persistent absence. Equally parents have a duty to make sure that their children attend 
regularly. At Palatine School we are committed to working closely with parents to ensure 
as high a level of attendance as possible is achieved for our students. We will support 
families to overcome barriers to attendance which could include making reasonable 
adjustments (e.g. late arrival or early departure plan), bespoke parenting programmes, 
supportive strategies, referrals to other agencies, formal monitoring and intervention. In all 
cases, school will be sensitive and develop individual approaches that meet an individual 
child’s specific needs. Where a child’s attendance falls below 90% for non-illness related 
absences, school will decide on the next steps.  School will send absence monitoring 
letters home and meet with parents or carers where there has been no improvement in a 
student’s attendance or punctuality. An Attendance Plan may be put in place. 
 
 
If there are any Child Protection concerns, these will be discussed with the Safeguarding 
team on the first day of absence and they will decide on the appropriate next steps. 
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4. Child Missing Education 
Children Missing Education specifically relates to children who are not on a school roll or 
receiving suitable education elsewhere.  This is different to children who may be missing 
out on education through either poor attendance or truanting.  These issues come under 
Pupil Entitlement Investigations and if school consider the child to be at risk, then contact 
will be made with the IFD on 01403 229900 or in urgent cases, the Police. 
 
School must notify the Local Authority if a child is about to be removed from the school 
admission register at a non-standard transition point. The Child Missing Education – Policy & 
Guidance for West Sussex Schools and Colleges can be found at 
https://www.westsussex.gov.uk/media/12459/cme_policy.pdf 
 
 
5. Monitoring and Evaluation 
The senior leader responsible for monitoring attendance within school is Kaarina 
Dougherty.  The Head Teacher is also responsible for monitoring overall attendance within 
the school and will report each term to the Governing Body. 
 
School monitors attendance weekly, half-termly and yearly across the school and at an 
individual pupil level. 
 
Pupil absence data will be collected each term and published at national and local 
authority level through the DfE’s school absence national statistics releases. 
 
This policy will be reviewed as guidance from the local authority or DfE is updated, and as 
a minimum, annually by Kaarina Dougherty and Catriona Goldsmith.  At every review, the 
policy will be approved by the full governing body. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.westsussex.gov.uk/media/12459/cme_policy.pdf
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APPENDIX 1  
 

Sent to all parents/carers September 2022 
 
Following successive lockdowns and the closure of school in the early days of the Covid-19 
pandemic, it is more important than ever that our children attend school and attend as 
much as possible. 
We recognise that all children have days when they are not able to attend school due to 
illness, family emergencies and medical appointments.  The latter being especially true for 
many of our children who have complex medical needs. 
However, missing too much school can be seriously detrimental to children especially 
when we consider how much school children have missed due to Covid-19.  From 2021/22 
school year, children have been expected to attend school as normal.  Although missing 
a few days of school may not seem like a big deal, there is plenty of research that shows it 
can have a significant impact on children’s learning and progress.  Children who miss a 
substantial amount of school can struggle to catch up. For children who miss a lot of 
school, it can be harder to form relationships with classmates which impacts on their 
wellbeing and wider development. Routine is so important for our children and breaking 
the chain of attendance, breaks the chain of learning. 
As a school, we want school attendance to be as high as possible and 95% would be 
considered good.  We do of course recognise that for some of our children, this will just not 
be possible due to complex medical needs which result in a high number of days off 
including medical appointments, assessments, procedures, hospitalisation and illness.  For 
these children, we work with you to support the best attendance they can manage. 
 
Absences that can be authorised: 
Illness – you must notify school on the morning if the first day of absence and then each 
subsequent day thereafter. A useful NHS link for deciding on whether your child is well 
enough to come to school or not can be found at https://www.nhs.uk/live-well/is-my-
child-too-ill-for-school/ 
Medical – please notify school at least 5 days in advance of medical/hospital 
appointment.  For routine appointments such as dental check-ups, these should be 
arranged outside of school hours where possible. 
If your child has a local medical appointment, please endeavour to send them to school 
before/after their appointment. 
Remember, each day that your child is absent due to a routine check-up is one less day in 
school and absences add up. Children are only in school for 190 days each year which 
leaves 175 other days for holidays and other activities. 
Religious observance – observance of recognised religious festivals 
Holidays – these can only be authorised by the headteacher and only in exceptional 
circumstances. The government have directed headteachers not to authorise any 
absence from school unless there is an exceptional circumstance. An Absence Request 
form must be completed well in advance and at least 5 days before the first day of 

https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/
https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/


September 2022 
absence.  In making a decision on whether the absence will be authorised, your child’s 
past and present attendance will be considered. 
 
 
Certain absences will be marked unauthorised.  These include holidays that have not 
been authorised by the headteacher and absences where we have not been provided 
with a valid reason for absence.  Please note, school will try and make contact with you if 
you have not provided a reason for absence. We will work down your list of emergency 
contacts if we cannot get hold of you. 
 
 

• A child with attendance of 90% or below is classed as a persistent absentee.  
• If a child has 90% attendance at the end of the school year, this means that they 

have been absent one day a fortnight and have missed 19 days of school, almost 4 
weeks.  If this level of absence were maintained for a five-year period, it would 
mean half a school year would have been missed. 

• If a child has 80% attendance at the end of the school year, this means that have 
missed one day every week, 6 days every half term, 12 days every term, 36 days 
every year.   

• If a child has 75% attendance at the end of the school year, this means that they 
have missed 46 days of school which is just over 9 weeks. 

*If your child is persistently absent, our Family Liaison Officer will discuss this with you and 
support you in improving your child’s attendance.  In some cases this may involve us 
requesting proof of illness or medical appointments before we authorise an absence.  In 
very extreme cases, persistent and unauthorised absences could result in us referring to the 
Local Authority for enforcement action, such a fixed penalty notice. 
 
*does not directly apply to children with complex medical needs 
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