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STATEMENT OF INTENT 

The aim of Tilery Primary School is to ensure that all children attend school regularly and are 

punctual in order to access all aspects of their education. Parents/carers, teachers, governors 

and the children themselves have a key role to play in achieving this aim. 

This policy outlines what is expected. 

 

THE IMPORTANCE OF REGULAR ATTENDANCE   

The importance of regular attendance cannot be overestimated. If a child does not attend 

school regularly this can have a significant impact on both their academic learning as well as 

on their emotional and social well-being. 

If a child does not attend school regularly this could pose a safeguarding issue. Poor attendance 

could mean a child may be at risk of harm. Safeguarding is everybody’s responsibility and Tilery 

Primary will endeavour to ensure all children are safe. 

 

STATUTORY FRAMEWORK  

Under Section 444 of the 1996 Education Act, a pupil is required to attend regularly at the 

school where they are a registered pupil. If a child fails to attend regularly the parent/carer is 

guilty of an offence. 

 

The 2007 regulations set out the procedures for issuing penalty notices (fines) to each parent 

who fails to ensure their child’s regular attendance at school or who fails to ensure that their 

excluded child, is not in a public place during the first five days of exclusion.  If issued with a 

penalty notice parents must pay £60 within 21 days or £120 within 28 days. Penalty notices 

are issued per parent, per child.  A maximum of two Penalty Notices over a six month period 

can be applied in respect of the same child. An Attendance Case Conference will take place 

if further offences occur. 

 

REGISTRATION 

There is a legal requirement upon schools to keep an attendance registration register on 

which, at the beginning of each morning and afternoon sessions, pupils are marked present or 

absent. The Education (Pupils’ Attendance Record) Regulations 1991 introduced a further 

requirement that attendance registers must show whether an absence of a pupil of 

compulsory school age is authorised or unauthorised. This is done electronically. The 

registers are taken in each class at the start of the first session at 9 a.m. and the start of the 

second session at 1:00 p.m. Teachers should complete the registers within the first 5 minutes 

of the two sessions. Pupils present will be marked by a diagonal line. Pupils not present will 

be marked by an N. The registers will then be checked by a member of the Admin Team by 

9.15 a.m. and 1:15 p.m. respectively.  If a child arrives after the register is completed but 
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before 9.15am or 1.15pm they will be marked with an ‘L’ by a member of the Admin Team. 

Children arriving after 9.15am or 1.15pm will be marked with a ‘U’ also by a member of the 

Admin Team. 

If a pupil has a persistent late record parents/carers will be notified in writing and may be 

asked to meet with the Pupil and Family Support Worker to discuss the problem. The L.A 

Attendance Officer may be involved if the incidents of poor punctuality are serious.           

Parents/carers are welcome to contact school at any time if there are problems with 

attendance and punctuality. 

Monitoring attendance is an integral part of the Pupil and Family Support Worker’s role. They 

have primary responsibility for monitoring the attendance of pupils in each registration group, 

for collecting information to explain absences, for maintaining an accurate register and for 

contacting home to obtain reasons for attendance and punctuality. 

 

ABSENCE 

Every half-day absence from school has to be classified by the school (not by parents/carers), 

as either authorised or unauthorised. (See Absence Codes Appendix 1). 

Authorised absences are mornings or afternoons away from school for a good reason such 

as illness, medical/dental appointments which unavoidably fall in school time, emergencies or 

other unavoidable causes. The appropriate symbol will be entered on the register. 

Unauthorised absences are those which the school does not consider is a good reason and 

therefore, ‘leave’ has not been granted, or, if parent/carers have failed to provide a valid 

explanation for their child’s absence. This type of absence can lead to sanctions and/or legal 

proceedings. Unauthorised leave includes: 

 Absences which have not been properly explained/ no reason provided 

 Taking time off for haircuts, shopping, birthdays etc. 

 Holidays in term time (see appendix 10) 

 

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 a 

child’s education and it is important that school works pro-actively with parents/carers to 

remediate this situation. 

 

All absence is closely monitored and any case that is seen to be approaching Persistent 

Absenteeism levels (90%) or 5 days of unauthorised absence in any 6 week period will be 

given priority and parents/carers could be invited into school to discuss the situation. The 

school’s Attendance Officer will also be informed and if required an action plan will be 

organised and implemented. 

 

If improvements are not made legal action may be taken which may result in parents/carers 

being issued with penalty notice fines or summoned to appear in the Magistrates Court. The 

court may decide to impose fines, community service or custodial sentences. 
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ABSENCE PROCEDURES 

If a child is absent parents/carers must: 

 Contact school by telephone, as soon as possible on the first day of absence or 

 Call into school and report the absence to the school office or Pupil and Family 

Support Worker or 

 Send a written letter stating the reason for absence 

 

 

IF A CHILD IS ABSENT SCHOOL WILL:  
 

 Telephone on the first day of absence if school has not been informed of a reason 

 If no contact can be made then a home visit may be initiated to ensure the child/family 

are well 

 If a child continues to be absent without any contact with parents, the home visit was 

unsuccessful and there are safeguarding concerns then the following action will be 

taken: 

- A request for any other information from any other professionals working with 

the family e.g. health visitor, school nurse 

- Report to Social Services and/or Police and a request for a welfare check 

- Make a Child Missing from Education (CME) referral which will be investigated by 

Stockton Local Authority (CME Referral Form Appendix 2) 

If a child returns to school and the parent/carer does not provide an acceptable reason for 

the absence this will be noted and the absence recorded as unauthorised. 

 

 

LONGER TERM ABSENCE 
 After three days of absence an update will be obtained by telephone or home visit. 

 Medical evidence may be requested in order to authorise illness in excess of three 

days 

 On the sixth day of absence the school will meet with parents/carers to assess the 

needs of the child and access to education. In some cases it may be appropriate to 

offer additional support in school, a phased return, part time timetable or 

home/school support. 

 

THE SCHOOL ATTENDANCE OFFICER/PFSW WILL: 
 Monitor attendance and contact parents/carers if attendance or punctuality is 

becoming a concern. Pupils are expected to have an average attendance of 96% in any 

full academic year.  

 Attendance which falls below 96% will be monitored and parents/carers may be 

notified of this in writing (See Exemplar Attendance Monitoring Letters Appendix 3, 

4, 5, 6). 
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Parents/carers are expected to work with the school in resolving any problems together 

through an Attendance Improvement Plan. (Appendix 7). At this stage further absences will 

not be authorised unless supported by medical evidence. If attendance cannot be improved 

this may result in such sanctions as the use of Penalty Notices or prosecutions in the 

Magistrates Court. 

 

TELEPHONE NUMBERS 

Parents will be asked to update telephone numbers regularly and these will be checked on a 

Termly basis. 

 

THE LOCAL AUTHORITY ATTENDANCE OFFICER 

 

The Local Authority threshold for referral is 10 unauthorised absence sessions in 

the previous eight school week period.  

 

 LOCAL AUTHORITY ATTENDANCE TEAM INTERVENTION. 
 

REFERRALS TO THE TEAM ARE ACCEPTED WHEN: 
 

 School completes the Stage 1 process.  

 Unauthorised absences continue.  

 The documentation to evidence completion of Stage 1 interventions by school is 

provided with the referral form. 

 The referral threshold is met (10 unauthorised sessions in the previous 8 school 

weeks).  

 

It is good practice to inform the parent(s)/carer that a referral has been made to the local 

authority attendance team.   

 

 

ALL REFERRALS SHOULD BE ACCOMPANIED BY THE FOLLOWING SUPPORTING EVIDENCE: 
 

 Copies of letters to parent(s)/carer 

 Details of home visits – dates, outcomes 

 Copy of school’s attendance improvement support plan 

 Copy of the Early Help Assessment and details of review (provide reason if this is not 

in place) 

 Up to date attendance printout  

 Details of other agency involvement 

 Fully completed referral form (appendix 8 and 9) 

 Details of person/s with parental responsibility 

 Signed and dated by the head teacher.   

 



7 
 

On receipt of all the relevant paperwork, a fully completed referral form and an attendance 

printout displaying recent unauthorised absence, the attendance team will action the referral 

within 10 school days.   

The attendance team will make a decision to either: 

 

(A) Follow Stockton local authority penalty notice procedure or 

(B) Arrange an Attendance Case Conference 

 

As stated earlier, if attendance cannot be improved this may result in Attendance Officers 

using such sanctions as the use of Penalty Notices or prosecutions in the Magistrates Court. 

 

LATENESS 

Poor punctuality can also be an issue for school. If a child misses the start of the day they can 

miss important work and this can also affect a child emotionally. Children may be reluctant to 

enter a class late or may not want to come into school if they have slept in. This can then 

have a negative effect on the child which can then lead to absence.   If a child is late this is 

recorded in the attendance register and any child who is persistently late will be monitored.  

If a child is persistently late, these minutes can add up to hours of missed school and in some 

cases days. School works closely with parents/carers of these pupils and appropriate actions 

are put in place to improve punctuality. 

 

APPOINTMENTS DURING THE SCHOOL DAY 

Parents/carers are asked to minimise time missed due to routine medical appointments. 

Pupils will attend school and then be signed out at the school office in order to attend 

appointments. Parents/carers should show evidence of an appointment card/letter or text and 

if possible the child should return to school after the appointment. 

Frequent or regular absence for appointments without evidence will trigger attendance 

monitoring procedures. 

 

Holidays in Term Time (Appendix10) 

Taking holidays in term time will affect a child’s schooling as much as any other absence and 

school expects parents/carers to support us by not taking their child on holiday in term 

time. 

 

A Form for leave of absence must be completed (See Absence Request Form Appendix 11) 

and all applications for leave of absence will be considered by the Head teacher prior to a 

decision being made.  

 

All requests for leave of absence during term time for holidays will be unauthorised unless 

there are exceptional circumstances for example Armed Forces deployment, serious illness 

of a parent/carer or sibling. Each application for leave of absence will be considered on its 

own merits and on the information provided by the parent.  
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Please note that even if this absence request is authorised parents/carers may still receive 

letters of concern from either the school or Attendance Officer if the child’s attendance 

drops below a level that the school deems acceptable. 

 

If an application is returned with a Penalty Warning Notice (Appendix 12) and the absence 

goes ahead, copies of the application and the Warning Notice will be submitted to Stockton 

Local Authority and a request made to issue the parent(s) with a penalty notice fine. 

 

SCHOOL TARGETS, PROJECTS AND SPECIAL INITIATIVES 

The school has targets to improve attendance and all staff, parents/carers, governors and 

children have an important part to play in meeting these targets.  The whole school target is 

96%. 

As an initiative for children to reach this target school has a weekly lottery, termly certificates 

and prizes for children with 100% attendance.  School also presents Annual Attendance 

Awards at the end of year. 

 

STAFF RESPONSIBLE FOR ATTENDANCE IN SCHOOL ARE: 

Mrs Christine Pratt (Pupil and Family Support Worker) 

Mr John Repton (Head teacher) 

 

The school has a legal duty to publish its absence figures to parents/carers and to promote 

attendance. Equally, for children of mandatory school age, parents/carers have a legal duty to 

make sure their children attend school. All school staff are committed to working with 

parents/carers and pupils in a positive and encouraging way in order to ensure that every child 

has excellent attendance which supports both their academic and emotional and social well-

being. 
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APPENDIX 1 

 

 

 

 

 

 

 

 

 

 

Symbols for Marking the Register 

 

Present (a.m.) / 

Present (p.m.) \ 

Educated off-site B 

Other authorised circumstances C 

Dual registration (attending other establishment) D 

Excluded (no alternative provision made) E 

Family holiday (not agreed) G 

Family holiday agreed H 

Illness (not appointment) I 

Interview J 

Late (before the close of register) L 

Medical or dental appointment M 

 

 

 

Reason Not Yet Provided N 

Unauthorised absence  O 

Approved Sporting Activity P 

Religious observance R 

Study Leave S 

Traveller Absence T 

Late (after the close of registers) U 

Educational Visit V 

Work Experience W 

Non-compulsory school age absence/ COVID 19 Isolation (appendix 13) X 

Enforced closure/ unable to attend due to exceptional circumstances Y 
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APPENDIX 2 

 

 
 

Children Missing From Education 

Referral Form 

 

For completion by professionals in both statutory and voluntary sector who in the course of their work establish that 

a child of school age is not registered at any school or educational establishment. 

 

Please submit by faxing to 01642 527183 or by emailing the relevant details to Sharon.stevens@stockton.gcsx.gov.uk 

 

Child’s forename:   Child’s last name/also known as:   

Date of birth:  Male/Female:  

Ethnicity:                    First Language: FSM:              EHCP:               PP:                

 

Full name of parent/carer(s):  

 

Address:  

 

 

Telephone no:  

Mobile: 

 

School:  

 

Year group:  

Name of referrer: Agency: 

Date of referral:  Contact telephone no: 

Please state all methods used to attempt contact with family prior to making this referral including dates 

and outcome. Please provide any other relevant information including known siblings/family links 

 

 

 

 

 

 

 

Please detail all  known contact including any agency involvement  

Contact name: Relationship/Agency: Telephone no:  Address if known 

   

   

   

Name  (referrer) 

Signed   

Date  
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APPENDIX 3 

 

LETTER 1 

 

 

 

 

 

 

Date 

 

Dear <Parents Name> 

 

Re: Attendance of <Child’s Name> 

 

On checking our records I note that <child’s name>’s attendance is currently …..%.  Please 

find attached a copy of your child’s current attendance record. 

 

Tilery Primary School is dedicated to academic achievement and success for all students; 

regular school attendance is an integral part of that success. 

 

10 days absence, over one whole school year, will result in attendance of below 95%. The 

national average is 96.2%. I am bringing this matter to your attention to ensure that you are 

aware of the implications of your child being absent from school. 
 

Please ensure you contact school to advise them of your child’s absence and the reason for 

absence.  If your child is absent due to illness, please provide medical evidence such as an 

appointment card or prescription.  If medical evidence is not possible, please send in a parental 

note to explain the reason for absence. 

 

If you require any advice or support to ensure that your child attends school regularly then 

please do not hesitate to make an appointment to speak to myself. 

 

A good attendance record is crucial if children are to achieve at school and reach their full 

potential.  I look forward to your co-operation and understanding in this matter and to noting 

an improvement in your child’s attendance over the course of the next two weeks. 

 

Yours sincerely, 

 

 

 

 

Pupil and Family Support Worker 
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LETTER 2                                                                                                                  APPENDIX 4 

 

 

 

 

 

 

 

 

 

Date 

 

Dear <Parents Name> 

 

Re: Attendance of <Child’s Name> 

 

Further to my previous letter on <insert date of Letter 1> I am concerned at the continuing 

number of absences that <child’s name> has had from school. Please find enclosed your child’s 

attendance record which clearly shows the % of absences, both authorised and unauthorised. 

 

Unfortunately there has been no improvement in your child’s attendance at school since this 

letter and your child’s attendance is currently <….%>. This is significantly below the national 

average and our target of ….%. 

 

I am keen to address these attendance concerns with you promptly to minimise the loss of 

learning for your child in school.   

 

I would therefore like to invite you to a meeting in school on …………………….…at 

……………………..…am/pm.  The purpose of the meeting is to put together a plan to 

support and improve <child’s name>’s attendance.  

 

If this date / time is not convenient, please telephone me on 01642 673761 to re-arrange. 

 

I look forward to meeting with you to begin this improvement to your child’s attendance at 

school. 

 

Yours sincerely, 

 

 
 

 

Pupil and Family Support Worker 
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LETTER 3                                                                                                                  APPENDIX 5 

 

 

 

 

 

 

 

 

 

 

 

Date 

 

Dear <Parents Name> 

 

Re: Attendance of <Child’s Name> 

 

Further to my previous letter of <insert date of Letter 2>, I am sorry that you were unable 
to attend the meeting today regarding <child’s name>’s absence at school.  In your absence a 

plan was formulated to support <child’s name>’s improved attendance.  I have enclosed a 

copy for your records. 

 

It is the duty of those with parental responsibility to secure the regular attendance of their 

child at school; failure to do so is an offence under the Education Act 1996. 

 

<Child’s name>’s attendance will be closely monitored in school and will be reviewed on 

<date>. If <child’s name> has further unauthorised absences from school we may refer to the 

Attendance & Exclusion Team to commence legal proceedings. 

 

If your child is experiencing any problems in school or medical issues affecting their attendance 

I would be grateful if you could contact the school on 01642 673761 so we can offer any 

support and advice. 

 

Yours sincerely, 

 

 

 

 

Pupil and Family Support Worker 
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LETTER 4                                                                                                                     APPENDIX 6 

 

 

 

 

 

 

 

 

 

 

 

 

Date 

 

Dear <Parents Name> 

 

Re: Attendance of <Child’s Name> 

 

Following my letter of the <               > and after reviewing our reports I note that <child’s 

name>’s attendance is currently …..%.  Please find attached a copy of your child’s current 

attendance record. 

 

I am very pleased to see that there has been an improvement over the course of the previous 

……. weeks. 

 

Can I please remind you that if your child is absent due to illness you should provide school 

with medical evidence such as an appointment card or prescription.  If medical evidence is not 

possible, please send in a parental note to explain the reason for absence. 

 

We will continue to monitor <child’s name>’s attendance over the coming weeks and look 

forward to its continued improvement. 

 

Thank you for your help and understanding in this matter. 

 

Yours sincerely, 

 

 

 
 

Pupil and Family Support Worker 
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APPENDIX 7 

 

 

Attendance Improvement Plan 

Pupil:       Current Attendance: 

Parent/Carer:      Date: 

School comments and concerns: 

 

 

 

 

 

 

 

 

 

Parent/Carer views: 

 

 

 

 

 

 

Local Authority views: 

 

The government have set attendance at under 90% as ‘persistent absence’. Pupils who fall in to 

this category are missing a significant amount of their education and research shows that they are 

at a great risk of achieving lower grades than those with higher levels of attendance at school. 

 

It is the responsibility of the child’s parent or carer to ensure the child accesses their education 

daily. 

 

The Local Authority can issue fines and take legal action against parents and carers who do not 

ensure their child attends school on a daily basis. 

 

Attendance Plan: 

 Parent/carer to provide medical evidence to ensure all future absences can be authorised. 

 Parent is to phone school on each day of absence. 

 No further unauthorised absences on child’s attendance record. 

 Child is to speak to teacher if they have any problems in school. 

 If no improvement is made in the child’s attendance, school will consider referral to the 

Attendance & Exclusion team for legal proceedings. 

 

 

 

 

Review date: 
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APPENDIX 8 

 

 

 

 

                                                             Appendix 11                                                     
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APPENDIX 9 
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Appendix 9 continued 
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APPENDIX 10 

 

 

Holidays in term time: guidance on authorisation of absence from school in exceptional 

circumstances 

 

The head teacher will only authorise pupil absence in term time in the most exceptional of 

circumstances.  The decision to authorise the absence or not is the decision of the head teacher at 

the school where the pupil is registered.  

 

Parents should make an application for a leave of absence for the purpose of a family holiday to the 

head teacher of their child’s school.  It is important that parents provide all supporting documentation 

when the initial request is made, as this cannot be submitted retrospectively. 

 

Parents will be informed in writing of the head teacher’s decision and each parent will receive a warning 

letter from the head teacher for each child outlining the legal framework and consequences should 

leave be taken without the consent of the head teacher.  

 

All requests will be considered on an individual basis as circumstances in light of the reasons and 

evidence the parent provides at the time of the request.  Reasons that may be considered as 

exceptional circumstances include: 

 

 Medical advice from a health professional that states the parent, child or sibling has a special 

educational need and taking a holiday in term time is advisable. 

 Armed forces personnel who have returned from a tour of duty and leave does not coincide 

with school holidays.  

 

School may wish to devise their own, more comprehensive list, to support their families in 

understanding what and is not exceptional in their context.  

 

Evidence must be provided in all cases and documentation should be presented on official letterhead 

paper when from an employer or health care professional, including the name of the organisation and 

a named contact person.  

 

Parents should be aware that providing evidence will not automatically guarantee that a request is 

agreed.   

 

 

The Local Authority Attendance Manager can, if requested, provide support to the head teacher about 

decision making and exceptional circumstances. 
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APPENDIX 11 

 

ABSENCE REQUEST FORM (exceptional circumstances only) 

 

To:  The Head teacher of Tilery Primary School.   

 

I wish to apply to have an absence authorised for: 

 

Child’s name ………………………………………………….  Class/Year ……. 

Child’s name ………………………………………………….  Class/Year …….   

Child’s name ………………………………………………….  Class/Year …….   

Date from …………………………… date to ……………………………………………………(inclusive) 

 

Name of Parent(s)/Carer(s):  …………………………………………………………………………………... 

Address: …………………………………………………………………...……………………………………… 

……………………………………………………………………………………………………………………… 

 

 

 

 

 

 

 

 

 

 

 

 

Signature of Parent(s)/Carer(s)  

 

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

This portion to be returned to parents/carers 

Please note that even if this absence request is authorised you may still receive letters of concern from either 

the school or Local Authority if your child’s attendance drops below a level that the school deems acceptable. 

Pupil(s) name(s)………………………………………………………..………………………………………...   

Class/Year ………………………………………………………………………………………………………. 

 Absence authorised  from ………………………to ….………………..………. 

(Inclusive) 

 Absence unauthorised current attendance ………… %    as of      ………/………/20…… 

 

Signed ………………………………………..……(Headteacher)

 Date………………………..……………………..… 

 

NOTES TO PARENTS/CARERS 

The law does not grant parents/carers an automatic right to take their children out of school during term time. 

If the request is for an absence in term time you must have Parental Responsibility and be the parent/carer with 

whom the child normally lives. Permission must be sought in advance.  If the circumstances relating to this 

request are considered exceptional and the absence is authorised by the school, the authorising of the absences 

will be conditional on the child(ren) attending satisfactory up to the date covered by this request.  

 

 

WARNING TO PARENTS 

If the school refuses your request and the child is still taken out of school, this will be recorded as an 

unauthorised absence.  A significant amount of unauthorised absence may make you liable to a Penalty Notice 

for each child (£60 - £120), payable by each parent/carer, or the subject of court proceedings which could result 

in a fine of up to £2,500 and/or a term of imprisonment of up to 3 months. 

Office use only Absence authorised         Code ____           

Absence unauthorised 

 

Signed ___________________ Headteacher 

 

Date form received No of school days absence 

requested 

  

Please fully explain the exceptional circumstances that you would like the school to consider. This section must be 

completed.  Please continue on a separate sheet if needed. 
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Appendix 11 Continued 

 

 

 

AVOIDABLE ABSENCE IN TERM-TIME 

 

IMPORTANT:  Please read carefully the information below. 

WARNING: If you allow your child to miss school in term time for an avoidable reason without 

obtaining the prior approval of the school, you may be issued with a Penalty Notice* per parent 

per child, or made the subject of court proceedings under section 444 Education Act 1996. 

As a parent/carer, you can demonstrate your commitment to your child’s education by not 

allowing your child to miss school for anything other than an exceptional and unavoidable 

reason.  

 

THE FACTS THE LAW 

 

School aged pupils in maintained schools are 

expected to attend punctually on the 190 days that 

the school is open.  Whilst there are a number of 

unavoidable reasons why a pupil might be away 

from school (illness, medical appointments, 

exclusions etc.), the legislation is clear that any 

avoidable absence may only be authorised by a 

school if there are exceptional circumstances.  

WHAT YOU SHOULD CONSIDER 

Research suggests that children who are taken out 

of school may never catch up on the learning they 

have missed.  This may affect test results and can be 

particularly harmful if the child is studying for final 

year examinations. 

Children who struggle with English or Mathematics 

may also find it even harder to cope when they 

return to school, while younger children may find it 

difficult to renew friendships with their classmates.  

If the school is unable to authorise the absence and 

the child is still taken out of school, this will be 

recorded as unauthorised absence and you may 

receive a £60* fine per parent for each child. 

 

The law allows schools to consider individual 

requests to authorise a future avoidable absence. 

However before the school can authorise any such 

requests, they must satisfy themselves that there are 

exceptional circumstances which justify such a 

decision.   It is entirely the responsibility of the 

parent submitting the request to provide sufficient 

information/evidence in order to establish this fact.  

The request for leave must come from a parent with 

whom the child normally resides 

If a child then stays away from school for more than 

the authorised period this must be recorded as 

unauthorised absence and could be quoted in a 

prosecution for poor attendance. 

If the child is away from school for a total of four 

weeks or more, the school may have the option to 

take the child off roll subject to the Education (Pupil 

Registration) (England) Regulations 2006.  

In the case of unexpected extended absence, it is 

advisable that the parent fully informs the school as 

to the reasons. If a child is removed from roll, there 

is no guarantee that the child will regain a place at 

the school. 

 

 

Unavoidable absence from school will be 

authorised if it is for the following reasons: 

 Genuine illness 

 Unavoidable medical / dental appointments (but try to 

make these after school if at all possible) 

 Days of religious observance 

 Seeing a parent who is on leave from the armed 

forces 

 External examinations 

 When Traveller children go on the road with their 

parents 

Other examples of absence from school 

that will not be authorised: 

 

 Any type of shopping 

 Looking after siblings or unwell parents 

 Minding the house 

 Birthdays 

 Resting after a late night 

 Relatives visiting or visiting relatives 

 

Please contact your child’s head teacher if you wish to discuss this issue. 

The law requires parents to ensure their children receive an efficient full time education, and 

every minute of every day is important.  Please help them not to miss any of this valuable 

time. 

We hope that when you have read this leaflet you will consider that your child’s education is too important 

to allow them to miss school for avoidable reasons. 

 

*Penalty Notice £60 if paid within 21 days, increasing to £120 if paid after 21days and before 28 days 
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APPENDIX 12 

 

 

 

 

 

Warning Letter- Unauthorised Holiday in term time 

 

Dear 

 

Education Act 1996 – School Attendance 

 

I note your request to take your child (insert name of child), (dob….) out of school for a 

holiday during term time during the dates………….to…………….. 

 

The Education (Pupil Registration) (England) (Amendment) Regulations 2013 states that 

Head Teachers may not grant any leave of absence during term time unless; 

 

 An application has been made in advance to the head teacher by a parent with whom 
the pupil normally lives with; and 

 The proprietor (head teacher) or person authorised by the head teacher considers 

that leave of absence should be granted due to the exceptional circumstances 

relating to that application  

 

After carefully considering your application I have decided not to authorise your request 

for holiday leave as I am not satisfied that the exceptional circumstances criteria have been 

met. 

 

(Childs name) is expected in school during these dates and any absence will be considered 

unauthorised unless medical evidence is provided to detail otherwise. 

 

I must warn you that failure to ensure your child’s attendance is an offence under Section 

444 of the Education Act 1996. 

 

If the reasons given for your child’s absence from school are not satisfactory then the Local 

Authority may take legal proceedings against you for your failure to comply with the law. 

This may result in: 
 

 A Penalty Notice requiring the payment of a penalty of up to £120.00, failure to pay 

the penalty due will result in prosecution before Teesside Magistrates Court 

  Prosecution under Section 444 (1) Education Act 1996, where if convicted you may 

be fined up to £1,000.00 

 Prosecution under Section 444 (1a) Education Act 1996 where if convicted you may 

be fined up to £2,500.00 and/or 3 months imprisonment 

 

I ask that you work with the school to ensure that your child attends school every day. 

 

Yours sincerely 

 

 

Head Teacher 
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APPENDIX 13 

TILERY PRIMARY SCHOOL- APPENDIX TO ATTENDANCE POLICY DURING COVID 19 
 

Our Attendance Policy will continue to be the main reference for expectations of school attendance 

but due to the Covid-19 pandemic, this additional guidance is to promote the safety of all pupils and 

staff in these new circumstances.  

 

To reduce the volume of people on our school site, Tilery Primary School will operate on staggered 

start and finish times.  Each class has their own entry and exit doors.  

 

Registration will take place within 5 minutes of their classes start time.  Any children arriving after 

this time, but within the first 15 minutes of the session, will be marked as late (L).  Children arriving 

after this time, will be marked with a U (see appendix 1) 

 

Although school attendance is mandatory from the start of the autumn term, there are some 

circumstances where pupils cannot attend school due to Covid-19.  If your child/ren are shielding or 

isolating due to Covid-19 related symptoms, this does not affect their attendance record and will be 

marked as not required to attend school. Your child/ren will be marked with an X (see appendix 1) 

 

Pupils who are required to self-isolate as they, or a member of their household, has 

symptoms or confirmed as having COVID-19 

 

Pupils who have symptoms should self-isolate and get a test. 

If your child tests negative and if they feel well and no longer have symptoms similar to Covid-19, 

they can stop self-isolating and return to school. If your child remains unwell following the negative 

test, they should remain at home until they feel well enough to return.  You should keep 

communicating with the school as per our attendance policy to enable us to record their absence as 

sickness rather than Covid-19 related symptoms.  Code X will no longer be used and your child/ren 

will be recorded as an I for illness. 

If your child tests positive, they should continue to self-isolate for at least 10 days from the onset of 

their symptoms. The family should continue to isolate for 10 days as per government guidelines. This 

will then be recorded as an I for illness. They should only return to school if they do not have 

symptoms other than a cough or loss of sense of smell or taste (anosmia). This is because a cough 

or anosmia can last for several weeks once the infection has gone.   

If someone in your household has symptoms, the household should self-isolate for 10 days and the 

member of your household with the symptoms should get a test. Again, this does not affect your 

child’s attendance record and will be marked as an authorised absence. 

 

If your household member tests positive your child/ren should continue self-isolating for the full 10 

days from when the household member first had symptoms. 

 

In all cases of self-isolation, parents should inform school immediately about the outcome of a test. 

 Normal school hours contact admin 01642 673761 

 Out of school hours, contact 07562 283511 

 Follow up with evidence of the positive test by forwarding the message to the mobile 

number above or email to tilery@sbcschools.org.uk. 

 

 

 

 

 

 

mailto:tilery@sbcschools.org.uk
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Pupils who are required to self-isolate because they are a close contact of someone who 

has symptoms or confirmed as having COVID-19 

 

Pupils may not have symptoms themselves but may be required to self-isolate if they are a close 

contact of someone with Covid-19 

The government guidance states that a person should self-isolate for 10 days if they have had recent 

close contact with a person who has tested positive for Covid-19. In the event of a confirmed 

Covid-19 case within the school community, Tilery Primary School will work closely with the local 

health protection team who will provide advice and guidance to the school. Tilery Primary school 

will be in contact with the parents who this applies directly to and advise them their child/ren should 

self-isolate for 10 days. School will notify you of the return date to school.  You should monitor 

your child/ren throughout this 10 day isolation period and if your they become symptomatic, you 

should arrange for them to have a test and start the 10 day isolation period again.  Please notify the 

school immediately should you get a positive result. 

 

Pupils who are required by legislation to self-isolate as part of a period of quarantine 

 

Family holidays in term time will not be authorised as per our attendance policy.  However, should 

your family travel to an overseas destination, you must notify school of where you are travelling to 

as there may be an isolation period upon your return.  

 

Pupils who are clinically extremely vulnerable in a future local lockdown scenario only 

Shielding advice for all adults and children paused on 1 August 2020. This means that even the small 

number of pupils who will remain on the shielded patient list can return to school, as can those who 

have family members who are shielding. 

If in future, rates of the disease rise in local areas, children still on the shielding list (or family 

members still on the shielding list) from that area, and that area only, may be contacted by the 

government and advised to stay at home and shield during the period where rates remain high. 

Parents/carers will receive a letter if they are required to shield again that you will be able to share 

with the school.  

Tilery Primary school will contact parents of pupils who are shielding when measures in the local 

area are lifted and shielding is paused again, to set out the expectation that they can return to 

school.  

Remote education 

If a pupil is not attending school due to circumstances related to Covid-19, Tilery Primary School 

will be able to immediately offer them access to remote education. School will keep a record of, and 

monitor engagement with this activity.  

For further information regarding isolation guidance, please click on the link below. 

https://www.gov.uk/government/publications/Covid-19-stay-at-home-guidance/stay-at-home-

guidance-for-households-with-possible-coronavirus-Covid-19-infection 

 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection

