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1 Attendance Policy 

 
 

1.1 Aim 

 
The school considers that regular attendance is essential if children are to take full 
advantage of the educational opportunities available to them.  This policy sets out the 
school’s position on attendance and details the procedures that all parents must follow to 
report their child absent from school. 
 
Air Balloon Hill Primary School believes that regular attendance is the key to enabling 
children to gain the greatest benefit from their education and therefore become emotionally 
resilient, confident and competent adults who are able to realise their full potential. Missing 
out on learning through absence leaves children vulnerable to falling behind and missing out 
on friendship opportunities.  Regular attendance, including punctuality, will enable children to 
develop into reliable and organised individuals, qualities which are valued in employment. 
 

1.2 The Law 

 
All children of compulsory school age (between 5 and 16) are required to receive an 
education. It is a parent/carer’s responsibility to ensure that their child has an education 
suitable to their age, ability and aptitude and any special educational needs that they may 
have. 
 
The Education (Pupil Registration) (England) Regulations 2006 requires schools to take an 
attendance register twice a day, once at the start of the morning session (8.55 for Reception 
and KS1 or 8.45 for KS2) and once again at the start of the afternoon session. 
 
The Government expects schools to promote good attendance and reduce absence and act 
early to address patterns of absence. It expects parents to perform their legal duty by 
ensuring their children attend school regularly and that all pupils will be punctual. 
 
On 1st September 2013 the Education (Pupil Registration) (England) (Amendment) 
Regulations 2013 came into force amending the 2006 regulations and changing the law 
about pupils taking leave during term-time.  
 
The Education Act 1996, section 444(1) states that an offence is committed if a parent or 
guardian fails to “secure regular attendance at school” for their child or children. “If a child of 
compulsory school age who is a registered pupil at a school fails to attend regularly at the 
school, his parent is guilty of an offence” 
 
In April 2017, the Supreme Court ruled in the case of R v Platt [2017] that the definition of 
the term “regularly” means “in accordance with the rules prescribed by the school”. Following 
the Supreme Court ruling, the law is now clear that even a single day of missed school, if not 
in accordance with the school rules, could mean that an offence has been committed.  
 
This policy sets out the rules prescribed by the school for pupil attendance, the 
circumstances under which an offence might be committed and when fixed-term Penalty 
Notices may be issued for those offences. 
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2 Types of absence 

 
Every half-day absence from school has to be classified by the school (not by the parents) 
as either authorised or unauthorised. This is why the reasons for all absences are fully 
investigated and if no reason is given, the absence will be recorded as unauthorised.  It is 
the responsibility of the parent to notify the school of any absences and give valid reasons 
for them. Failure to report absences within the guidelines set out in this policy will 
automatically result in that absence being recorded in the register as unauthorised.   
 
Where there are 8 or more sessions (4 or more days) of unauthorised absences recorded in 
the register within any 10 week period, this may result in a Penalty Notice being issued to 
the parents/carer. (Refer to section 3 for more information) 
 
Authorised absences are mornings or afternoons away from school for a good reason like 
illness or medical or dental appointments which unavoidably fall in school time. 
 

2.1 Illness: 

In most cases, absences for illness reported following the school’s absence reporting 
procedures will be authorised unless the school has a valid reason to believe that the illness 
is not genuine. In these cases, the school reserves the right to record the absence as 
unauthorised and to request supporting medical evidence for the period of illness. This can 
be in the form of a medical appointment card or a prescription issued on the day of absence. 
Only in very rare cases will the school request a letter from a GP. 
 
In cases where the school suspects that an illness absence is not genuine, we will write to 
the child’s parents/carers to notify them that the illness absence has been recorded as 
unauthorised, why it has been recorded as such and what, if any, action will be taken (for 
example the issuing of a Penalty Notice). 

 
Absences due to illness which have not been reported to the school by the Parent/Carer on 
the first day of absence will not be authorised and will be recorded in the register as an 
unauthorised absence. The reporting of absence due to illness remains the responsibility of 
the Parent/Carer.  If a child is absent for more than a day, parents do not need to contact the 
school every day but must inform the school office of the expected return date and keep the 
school informed at regular intervals during the period of absence. Failure to do so may result 
in part or all of the absence being recorded in the register as unauthorised. 

 
It is school policy that where a child has been sent home from school or absent due to 
vomiting or diarrhoea, they must not return to school until 48 hours after the last episode to 
reduce the risk of infection to other children and adults at the school. 
 
The procedures for reporting illness to the school in set out in section 5 on page 7 of this 
policy. 

 

2.2 Medical/Dental Appointments: 

Missing registration due to a medical or dental appointment is counted as an authorised 
absence; however, Parents/Carers should try to make appointments outside of school hours 
wherever possible. Where appointments during school time are unavoidable, the child 
should be absent for as short a period of time as possible.  

 
All absences for medical or dental appointments must be supported by providing the school 
office with sight of or a copy of the appointment card or letter – only then will be absence be 
authorised.  Failure to provide the school with sight of the appointment card or letter may 
result in the absence being recorded in the register as unauthorised. 
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2.3 Excluded: 

When a child is excluded from attending school for a fixed period of time, this is counted as 
authorised absence. Where a child is excluded for 6 days or more, the school will make 
alternative provision for their education. 

 

2.4 Holiday: 

Absences from school for the purposes of a term-time holiday will not be authorised. Term-
times are for education – children and families have 175 days off school every year to spend 
time together, including weekends and school holidays. 

 
The law does not grant parents the automatic right to take their child out of school during 
term time and the judgement of the Supreme Court in the case of R v Platt [2017] asserts 
that even one day of missed school could be an infraction of the law. 
 
It is a legal requirement that parents/carers obtain the permission of the Headteacher before 
removing their child from school. If a parent/carer wishes to make an application for a term-
time absence, this must be done in advance of the absence by the parent/carer with whom 
the child normally lives.  
 
If you are the child’s parent but do not normally live with the child, you must seek the 
consent of the parent who does and that person should make the request to the school. Our 
school can only consider requests from the parent with whom the child normally lives and 
reserves the right to issue Penalty Notices to both parents for the absence, even if the 
parent with whom the child normally lives is not the parent taking the child on holiday. 
 
The Headteacher may consider authorising a leave of absence if the reason is considered 
by the Headteacher to be an Exceptional Circumstance. By exceptional we mean rare, 
significant, unavoidable and short.  By unavoidable, we mean an event that could not 
reasonably be arranged at another time. 
 
The Headteacher will not normally consider any of the reasons below as an Exceptional 
Circumstance and any requests for a Leave of Absence for these reasons will not normally 
be authorised and may result in Penalty Notices being issued to parents/carers: 
 

 Family holiday or holiday to visit relatives 

 Cheaper cost of a holiday / flights / accommodation  during term-time than during 
the school holidays 

 Availability of the desired holiday accommodation or location 

 Weather conditions in the desired holiday location 

 A holiday being booked by or paid for by someone else as a gift 

 Overlapping a holiday with the beginning or end of a school holiday period 

 Attending a wedding (including if that wedding is taking place abroad) 

 Parents inability to secure a holiday from work during school holiday periods 
 
Please note that this list is not exhaustive 
 

All requests for a term-time absence must be made in writing using the school’s Leave of 
Absence Request form (Appendix A).  Applications must be made at least 10 school days 
before the absence is due to start. Upon receipt of a request of the form, the Headteacher 
will make a decision as to whether to authorise the absence and parents/carers will receive a 
response in writing confirming the decision and details of any Penalty Notice that may be 
issued. 

 
Penalty Notices may be issued to parents when their child is absent from school for the 
purposes of a term-time holiday which has not been authorised as Exceptional Circumstance 
by the Headteacher.  Where a parent or parents take their child out of school for the 
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purposes of a term-time holiday once or more every year, the school may, in addition to 
requesting a Penalty Notice for each absence, refer the matter to the Education Welfare 
Service who may also seek to prosecute the parent or parents under the Education Act 1996 
for failing to ensure that their child attends school regularly. 

2.5 Exceptional Circumstances: 

Only the Headteacher can approve absences from school classed as Exceptional 
Circumstances. Examples of such absences may include a family bereavement; visiting a 
parent/carer in prison; music or ballet exams or part-time attendance as part of reintegration 
following a prolonged period of absence due to illness.   
 
Some holidays in term-time may also be classed as Exceptional Circumstances and each 
case will be reviewed on an individual basis by the Headteacher. The definition of an 
Exceptional Circumstance would be an absence that is rare, significant, unavoidable and 
short.  By unavoidable, we mean an event that could not reasonably be arranged at another 
time. 
 
The School will assess each request on an individual basis, considering the impact that 
missing school will have on the child’s education, their previous record of attendance and 
any special circumstances that the school is made aware of at the time of the application. 
The School will determine the number of school days a child can be away from school if the 
request is granted. 

 
To apply for an absence to be recorded as Exceptional Circumstances, Parents/Carers must 
complete a Leave of Absence Request form (Appendix A) and give full details of the reason 
their child will be absent from school during term-time, why the absence is unavoidable, the 
dates of the intended absence and the reason they wish it to be classed as Exceptional 
Circumstances. The Headteacher will then review the request, taking into account: 

 

 The circumstances of the request and purpose of the absence 

 The length of the proposed leave 

 The age of the child/ren 

 The child/ren’s current and previous attendance record 

 Their ability to catch up on missed schooling.   

 Proximity to SATs tests 

 The child/ren’s educational needs 

 General welfare of the child/ren 

 Previous term-time holiday / absences due to Exceptional Circumstances taken in 
the current and previous academic years 

 
Only the Headteacher can approve or decline a request for a term-time absence and make 
the decision as to whether the absence will result in a Penalty Notice being requested from 
Bristol City Council. 

 
The law does not allow schools to give retrospective approval for term-time absences 
and therefore if parents/carers do not apply for a leave of absences in advance, the 
absence must be recorded in the register as unauthorised. Such absences may result 
in Penalty Notices being issued. 

 
All requests for Exceptional Circumstance absences will be responded to in writing by the 
Headteacher giving details of whether or not a Penalty Notice will be issued for the absence.  
If permission for the absence is not given and the child is still absent, it will be recorded as 
unauthorised and a Penalty Notice may be requested from Bristol City Council. 

 
Only in very exceptional circumstances will an absence of more than 10 days be considered 
and in reviewing such requests, the Headteacher will take into account cultural needs and 
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family circumstances. Extended leave of absence will only be considered once during the 
child’s primary education. 
 
The law allows that a leave of absence is granted entirely at the Headteacher’s discretion. 

2.6 Religious Observance: 

Air Balloon Hill Primary School acknowledges the multi-faith nature of the school community 
and recognises that on some occasions, religious festivals may fall outside of school 
holidays or weekends and this necessitates a consideration of authorised absence for 
religious observance.  

 
One day will be granted as authorised absence for religious observance of festivals such as 
Eid and any additional days taken may be recorded in the register as unauthorised absence.   
 
Absences for children whose parents/carers wish them to avoid religious elements of the 
curriculum (for example visits to the Church at Christmas and Easter or school trips to the 
Hindu Temple) will not be authorised as the school makes alternative provision for those 
children to remain in school. 

2.7 Gypsy, Roma and Traveller Absence: 

To help ensure continuity of education for Traveller children it is expected that the child 
should attend school elsewhere when their family is travelling and be dual registered at that 
school and the main school. Children whose families do not travel are expected to register at 
school and attend as normal; they are subject to the same rules as other children in terms of 
the requirement to attend regularly. If it is necessary for a child from a Traveller family to be 
absent from school because they are travelling for occupational purposes, this must be 
agreed by the Headteacher in advance and the absence will be appropriately recorded in the 
register. 

2.8 Unauthorised absences: 

Absences due to term-time holidays which have not been designated by the Headteacher as 
‘Exceptional Circumstances’ will be recorded in the register as unauthorised. 

 
Similarly, absences for unsatisfactory reasons will also be recorded as unauthorised; these 
may include absences for reasons such as: 
 

 Family holiday or holiday to visit relatives 

 A pupil or family member’s birthday 

 Attending a wedding or other celebration (including weddings taking place abroad) 

 Shopping 

 Having a hair-cut 

 Closure of a sibling’s school or class (for example because of strike action) 

 Illness where the child is considered well enough to attend school 

 Looking after the house 

 Waiting in for a delivery or workmen 

 Looking after siblings or sick relatives 

 Unable to get up in the morning 

 Moving house 
 
Please note that this list is not exhaustive. 

 
Where a child has of 8 or more sessions (4 or more days) of unauthorised absences in any 
10 week period, including term-time holidays, lateness after the registers have closed, 
unauthorised absences due to non-reporting or illnesses where supporting medical evidence 
has been requested but not supplied, the school may request that a Penalty Notice is issued 
to the parent/s for the absences.   
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3 Penalty Notices 
Penalty Notices may be issued to parents by Bristol City Council, on behalf of the school, for 
any unauthorised absences of 8 or more sessions (4 or more days) in any 10 week period, 
including, but not limited to, absences for term-time holidays, sporadic unauthorised 
absences or illness where supporting medical evidence has been requested by the school 
but not supplied by the parents/s.  In requesting and issuing Penalty Notices, the school will 
follow Bristol City Council’s Code of Conduct for Penalty Notices; a copy of which is 
available on request from the school office.   
 
Penalty Notices are issued to each parent of each child. The amount of a Penalty Notice is 
£60 per parent, per child if paid within 21 days, rising to £120 if paid between 22 and 28 
days. If the Penalty Notice is not paid the parent may be prosecuted for the offence of failing 
to ensure their child’s regular attendance at school. 

 

4 Lateness 

 
A pupil arriving late can seriously disrupt their own and others’ learning. Registers are taken 
in the classroom at: 
 

8.50am for KS2.  
8.55am for Reception and KS1 

 
Children arriving after these times will be recorded as late and must report to the School 
Office. Registers close completely at 9.20am for KS2 and 9.30am for Reception and KS1. 
Children arriving after these times will be marked in the register as having an unauthorised 
absence for the whole session (U code). 
 
Children should arrive at school at least 5 minutes before their registration time. 
 
The Headteacher may decide not to authorise lateness after 9am for pupils who are 
persistently late to school. This means that those children will be marked using the U code in 
the register. In such cases, the Headteacher will notify Parents/Carers of the decision and 
explain the possible consequences of continued unauthorised absence due to persistent 
lateness, including the possibility that a Penalty Notice may be requested from Bristol City 
Council.  This may apply to all year group, including Reception. 
 
Children who have at least 8 absences in the register due to unauthorised lateness (U 
codes) within a 10 week period may be subject to a Penalty Notice being requested from 
Bristol City Council. 
 

5 Procedures for reporting absence 

 
If your child is absent from school due to illness you must telephone the school before 
9.30am on the first day using the absence reporting line: 
 

0117 903 0077 option 1. 
 
This is important as the school needs to know why a child is not in school if they don’t arrive. 
A list is kept in the school office of children who walk to school on their own and if they don’t 
arrive, Parents/Carers are contacted. Parents who wish to add their child to this list should 
speak to staff in the school office. 
 
Failure to follow the absence reporting procedure may result in the absence being recorded 
as unauthorised. The school will make every effort to contact Parents/Carers to ascertain 
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reasons for absences if no contact is made but it does remain the responsibility of 
Parents/Carers to inform the school of the reason for any absences. 
 
The Supreme Court running in R v Platt [2017] makes it clear that even 1 day of absence 
which has not been reported to the school following the school rules (e.g. the school’s 
absence reporting procedure) may be considered as an offence under the Education Act 
1996. 
 

6 Extended Absence with no contact 

 
Where a child is absent from school for 10 days or more and no contact has been made by 
the parents to confirm the reason and the expected date of return (including where children 
have been granted leave for Exceptional Circumstances and have failed to return on the 
agreed date), the school will consider them to be missing. The child will be referred to the 
Education Welfare Service and a request made for the Education Welfare Service to 
commence Pupil Tracking which could result in their school place at Air Balloon Hill Primary 
School being removed. 
 

7 School Attendance: Impact on Learning 

Air Balloon Hill Primary School aims to work with parents to enable children to achieve their 
potential. Each term we hold pupil progress meetings and discuss each child individually to 
make sure their learning and social needs are being met.  Parents play a vital part in this by 
making sure their child has excellent attendance and arrives on time.  The school considers 
that regular attendance is essential if children are to take full advantage of the educational 
opportunities available to them. Individual absences are carefully investigated and unjustified 
absences will not be tolerated. Explanations for all absences are required and only the 
school can decide if an absence is authorised.  
 
The table below shows the amount of education missed if children are regularly absent from 
school: 
 

 Days lost in a week Weeks lost in a year 
Learning lost over the 7 
years in Primary School 

100% 
Attendance 

No days No weeks No learning at all 

90% Attendance ½ day Almost 4 weeks Over 4 terms 

80% Attendance 1 day Over 7 weeks 1 School Year and 2 terms 

70% Attendance 1 ½ days 11 weeks More than 2 years 

60% Attendance 2 days Over 15 weeks 2 years and 4 terms 

50% Attendance 2 ½ days Almost 20 weeks 3 ½ years 

 
Any absence affects the pattern of a child’s schooling and regular absence will seriously 
affect their learning. A pupil becomes a ‘persistent absentee’ when they miss 10% or more 
schooling across the school year for whatever reason. Absence at this level does 
considerable damage to any child’s educational prospects. 
 
Where a child’s attendance drops below 90%, for whatever reason, the school will write to 
the parents to highlight this.  Where there are genuine reasons for the absences, the school 
will continue to monitor and review the attendance for the rest of the academic year and the 
start of the next.  Where there are no genuine reasons for the absences, parents may be 
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asked to meet with the Headteacher, Family Support Worker or Education Welfare Officer to 
discuss the school’s concerns. In some cases, this may result in a formal action plan being 
produced in the form of an Attendance Contract.  
 
Where the school has serious concerns about a pupil’s attendance or punctuality a formal 
referral to the Education Welfare Service may be made for further support and intervention. 
 

7.1 Promoting regular attendance 

 
Helping to promote a pattern of regular attendance is everybody’s responsibility – parents, 
pupils and all members of school staff.  To help focus on good attendance the school will: 
 

 Give certificates for 100% attendance at the end of Terms 2, 4 and 6 and for the whole 
year at the end of Term 6 

 Provide parents with a copy of their child’s attendance percentage in their tri-annual 
school reports 

 Provide parents with a copy of their child’s Attendance Certificate for the year at the end 
of Term 6 

 Write to parents to inform them of any concerns the school has about their child’s 
attendance or punctuality 

 Provide clear and detailed information for teachers on the attendance of all children in 
their class to support them to discuss concerns with parents. 

 Regularly monitor the attendance of children who are considered to be or who are at risk 
of becoming ‘persistent absentees’  

 Liaise with the Education Welfare Service at Bristol City Council where a child’s absence 
levels are a concern. 

 Update parents via the school newsletter on the number of Penalty Notices issued during 
the school year. 

 

7.2 Attendance Targets 

 
The school has high expectations of attendance and of improving the attendance across all 
year groups. 
 
In 2016/17, attendance for the school was 95.3% vs the National Average of 96%. In 
2015/16, attendance for the school was 94.6%.  14.8% of pupils were recorded as being 
‘Persistent Absentees’ (i.e. having less than 90% attendance) compared to the National 
Average of 8.2% 
 
These figures put Air Balloon Hill Primary School in the bottom 20% of schools in the 
Country. The minimum acceptable level of attendance for the school in 2017/18 is 96% and 
this will be the benchmark against which we measure every child.   
 
 
 
 



 

8 Appendix A:  Leave of Absence Request Form 

 
Leave of Absence Request 

 
As per current regulations, DfE advice on school attendance (2013) and the school’s Attendance Policy, we 
would like to advise you that the Headteacher may not grant any Leave of Absence in term time unless 
exceptional circumstances exist.  By exceptional we mean rare, significant, unavoidable and short.  By 
unavoidable, we mean an event that could not reasonably be arranged at another time.  
 

The Headteacher will not normally consider any of the reasons below as an Exceptional Circumstance and 
any requests for a Leave of Absence for these reasons will not normally be authorised and may result in 
Penalty Notices being issued to parents/carers: 
 

 Family holiday or holiday to visit relatives 

 Cheaper cost of a holiday / flights / accommodation  during term-time than during the school 
holidays 

 Availability of the desired holiday accommodation or location 

 Weather conditions in the desired holiday location 

 A holiday being booked by or paid for by someone else as a gift 

 Overlapping a holiday with the beginning or end of a school holiday period 

 Attending a wedding (including if that wedding is taking place abroad) 

 Parents inability to secure a holiday from work during school holiday periods 
 

Please note that this list is not exhaustive 
 

It is a legal requirement for parents/carers to obtain the permission of the Headteacher before 
removing their child from school in order to take any leave in term time. In order to make a request for 
a term-time absence, you must have Parental Responsibility and be the parent/carer with whom the child 
normally lives. Term times are for education, and children and families have 175 days off school to spend 
time together, including weekends and school holidays. 
 

The School will assess each request on an individual basis, considering the impact that missing school will 
have on the child’s education, their previous record of attendance and any special circumstances of which 
we are made aware, e.g. the bereavement of a close family member, the needs of the families of service 
personnel, or the need for time together to recover from trauma or crisis.  The School will determine the 
number of school days a child can be away from school if the request is granted. 
 

If an absence request is granted, it will be recorded as ‘authorised absence’.  If a parent/carer takes their 
child out of school without permission this will count as an ‘unauthorised absence’ (truancy). Pena lty Notices 
can be issued to parents of children with unauthorised absence. Penalty Notices are issued to each parent of 
each child. The amount is £60 per parent, per child if paid within 21 days, rising to £120 if paid between 22 
and 28 days. If the Penalty Notice is not paid the parent may be prosecuted for the offence of failing to 
ensure their child’s regular attendance at school.  
 

The application must be made in advance using the form found on the reverse this letter. If you require 
additional space, please continue on a separate piece of paper or attach a letter outlining the reason for the 
requested absence and any exceptional circumstances you wish the Headteacher to consider. Retrospective 
requests will not be considered.  Please return this form to the school office no less than 10 school 
days before the absence is due to start.  Upon receipt of a request the Headteacher will make a decision 
as to whether to authorise the absence and you will receive a response in writing confirming the decision and 
details of any Penalty Notice that may be issued to you. 
 

Any absence will result in lost learning and the risk of underachievement. We are sure you will support the 
School in maximising attendance and giving your child the best opportunity for future success. Please note 
that even if this absence request is authorised you may still receive letters of concern from the school if your 
child’s attendance drops below 90% at any point during the academic year. 
 

A full copy of the school’s Attendance Policy is available on request from the school office or can be 
downloaded from the school website: www.abhps.com/policies  

 
 
 
 
 
 

 

http://www.abhps.com/policies


 

 

Leave of Absence Request Form 
 

By signing this request I have read and understood the information provided, noting that a 
Penalty Notice may be issued and that this absence may impact on my child’s achievement. 
 

I request that you authorise a Leave of Absence from School for my child. 
 

Student Name*  Class  

Current Address 
(inc Postcode): 

 

 
 

*If you are requesting a Leave of Absence for more than one child, please complete a separate form for each one. 
 

Dates (inclusive) From  To  
 

Reason for the Leave of Absence Request, including full details of any exceptional circumstances 
(Please explain why the leave cannot be taken within the normal 13 weeks holiday your child has from school. If you 
require additional space please continue on a separate piece of paper) 

 

 

 
 

 

 (N.B. application must come from the parent with whom the child normally resides) 
 

Signature of Parent/Carer  

Name of Parent/Carer 
(please print clearly) 

 Date of request  

 

School Use Only 
 

Attendance Officer 
 

Date Application Received  Current Attendance  

No. of days absence so far this year  Attendance last academic year  

Comments 

 
 

Headteacher/Designated Deputy or Assistant Headteacher  
 

Absence Authorised Yes  No  

Comments (include reasons why request is not authorised or considered to be exceptional circumstances e.g. 

Learning that will be missed /  No Exceptional Circumstances  / The time and duration of the leave  / Leave could have 
been taken during school holiday periods) 

 

 

Signed  Dated  
 

Attendance Officer 
 

Date letter to Parent/Carer confirming decision   

Letter Sent Book bag  Post  Hand-delivered  

SIMS Updated  Attendance Code  

 


