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1. INTRODUCTION 
 

For children at our school to gain the greatest benefit from education it is essential 
that they attend school regularly and punctually.  We expect all children on roll to 
attend every day, when the school is in session, as long as they are fit and healthy 
enough to do so. We do all we can to encourage the children to attend, and to put in 
place appropriate procedures. We believe that the most important factor in 
promoting good attendance is the development of positive attitudes towards school. 
To this end we strive to make our school a happy and rewarding experience for all 
children. 
 
Under the Education (Pupil Registration) Regulations 1995 the Governing Body are 
responsible for making sure the school keeps an attendance register that records 
which pupils are present at the start of both the morning and the afternoon sessions 
of the school day. This register will also indicate whether an absence was authorised 
or unauthorised. At Great Meols Primary School registration is done electronically, 
and an Administrative Assistant is employed to record and account for absences. 
 

2. DEFINITIONS AND PROCEDURES  
 
Authorised absence  

 An absence is classified as authorised when a child has been away from school 
for a legitimate reason and the school has received notification from a parent or 
carer. For example, if a child has been unwell and the parent writes a note and/or 
telephones the school to explain the absence.  

 Only the school can make an absence authorised. Parents do not have this 
authority. Consequently not all absences supported by parents will be classified 
as authorised.  

 
NB: Amendments made to the Education Regulations 2006, taking effect from 
1st September 2013, provide Headteachers’ with the discretion to consider 
authorising an absence during term time, only in ‘exceptional circumstances’.  
The Governing Body of Great Meols Primary School has agreed the following 
criteria for such circumstances:  
 
Exceptional Circumstances under which absences during term time may be 
authorised:  

 A factory shutdown  

 Parent serving in the Armed Forces or 

 Terminal illness of the child or immediate family member 
Other factors will be considered by the Headteacher in light of the amendments to 
the Education Regulations 2006.  Holidays taken in term time are not considered 
exceptional circumstances. 
 
Parents wishing to apply for their child to be absent during term time must complete 
a ‘Request for Absence Form’ (Appendix 1).  
 
Unauthorised absence  

 An absence is classified as unauthorised when a child is away from school 
without the permission of the school.  
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 Therefore the absence is unauthorised if a child is away from school without 
good reason, even with the support of a parent.  

 If the school does not consider the circumstances to be ‘exceptional’ and the 
parent takes the child out of school during term time anyway, the absence will be 
recorded as unauthorised.  

 The Education Welfare Services will be notified of the absence taken and a 
Penalty Notice will be issued if the child’s attendance has fallen below 90%.  

 
3. SCHOOL PROCEDURES IF A CHILD IS ABSENT 

 
Short-term absence  
If your child is unable to attend school due to illness, urgent appointments or other 
reasons please telephone the school office on 0151 632 4606 or email 
schooloffice@greatmeols.wirral.sch.uk as soon as possible before 9.30am, leaving 
your name, your child’s name, class and reason for absence. 
 
When a child is absent unexpectedly, the class teacher will record the absence in 
the register. If the child’s parent has not contacted the school to explain the absence, 
the Administrative Assistant (based in the School Office) will make contact and 
record the reason for the absence.  
 
When the child returns to school, a note should be sent in from the parent explaining 
the reason for absence.  
 
If no reason for the absence is forthcoming, a letter reminding the parent of the 
procedure is sent home. Until a reason has been provided the absence will be 
recorded as unauthorised. 
 
If there is any doubt about the whereabouts of a child and the Administrative 
Assistant can’t make contact with a responsible adult, in order to check on the safety 
of the child, the police will be contacted.  
Long-term absence  
When children have an illness that means they will be away from school for over five 
days, the school will do all it can to send material home, so that they can keep up 
with their school work if they are capable of working.  
 
If the absence is likely to continue for an extended period, or be a repetitive absence, 
support services will be contacted so that arrangements can be made for the child to 
be given some tuition outside school.  
 

4. PERSISTENT ABSENCE 
 
If a child’s attendance falls below 90% they will be defined by the Department of 
Education as Persistently Absent. At this level their progress and development may 
be significantly impaired.  
 
School will initially write to the parents to alert them that attendance is becoming a 
concern.   School will monitor the situation and the parents will be invited to a 
meeting to discuss the problem if it continues.  If the situation does not improve, the 
case will be referred to the Education Social Worker who would contact the family 
and offer to visit them at home to address any concerns and offer support. 
 

mailto:schooloffice@greatmeols.wirral.sch.uk
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5. LATENESS 
 
Children need to be in school on time at 8:45am each day when the registration 
period begins. It’s important that all children make a good start to the day and are 
ready to learn. If a child arrives after 8:45am but before 9:30am [when registers 
close] they will be given a late mark [L]. Children who arrive late are often 
embarrassed and may not be in the best frame of mind to begin learning. They may 
miss out on something important. If children arrive after 9:30am [when registers 
close] they will be marked with a U which equates to an unauthorised absence. 
 

6. REPORTING TO PARENTS  
 

Parents are given a detailed breakdown of their child’s absence record in  
the form of a registration certificate, included in the child’s annual report.  

 
7. MONITORING AND REVIEW  

 
It is the responsibility of the governors to monitor overall attendance, and they will 
receive regular updates on attendance information from the Headteacher. The 
Governing Body also has the responsibility for this policy, and for seeing that it is 
carried out.  The governors will therefore examine closely the information provided 
to them, and seek to ensure that our attendance figures are as high as they should 
be. 
 

8. PARENT’S LEGAL RESPONSIBILITIES 
 
The Education Act [1996] Section 444 requires parents to ensure that their children 
receive full-time education which suits their needs. Parent’s who fail in this duty may 
be prosecuted via the courts and fined up to £2,500 or, in some cases, imprisoned. 
The Anti Social Behaviour Act [2003] Section 23 also indicates parents may be 
issued with a Fixed Penalty Notice if their child’s absence from school is 
unauthorised. Fixed Penalty Notices are for £60 if paid within 21 days and £120 if 
paid within 28 days.  
 
 
Further advice and guidance 
Further advice and guidance may be found on the Department of Education website: 

http://www.education.gov.uk/schools/pupilsupport/behaviour/attendance 
 
 
 

 

http://www.education.gov.uk/schools/pupilsupport/behaviour/attendance
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EXCEPTIONAL CIRCUMSTANCE 

REQUEST FOR ABSENCE DURING TERM TIME 
 

APPLICATION BY PARENT/CARER  
 
If you wish to take your child out of school in term time and think that you have exceptional circumstances, 
please complete this form and return to the School Office at least 14 days before the date you wish to remove 
your child from school.  

 
Pupil’s Name: _______________________________________________ Class: ________________  
 
Address:_________________________________________________________________________ 
 
________________________________________________________________________________ 
 
Parent/Carer Name (s) _____________________________________________________________  
 
First day of absence: ____________________ Date of return to school: _______________________  
 
Total number of days missed: _____________  
 
Reason for absence:________________________________________________________________ 
 
 

 
________________________________________________________________________________ 
 
I understand that if the absence request is unauthorised and my child’s attendance falls 
below 90% the Education Welfare Services will be notified of the absence taken and a Penalty 
Notice will be issued. I understand that a Penalty is issued to the parent/carer of each child 
taken out of school and that this fine is £60 which increased to £120 if not paid within the first 
28 days. I understand that if I do not pay this it may result in legal action being taken against 
me.  
 
Signed: _____________________________________________ Dated: ______________________  
(Please ensure you give at least 14 days’ notice of the proposed absence)  
 
 
 

FOR OFFICE USE ONLY  
 

RESPONSE TO THE REQUEST FOR ABSENCE DURING TERM TIME 
 

  AUTHORISED: Your request has been authorised for the following dates:  
 

    ____/____/___ to ___/___/___ 
 

  UNAUTHORISED: Your request for a leave of absence during term time has not been 

 authorised.  
 
 
Signed: _________________________________________ Date: _____________________ 

 

APPENDIX 1 


