
Ashmead Primary School Attendance Policy 

Our approach to attendance 

Our Expectations 

Children need to attend school for 190 days a year; that leaves 175 non-school days for 
holidays and other family activities. We strive to provide a safe and stimulating environment for 
children and we want parents to bring children to school on time and every day. Research 
shows children who miss more school days than their peers do not progress as well. Our 
expectations around attendance and punctuality are made clear in our home-school agreement. 

 

 

 

 

 

 

 

 

 

 

 

 

Because of the impact of poor attendance on progress, it is more likely these children will fail to 
meet their expected levels of attainment. If this issue is not tackled, the consequences for 
children’s outcomes later in life can be dire. 

How we celebrate attendance 

Good class attendance is celebrated in class every day and in assembly every week and 
children are highly motivated by this. We also share class attendance percentages with parents 
and carers in our fortnightly newsletter. 

 



How we monitor attendance 

We monitor attendance and punctuality closely. We will meet with and/or write to parents if we 
have concerns. Sometimes this may involve the attendance and welfare officer from Lewisham, 
particularly if attendance is classed as ‘persistent absence’. This is when attendance is below 
90%. Attendance this low puts families at risk of fines and/or court action. More importantly it is 
very damaging to children’s education as this is equivalent to missing one day of school a 
fortnight. 

How we support families where attendance is low 

Meetings with parents regarding attendance are designed to be productive so that we can work 
together to improve the child’s attendance.  

These are some of the things we look at with families when we meet:  

• The pattern of attendance. Quite often our data shows a percentage much lower 
than parents are aware of, particularly when absence takes the form of single 
days at different points in the year. There are also sometimes patterns worth 
exploring such as a high number of illnesses on a Monday or a Friday, particularly 
just before or just after a holiday.  

• The right level of resilience for both children and parents. Deciding a child is too 
unwell to come to school is a judgment all parents have to make. We want to 
avoid the two extremes – we don’t want very ill children being sent to school but 
neither do we want children kept at home who, with encouragement and 
perseverance, could cope at school. Our data suggests the latter is more of an 
issue than the former. If a child is feeling less than 100% well at the beginning of 
the day we encourage families to bring them to school and let us know this. We 
can then keep a close eye on them. In most cases the child is able to have a good 
day at school. We talk with the children about this too and them knowing that they 
can cope with a day even if they start off not feeling great is important in forming 
their own habits of resilience.  

• Habits at home, e.g. diet, bedtime, screen time (especially in children’s 
bedrooms), homework, impact of very young or teenage siblings, etc. Sometimes 
there are simple adjustments in home routines that can really help children to be 
ready every day for school.  

• Specific medical conditions. Where this is the case it will often lead to some 
absences that are unavoidable. But it is always useful to discuss the issue, as 
there may be support the school can offer.  

• Legal position. Parents do have a legal duty to send their children to school and 
there are times when the legal consequences of not meeting this duty need to be 
addressed. Our preference – and Lewisham Council’s – would always be to work 
with families to avoid legal action but to do this it is important that families are 
aware of the risks of very low attendance. It would be unfair for families not to 
know this.  

 

Punctuality 

School begins at 9am and children should be on the school premises by 8.55am. 

Any child who arrives after 9am will be marked in late. 



It is important that all children arrive on time to start school so that all pupils have a smooth start 
to the day and are ready to start their learning as soon as the register is taken. If your child is 
persistently late they will be missing essential information at the start of lessons and are likely to 
feel less able to get on with their work. The time lost in this way soon adds up to many hours of 
learning. A child arriving late into class is also disruptive for the other children. Punctuality is a 
valuable skill to develop as it also establishes good habits for secondary school and the world of 
work.  

Lateness is recorded on end of year school reports. Parents of children who are consistently 
late will be asked to meet with school staff to agree targets to improve punctuality.  

What to do if your child is ill 

If children are absent through illness, parents are asked to notify the school by phone not later 
than 9.30am on the first day of absence and certainly immediately if there is an infectious illness 
involved. A phone call to the office with an explanation as to the reason for absence is sufficient.  

If your child has a fever or is vomiting or has diarrhoea then they should be off school. If they 
are ‘unwell’ but short of these symptoms the best strategy is to get them into school and let us 
know they are under the weather. Children very often perk up once at school and we can let you 
know they need to go home if they don’t. This strategy is very effective at teaching children 
resilience.  

Parents are asked to ensure all medical appointments take place either before or after school 
hours unless there is an emergency. If this is unavoidable please try to maximise your child’s 
time at school, e.g. by returning them to school once the appointment has finished or by 
removing them from school as shortly before the appointment as possible. The school reserves 
the right to request a Medical Certificate.  

Authorised and unauthorised absences 

If a child is of compulsory school age and is absent the register must show whether the absence 
was authorised or unauthorised.  

* An authorised absence is where the school has either given approval in advance for a pupil 
of compulsory age to be away, or has accepted an explanation offered afterwards, e.g. 
sickness, religious observance and, in exceptional circumstances, when the school grants leave 
for absence during term time (see below)  

* All other absences must be treated as unauthorised.  

For safeguarding reasons it is very important that you notify the school if your child is absent 
from school. If your child is absent without notification, the school office will ring the parent or 
carer (and other contacts if necessary) to ask for a reason for the absence. If we have still not 
got through to anyone we may carry out a home visit and if, after this, we still don’t have 
information on the whereabouts of the child we may call the police. Children missing for several 
days in a row where there has been no contact with the school or where the reasons given are 
judged insufficient may be reported as CME (children missing in education) 

In cases of persistent unauthorised absence (defined as below 90%) the headteacher can 
issue a penalty notice for pupil non-attendance if parents have not fulfilled their parental 
responsibilities in ensuring that their child is educated. The penalty is £50 rising to a £100 if not 
paid within 28 days. Failure to pay this fine within 42 days can lead to prosecution.  



Persistent Absence  

Where the level of authorised or unauthorised absences raises concern a member of staff will 
meet with the parent/s to try to improve matters. If there is no improvement a referral will 
be made to the local authority’s education welfare officer who will contact the family.  

Application for Leave of Absence  

Apart from authorised absences, schools can only grant absences for children in exceptional 
circumstances according to guidance from the Department of Education.  

If you would like to apply for a leave of absence you need to fill in an application form and the 
headteacher might then request a meeting to discuss. The decision to authorise absence is at 
the headteacher’s discretion based on their assessment of the situation. Circumstances vary so 
there can be no absolute rules on this subject. If an event can reasonably be scheduled outside 
of term time then it would not be normal to authorise absence. Absence during term time for 
holidays/vacations is therefore not considered an exceptional circumstance.  

The fundamental principles for defining ‘exceptional’ are rare, significant, unavoidable and short. 
And by 'unavoidable' the school means an event that could not reasonably be scheduled at 
another time. 

These examples provided are illustrative rather than exhaustive: 

• Absences to visit family members are not normally granted during term time if they could 
be scheduled for holiday periods or outside school hours. Children may however need 
time to visit very seriously ill relatives for short periods. 

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

• Absences for important religious observances are often taken into account but only for 
the ceremony and travelling time, not extended leave.  

• We can take into consideration the needs of families of service personnel if they are 
returning from long operational tours that prevent contact during scheduled holiday time.  

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

• Families may need time together to recover from trauma or crisis.  

It is acceptable to take a student’s previous record of attendance into account when making 
decisions. 

Should a parent take an extended leave of unauthorised absence the school will not “hold” a 
place for that child beyond 4 weeks. The school will notify the Education Welfare Officer and the 
parent would have to reapply for a place at the school and would only regain that place if it were 
still available. The school has a waiting list and would have a duty of care to offer the place 
accordingly.  
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