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Rationale: 

 

Christ Church Infant & Nursery School promotes the view that regular attendance is essential 

to ensure the best possible learning outcomes for all of our children. We are committed to 

working with parents and other agencies to achieve the above. We feel the whole school 

community takes responsibility for attendance. 

 

Aims: 

 To raise/maintain attendance 

 Improve/maintain  punctuality 

 To raise/maintain levels of achievement 

 Maximise opportunities both in school and in later life 

 

Reasons for absence: 

 

Parents and carers are asked to contact the school office by phone or in person at the earliest 

opportunity if their child needs to be absent from school. 

 

Authorised absences may include: 

 

Sickness, hospital appointments, dentist, religious holidays, clinic appointments and funerals. 

Medical appointments should be arranged if possible outside the school day. Where this is not 

possible, it is expected that pupils only miss part of the day. 

 

Unauthorised absences may/will include: 

 Holidays etc. during term time 

 Parent/s or other family members being unwell 

 Shopping trips 

 

Holidays: 

 

The Department for Education (DfE) does not allow children to take holidays during the school 

term. However, the school and the DfE understand there may be exceptional circumstances re 

school absence and holidays and will deal with these on a case by case basis through discussion 

with parents. 

 

We are unable to authorise holidays taken at the start of the Autumn term or during statutory 

test periods.  

 

All requests for such leave of absence must be sent to the school in writing (pro forma available 

from the school office). The school will respond advising whether the absence will be 

authorised or unauthorised.  

 

Holidays taken during term time may be subject to a penalty notice from the Local Authority.  

 



Response to absence: 

 

If any child has not been registered or the school has not been notified about a child’s absence, 

the office will contact the parent/ carer on the first morning of the absence. If the parent 

notifies the school of a child’s reason for absence, but the child continues to be absent for 

more than a week then an update check will be made by the school in the form of a phone call 

or letter if no response. 

 

If an absence is unexplained the school will write to parents for an explanation.  

 

If the child continues to be absent then details will be passed to the Head who will meet with 

parents and/or consider a referral to the LA/other agencies  

 

Any absence considered not to be justified will remain unauthorised. 

 

A series of unauthorised absences or persistent absence will result in a meeting with the Head 

and a potential referral as above 

 

Lateness: 

 

School starts at 8:50 am and school classroom doors are shut at 9.00 am. 

 

Lateness is classed as any child coming into school after 9:00am and before the end of the 

morning session. All children arriving after 9.00 am must report to the office and a reason 

logged.  Lateness is monitored. Where children have persistent lateness problems, the Head 

will invite the parents into school to a meeting to discuss applicable support measures as 

appropriate.   

 

Monitoring and Evaluation: 

 

Throughout the year parents will be kept informed of school expectations and procedures 

through information, flyers, newsletters and targeted letters- see Appendices. Governors are 

informed termly through the HT report. Parents are informed of annual attendance/lateness 

through the child’s annual report unless there are concerns during the school year (see example 

letters in Appendices). 

 

Whole school/class absence: 

 

The school office produces a report on absence on a class basis and shares findings in weekly 

assemblies- a class with 100% for two consecutive weeks to receive a reward 

 

Procedures: 

 Attendance for all classes are stored electronically and monitored by the office staff daily. 

 Log kept of all children who arrive late. 

 Daily log kept of all children for whom no notification for absence has been received and of 

phone calls made to parents. 

 



Lateness and attendance figures: 

 Any child with an attendance record of below 95% will have a letter sent home, their 

records examined.  

 Children with absence between 90% and 95% will have their reasons for absence monitored 

and letters sent home and if need be, a meeting held with parents. The absences may be 

drawn to the attention of other agencies 

 Attendance figures are analysed termly by individual, class, and whole school. These figures 

are reported to governors. The school will liaise with the LA team to discuss procedures 

and concerns where appropriate.  

 Unauthorised absence causing concern may result in a penalty notice /school attendance 

order being issued by the LA 

 All practices will be reviewed annually. 

 

 

 



Appendix 1 School attendance and absence: the law 

The law (Education Act 2002) requires parents to make sure their children receive a full-time education 

suitable to their needs. For most children this means attending school regularly. As a last resort, schools 

and local authorities have legal powers to deal with poor attendance. 

Your responsibilities as a parent 

By law, all children of compulsory school age (5 to 16) must receive a suitable full-time education. As a 

parent, you have a legal responsibility to make sure this happens - either by registering your child at a 

school or by making other arrangements to give them a suitable, full-time education. Once your child is 

registered at a school, you are legally responsible for making sure they attend regularly. 

If they do not, you will be contacted by your child’s school and/or the local authority. Local authorities 

have a duty to step in if they believe a child is not getting the education required by law, either at home 

or at school. 

If your child is missing school, you may be referred to the attendance service or other agency. They will 

talk to you about your child’s attendance problems. 

A child becomes of compulsory school age when they reach the age of five and, where a parent has 

elected to register their child at school, they must start school in the term following their fifth 

birthday. A child continues to be of compulsory school age until the last Friday in June in the school year 

that they reach the age of 16. 

Support on school attendance 

If you’re having trouble getting your child to go to school, the school and local authority can support you 

in several ways. One option they may suggest is a parenting contract. 

Parenting contracts are a form of support and not a punishment - they are intended to help you and the 

school or local authority to work together to improve your child’s attendance. 

Parenting contracts are voluntary. You should be aware, however, that if your child is missing school 

regularly and you refuse to agree to a contract - or do not keep to its terms - this can be used as 

evidence if the local authority decides to prosecute you. 

To find out more about the forms of support available do contact school.  

Action on school attendance 

A child registered at a school can legally miss school only in very limited circumstances. These include: 

 when the child is too ill to attend 

 when the school has authorised the absence beforehand 

If a child is missing school without good reason, schools and local authorities have a number of legal 

powers that they can use. 

 

School Attendance Order (SAO) 

A School Attendance Order is issued if your child is not on roll at any school and the local authority is 

worried that you have not made arrangements to provide an alternative, suitable, full-time education. 

SAOs are used to direct you to send your child to a specified school. 

Before serving an SAO, Children’s Services Officers should make every effort to discuss the situation 

with you. If it is not possible to persuade you to make suitable arrangements for your child’s education, 

then you will be served with a notice stating that you are failing in your duty to provide your child with 

an education. 

 

The notice must inform you that you need to satisfy the local authority that you are providing an 

education at school or otherwise within a specified time period (but not less than 15 days beginning with 

the day the notice was served). 



Local authorities are responsible for prosecuting parents if they breach an SAO and also have the option 

of seeking an Education Supervision Order. 

 

 

Education Supervision Order (ESO) 

As well as or instead of prosecuting you the local authority may apply to a court for an ESO. This order 

means that a supervisor will be appointed to you to give you help and advice on getting your child back 

into education. 

 

Penalty notices 

As an alternative to prosecution, authorised local authority staff, police officers and headteachers can 

issue penalty notices to parents of children who are not attending school regularly. The penalty is £60, 

rising to £120 if not paid within 28 days. If you fail to pay a penalty fine, you will be prosecuted. 

 

Taking you to court 

The local authority may prosecute you (they don’t have to issue a penalty notice first) and this could 

result in a more severe penalty. 

You could get a fine of up to £2,500, a community order or, in extreme cases, a jail sentence of up to 

three months. If the court thinks it will help to stop your child missing school, it may also impose a 

Parenting Order. 

 

Parenting Order 

A Parenting Order is a court order which requires you to attend parenting education or support classes. 

You will also have to do whatever the court says is necessary to improve your child’s behaviour and 

attendance at school. 

  



Appendix 2- Example letter re absence-initial concern 

 

 

Dear Parents of  

 

I am writing to inform you that we work in partnership with Nottinghamshire County 

Council and the DfE to identify pupils who may have attendance or punctuality issues.  

Recently, your child’s attendance was noted as giving cause for concern as it was below 

95% since the start of the Autumn term. 

 

Pupils who are absent from school miss important information and work, and may find 

it harder to achieve their full potential. 

 

You will find enclosed a copy of your child’s registration report, which shows your child’s 

attendance level at this point in this academic year. 

 

We are constantly working to improve attendance and trust that you will keep your 

child’s absence to a minimum.  

 

If there are any difficulties which are affecting your child’s school attendance please 

do not hesitate to talk to someone in school. If absence is due to prolonged illness the 

school nursing team may be able to offer support on 01636 594809 

 

 

Thank you for your co-operation 

 

 

Yours sincerely, 

 

 

 

 

 

Donna Cobb 

Head of School 

 

 

 

 

 

 

 

 



CHRIST CHURCH INFANT & NURSERY SCHOOL 

 

Dear Parent, 

 

School attendance is a priority for schools and we closely monitor pupil attendance on a half termly 

basis.  

Our recent monitoring has highlighted that your child’s attendance is below 95% at   %. Please see 

enclosed attendance report.  

We want to work together with parents/carers to help ensure excellent attendance and punctuality for 

all pupils from an early age. The following information shows how school attendance can affect your 

child’s future progress. 

 

Above 97% 

Above 97%. Less than 6 days absence a year: Excellent attendance! Pupils 

with this attendance should achieve the best grades they can, leading to 

the best possible start in their secondary education. 

95% 

95%. Less than 10 days absence in a year: Pupils with this attendance are 

likely to achieve their target grades and will be well prepared for starting 

secondary education. 

90% 

90%. 19 days absence over the year: Pupils with this attendance are 

missing a month of school per year and may fall behind in Maths and 

Literacy; it will be difficult for them to achieve their best. 

Attendance at this level is deemed to be persistent absence -  Parents of 

pupils with this level of attendance could be issued with a Penalty Notice 

by the LA. 

85% 

85%. 29 days absence in a year: These pupils are missing 6 weeks of 

school a year, it will be very difficult for them to keep up and achieve 

their best. 

80% 
80%. Pupils with this attendance are missing a day for every week of 

school. It will be almost impossible to keep up with work. 

 

We hope you find this information helpful, if you have any queries, or would like to talk to anyone about 

your child’s attendance do not hesitate to contact me. We hope to see an improvement in your child’s 

attendance.  

 

Yours sincerely 

 

Donna Cobb 

Head of School 



 

 

 

 

 

            

 

Dear Parents,  

 

Our records show that your child’s attendance is below 90%, since the start of the Autumn Term - see 

the enclosed attendance report.  This is well below school and national targets and may result in a child 

being deemed a “persistent absentee”. To put this into perspective 90% attendance is equivalent to 

missing half a day of school each week.  

 

On-going low attendance is a factor often linked to low levels of attainment.  Many pupils have difficulty 

maintaining friendships if they have long or numerous periods of absence. 

 

We have a duty to remind you that it is a parent’s legal responsibility to ensure their child attends 

school.  Regular unauthorised absence could lead to a Penalty Notice/Fine. An unpaid fine can lead to 

prosecution – as can persistent absenteeism 

 

We wish to help your child improve his/her attendance.  If you would like to discuss your child’s 

attendance please contact me at the school and I will be happy to talk with you and if required arrange 

a meeting in school. 

 

If you are concerned re your child’s health the school nursing service may be able to support you- they 

can contacted on 01636 594809 

 

We would appreciate your support to ensure your child’s attendance now improves.  The school will 

continue to monitor the situation. 

 

Thank you for your co-operation 

 

Yours sincerely 

 

 

 

 

Donna Cobb 

Head of School 

 

 

 

 

 

 



 

 

 

 

           

 

 

Dear Parent, 

 

ATTENDANCE CONCERN 

 

Schools are legally obliged to monitor attendance and alert parents if there is a 

concern.  

 

Following a recent attendance census within school your child’s attendance over the 

Autumn was deemed to be low at    %. Attendance at this level, if maintained, means 

your child could be deemed “a persistent absentee” and you, as a parent, may be subject 

to a fine. Changes in DfE rules mean that attendance is deemed persistent if it falls 

below 90% over an academic year.   

 

If there is no improvement this can ultimately lead to a court hearing. Absence due to 

holidays in term time should of course be avoided. Obviously illness impacts on 

attendance figures and if attendance improves over the next two terms then there will 

be no further concern. 

 

Please note that at this stage I am simply alerting you to your child’s attendance and 

the negative impact it has on your child’s learning and progress in school. If there is no 

improvement I may be obliged to alert the Local Authority who are responsible for 

administering any fines and ensuring school attendance. 

 

I am sure that we will see a marked improvement- attendance should be at 96%+ over 

an academic year.  

 

If you feel there is a medical reason for absence then please do contact the school 

nursing team on 01636 594809 who may be able to support you.  

 

Please do not hesitate to speak with me if you believe the school can help in some way. 

 

Yours sincerely 

 

 

 

Donna Cobb 

Head of School 


