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HALFWAY NURSERY INFANT SCHOOL 

 
ATTENDANCE, PUNCTUALITY  AND TERM TIME LEAVE POLICY 

 

Aims 

 

1.  Ensure that our school maintains good standards of work and behaviour in a positive, welcoming 

environment to ensure that our pupils wish to attend regularly. 

 

2.  Create an ethos in which good attendance is the norm. 

 

3.  Raise parent and pupil awareness and responsibility for punctual and uninterrupted attendance. 

 

4.  Monitor and provide effective information on levels of attendance and punctuality. 

 

5.  Maintain an effective partnership between home and school and the Multi Agency Support Teams 

(MAST) in addressing attendance issues. 

 

6.  Demonstrate through rewards that Halfway Nursery Infant School recognises that good attendance 

and punctuality are achievements in their own right. 

 

7. Recognise and support the key role of the class teacher in promoting and monitoring good 

attendance with support from the SLT. 

 

8. Ensure that organisation and procedures exist within Halfway Nursery School to enable the aims 

of this policy to be met. 

 

 

 

Principles 

 

 

Promoting positive behaviour and excellent attendance is the responsibility of the whole school 

community. This  policy  has  been  approved  by  the  school governors  and  reflects  the  Local 

Authority’s  code  of  practice. 

  

The school will promote positive behaviour and good attendance through its use of curriculum and 

learning materials. Good attendance and behaviour by pupils will be recognised appropriately. All 

children should be at school, on time, every day the school is open, unless the reason for the absence is 

unavoidable.   

 

The attendance and behaviour policy must include procedural referral agreements that are designed to 

promote and safeguard the welfare of pupils. Schools have a duty in law to refer any absence of 10 days 

or more where they have been unable to make contact with the parent/child or have general concerns 

about the absence to the Local Authority (LA). 

 

Schools are required to take an attendance register twice a day, and this shows whether the pupil is 

present, engaged in an approved educational activity off-site, or absent. If a pupil of compulsory school 

age is absent every half-day absence from school has to be classified by the school, as either 

AUTHORISED or UNAUTHORISED. Only school can authorise the absence, not parents.  

This is why information about the cause of each absence is always required.  

 

 Authorised absences will be granted for illness, and urgent medical or dental appointments (we 



may ask to see an appointment card).  If a child is absent for more than 5 consecutive school 

days, the parent/carer must provide the school with a doctor’s sick note.     

 

 Unauthorised absences are those which the school does not consider reasonable. Again, this 

decision is made on a case by case basis and with reference to previous attendance / absence 

records.  

            Examples of unauthorised absence could include: 

 Birthdays 

 Forgetting school term dates 

 Oversleeping 

 A family member being ill or visiting relatives 

 Day trips or family outings 

 Problems with uniform/clothing 

 Unapproved Holidays  

 Waiting on a delivery 

 Going shopping or for a hair cut 

 

 

Any problems that arise with attendance are best resolved between the school, the parents and the child. 

If a child is reluctant to attend, it is never better to cover up their absence or to give in to pressure to 

excuse them from attending. This gives the impression that attendance does not matter and may make 

things worse. Permitting absence from school without a good reason is an offence by the parent.  

 

 

Why Does Attendance Matter? 

 

 

Attending school on a regular basis is the key to your child doing well at school and will set them up 

with good habits for later life and the working world. It will also give your child the opportunity to: 

 Make lots of friends and feel included 

 Learn new things and develop many skills 

 Increase his/her confidence and self esteem 

 Improve his/her social skills 

 Achieve their potential and fulfil their aspirations 

 

95% and above is good attendance. Any figure below this requires some improvement. Please see 

diagram below: 

 



 
 

 

An Example: 

 

 



Our School Procedures 
 

The school applies the following procedures in deciding how to deal with individual absences: 

 

Absence and Appointments 

 

If  a  child  is  absent  from  school  their  parents  or  carers  should  contact  school  before  9.30 a.m.  

with an  explanation  of  absence. This may be done via telephone, personal visit or written message. 

If no message is forthcoming by 9.30 a.m., school will contact home. 

 

If the child has an urgent medical or dental appointment then parents/carers should inform the school 

office as soon as possible and be issued with an absence pass. You may be asked to provide 

confirmation of such appointments e.g. Hospital letters. 

 

 

Late Arrival / Punctuality 

 

School starts at 8:55 a.m. Children arriving between then and 9:15a.m.will be recorded as late. Children 

arriving after 9:15 a.m. are recorded as late after the register has closed—this becomes an unauthorised 

absence. Lates are monitored by both the Headteacher and the Governing Body.  Persistent lateness to 

school is treated seriously and families will be contacted personally. All late children must be 

signed in at the office and NOT taken directly to class. Parents/carers should complete the late 

book with an explanation for their lateness. This is part of our Health and Safety Procedures. 
 

Term Time Leave / Holidays 

 

Family holidays should take place during the school holiday dates. These are published a 

year in advance.  

 

During 2013, the Department for Education (DfE) issued amendments to the regulations concerning 

school attendance and taking of holidays during school term times. The full details of these amendments 

can be found on the DfE website – www.education.gov.uk.  All schools must comply with these 

regulations. 

 

Headteachers are no longer permitted to authorise holidays/term time leave unless there are ‘exceptional 

circumstances’. This includes holidays that have already been booked.  Our family of schools has 

agreed that any unauthorised holidays/term time leave taken which spans 5 or more consecutive days 

will be subject to a fixed penalty notice of £60 (if paid before 21 days), and £120 (if paid between 21 

and 28 days). This is in line with Sheffield Local Authority’s policy on term time leave.  All 

holiday/term time leave requests need to be made in writing using the school’s leave of absence request 

form (Appendix 1) available from the school website or office.  These must be submitted 20 days 

before the start of the planned holiday.  

 

Exceptional circumstances are defined by DfE as ‘unique or one-off events’.  They might include 

family emergencies, a sudden change in circumstances or a once-in-a lifetime opportunity.  Visits from 

family members and opportunities for discounted holidays are not allowable as exceptional 

circumstances.  Also, in making any decision, the headteacher will also take into account other factors 

such as the duration of the absence, a student’s attendance record, the student’s progress in school, 

whether parents/carers have considered limiting the amount of time the child would be absent, and the 

time of year during which the absence is sought.   

 

 

 

 

http://www.education.gov.uk/


Family Emergency – where no leave has been requested 

 

There may be family emergencies where it has not been possible for a parent/carer to make a request for 

exception term time leave.  Whilst such emergency situations are often difficult, parents/carers are still 

required to contact the school at the earliest opportunity and submit a written request for exceptional 

term time leave.  The written request can be made on behalf of the parent/carer by someone nominated 

by him/her.  The request must include a specific leave period including a return date. 

 

Persistent Absence 

 

When an individual pupil’s attendance level falls below 85% in any term without good reason, a referral 

to the Senior Attendance Officer will be made by the school. Following investigation any unresolved 

issues could result in the parent receiving a Penalty Notice or ultimately a prosecution under the 

Education Act 1996 s.444. Information  for  parents  regarding  Education  Penalty  Notices  is  to  be  

found  in  appendix 3. 

 

Information about individual school targets, projects and special initiatives 

 

At Halfway Nursery Infant School, weekly attendance is treated in a positive manner.  There are 

reward systems for the class with the highest attendance.  For example a whole school attendance race 

is on display in the hall, and the class with the best attendance that week wins the ‘star attendance 

trophy’ and gets to look after the school pet – ‘Ralph the Hamster’. This is presented every Monday in 

assembly and the name of the winning class published in the school newsletter to inform parents.  The 

class that wins each termly attendance race also receives a class prize e.g. writing boxes, construction 

toys, role play equipment. 

 

Each term, individual children’s attendance is recorded.  Children receive special certificates. Children 

with attendance above our school target of 96.2% receive an ‘Amazing Attendance’ award and children 

with 100% attendance that term receive a special ‘100% certificate’. 

Any child with 100% attendance at the end of a school year will receive a special prize e.g. book 

vouchers from the Headteacher. 

 

Every half term the school also issues letters to parents informing them of their child’s attendance figure 

using a traffic light system.  

Green letters are issued for attendance at or above 95% 

Orange letters are issued for attendance between 90% and 94.9% 

Red letters are issued for attendance below 90% 

 

Responsibilities 

 

Registers are a legal document and should therefore be completed with care and accuracy. 

 

Class Teacher: 
 

•  Registers are to be marked at the beginning of the morning and afternoon sessions (8.55.a.m. and 

1.00 p.m. for the whole school) 

 

•  Registers are to be formally closed at 9.05.a.m. and 1.05 p.m. 

 

•  Children who arrive late for school must report to the School Office and their names entered into 

the Late Book. 

 

•  Children who arrive late for school twice or more in any one week, without good reason, will be 

dealt with by the Headteacher, usually verbally with parents, or written if more persistent. 



Headteacher: 
 

•  To implement, update and review the Attendance Policy annually. 

 

•  To communicate information relating to attendance issues to Governors and parents. 

 

•  To complete statutory returns to the DfE and the LA. 

 

•  To monitor the completion of registers by staff and to offer advice and support if needed. 

 

•  To follow up concerns over poor attendance with pupils, parents and the Senior Attendance 

Officer in MAST. 

 

•  To support staff in monitoring and dealing with problems arising. 

 

•  To support families and individual children where attendance is creating difficulties. 

 

•  To monitor and take appropriate action where necessary with regard to pupil punctuality. 

 

•  With SLT to monitor attendance with relation to the LA and National figures. 

 

•  With SLT to ensure, through classroom observations, that the curriculum meets the needs of all 

pupils in order that they do not become disaffected. 

 

•  To provide parents with information about their child’s attendance. 

 

 

Senior Attendance Officer 

 

Communications  relating  to  absence  from  school  should  be  to  the  School  Office  where  the  

school  secretary  will  record  reasons  for  absence. The  school  secretary  will  inform  

the Headteacher  of  any  unusual  absences  or  persistent  lateness. The Headteacher  will  then  decide 

on  a  course  of  action  which  would  normally  begin  with  parental  contact  but  may  result  in  

contacting  the Senior Attendance Officer. Any  requests  for  special  absence should  be  made  

directly  to  the  Headteacher. 

 

School  staff  are  encouraged  to  be  aware  of  and  report  to  the Headteacher,  any  patterns  of  

absence which  may  link  to  behaviour  issues  in  school and,  if  known, at  home. 

 

Summary 

 

The school has a legal duty to publish its absence figures to parents and to promote attendance. Equally, 

parents have a duty to make sure that their children attend. School staff are committed to working with 

parents as the best way to ensure as high a level of attendance as possible. 

 

The Headteacher, or staff  delegated  by  him / her  will  be  responsible  for analysis  of  attendance  

data  and  for  the  administration of  procedures  deemed  necessary following any  unusual  trends in 

attendance. If  possible  data  should  be  used  in  a  positive  way  to  help  form  class  or  whole  

school  targets. Wherever possible positive action will be taken by the school to improve a pupil’s 

attendance and investigate and address any underlying cause of problems before considering whether to 

make a referral to Local Authority.  

 

 



 

Name:      

 

Form  

or class: 

 

Year:  

 

Siblings in this or other schools (name, 

dob): 

 

________________________   

_____________ 

 

________________________   

_____________ 

 

________________________   

_____________ 

 

Name and address of Parents or Carers: 

_______________________________________ 

_______________________________________ 

_______________________________________ 

_______________________________________ 

 

Telephone number: 

_______________________________________ 

 

Mobile number: 

_______________________________________ 

 

Email: 

_______________________________________ 

 

Requested dates of absence from and to (inclusive): 

 

From:_________________      to:____________________ 

 

Outline the exceptional circumstances that require your request for leave of absence during term 

time 

 

 

 

 

 

What steps have you taken to minimise the impact of the leave on your child’s learning?  

 

 

 

 

Emergency Contact Details (UK and Abroad)- name, telephone number & relationship. 

 

 

UK:  

 

Abroad:  

 

 I confirm that the information on this form is true 

 I agree to keep the school informed of any changes to my travel arrangements or if my child 

is unable to return to school on to due date 

 I am aware that if my child does not return to school by the date provided that he/she may 

lose their place at this school 

 I am aware that I may be fined and/or prosecuted for any time which my child is absent from 

school that has not been authorised by the Headteacher.  

Signed by parent/carer 

 

Print name & relationship to 

child 

Date 

 

 



Appendix 1 : Leave of absence request form



 

Appendix 2 

 

LA Parents Leaflet – Penalty Notices  

Education Penalty Notices 

 

Information for Parents 
 

Parents have a legal duty to make sure that their children go to school regularly.  The 

local authority can now issue Penalty Notices if a parent fails to make sure that their 

children receive the education they deserve.  This leaflet tells you about these notices. 

 

School Attendance and the Law 

 

Any absence from school is a cause for concern. Only by attending every day will your 

child have the best chance to get the most from their education. 

 

The Headteacher, alongside the Chair of Governors at your child’s school must decide 

whether  to authorise an absence.  That is to agree that there was a legitimate reason for 

your child not to be in school. 

 

There are only four legitimate reasons for absence: 

 

 Religious observance 

 Illness of the child (evidence of a doctor’s note or prescription will be requested by 

the school for absences of one week or more) 

 The death of a close family member 

 An urgent medical or dental appointment 

 

The LA can take legal action against you if you fail to make sure that you children 

go to school regularly and there is no legitimate reason for the absence. This action 

might take one of two forms: 

 

 The issuing of a Penalty Notice 

  Prosecution in the local Magistrates Court 

 

This information is about Penalty Notices and how the LA will issue them. 

What they are:  Penalty Notices are fines, issued by Sheffield City Council, for a child’s 

unauthorised absence from school.   

 

The service will always consider legal action when there is no legitimate reason for 

absence. 

How they will be issued:   Notices will be issued by post.  They will not be issued during 

a Truancy Sweep or as part of a meeting with parents. 

 

The LA will not take legal action if previously poor attendance is now improving. Instead 

they will monitor the case and support the pupil. If attendance does not improve, or if 

absences begin to increase the Senior Attendance Officer will re-assess the case to see if 

legal action is needed. 



 

 

 

Penalty Notices 

 

What they mean: 

 

Parents who are subject to a penalty notice have 3 choices: 

 

 Pay the fine early, before 21 days, and it is £60 

 

 Pay after 21 days but within 28 days and the fine is £120. 

 

 Don’t pay the fine.  In this case the Notice will be withdrawn and Magistrates 

Court proceedings will start.  This could result in a fine of up to £1000 for each 

child whose attendance is causing concern and for each parent involved in the 

prosecution. 

 

Further information 
 

If you would like further information about Penalty Notices please contact your district 

Education Welfare Team: 

 

If you have concerns about your child’s education you should, initially, discuss these 

with school. 

 

  



 

 




