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1  Rationale 
 
1.1 We value our time at school and strive to provide the very best of experiences for our children.  The effects 

of absence are numerous, often resulting in slower progress and a period of unsettled behaviour on the 
child’s return to school.  We need parents, staff and children to understand that a high level of attendance 
and punctuality are important to the individual and the school as a whole and that these are very important 
life skills which need to be developed from an early age. 

1.2 Children spend only 190 days a year in school, leaving 175 days for leisure.  This equates to approximately 
20% of their waking hours being spent in lessons each year (based on 12 hours sleep per night). 

1.3 If a child is absent for 1 day per week from Reception to Year 11, this means they have effectively missed 
two years schooling.  Even half a day per week absence average is likely to lead to the child attaining a full 
grade lower at GCSE level. 

1.4 Our core purpose is to develop the whole child so that they are ready to meet the challenges of secondary 
school.  To this end, our policy is consistent with that of the local schools, both primary and secondary. 

 
2  Aims 
 
2.1  To ensure that children attend school regularly and arrive punctually in order to make the very best of the 

many opportunities offered to them at Quainton CE Combined School. 
2.2 To ensure that children develop skills and dispositions which will help them to make a positive contribution 

to society and to be successful. 
 
3  Objectives 
 
3.1  To provide a clear and concise policy for parents, staff and children 
3.2 To ensure that all parties understand the importance of a high level of attendance and punctuality 
3.3 To ensure that all parties understand their responsibilities and the possible consequences of poor 

attendance and punctuality 
 
 
4 Attendance 
 
4.1  Pupils are expected to attend school every day and to be punctual, arriving at school for registration at 

0855am and 03.15pm.  
4.2 Absence is only acceptable on account of illness, emergency medical treatment or an exceptional 

circumstance as set out in the statutory guidance. It is not acceptable for reasons such as shopping, caring 
for other family members or missing the bus to school etc. 

4.3 Children are expected to attend school even if they are not participating in a school visit or are withdrawn 
from a lesson at the request of the parent and agreement of the Headteacher. 

4.4 Parents may not authorise absence.  The Headteacher will decide whether absence is to be authorised or 
not.  Medical evidence may be required in cases of high absence to justify an authorisation. 

4.5 Attendance which is not authorised by the Headteacher will be deemed to be unauthorised.  This will be 
recorded on the child’s attendance certificate and End of Year Report.  Reports will be passed to the next 
school when the child transfers 

4.6 Late arrival for school will be recorded in the register, which will be monitored regularly throughout the year.  
This will be recorded on the child’s attendance certificate and will be challenged as appropriate. 
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4.7 Whilst all requests for leave of absence will be considered they may not all be authorised.  In particular, 
leave of absence for the purposes of a family holiday will not normally be granted and relevant guidance will 
be used to inform decisions: 

  
Guidance states that schools may agree “holiday leave” in two exceptional circumstances.  These are:  
1. For service personnel and other employees who are prevented from taking holidays outside term-time.  
2. When a family need to spend time together to support each other during or after a crisis. 
 
In either of the two cases, authorisation will not be given if the absence is deemed to adversely affect the 
child’s progress in school. 
 
Holidays which are taken for the following reasons are not authorised:  

 Availability of cheap flights  

 Availability of the desired accommodation  

 Poor weather experienced in school holiday periods  

 Overlap with beginning or end of term.  
 
 
5 Responsibilities 
 
5.1 Parents are legally responsible for ensuring that children attend school regularly and arrive punctually.  If 

deemed unwell, parents must contact the school to inform them of the reason for absence on the first day 
and each subsequent day of absence.  A written explanation from the parent must always be provided on 
the child’s return to school.  Absence for any other reason should be agreed with the Headteacher in 
advance. 

5.2 The child is responsible for ensuring that they, as far as is reasonable, are prepared and ready for the 
beginning of the school day and assist parents in their punctual arrival at school 

5.3 The Class Teacher is responsible for ensuring that registers are taken at the agreed time and that they are 
completed as per statutory guidelines and school policy.  Where absence is of concern - number of days or 
a pattern - Class Teachers will discuss attendance with parents and the Headteacher (See Registration 
Procedure for further guidance on the process of registration). 

5.4 Key Stage Leaders will monitor attendance of children within their Key Stage and discuss attendance 
issues with parents as necessary. 

5.5 The Headteacher will monitor attendance of children throughout the school and will discuss attendance 
issues with parents and the Education Welfare Officer as appropriate.  The Headteacher will consider all 
written requests for absence received from parents on an individual basis (national and local guidance will 
be used to inform any decision made). 

 
 
 


