
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Working 
Together On 
Attendance 

http://www.alexandra-infants.org.uk/index.asp


Dear Parents and Carers  

 

This attendance booklet will provide you with a clear outline about absence procedures at 
Alexandra Infant School and how we respond to poor attendance. 

At Alexandra Infant School we continue to monitor, track and improve attendance across the 
school.  We have two attendance cups which we award to classes on a weekly basis to 
celebrate good attendance.   

The Government’s expectation for attendance is that 96.4% is satisfactory and any attendance 
below this will be deemed as unsatisfactory.  The Government also state that attendance 
below 90% is seen as persistently absent and this can be referred to the Education Welfare 
Officer. 

Good attendance at school is important for children’s learning and is directly related to 
achievement.  Persistent absence is therefore a serious problem.  Much of the work children 
miss when they are off school is never made up, leaving them at a considerable disadvantage 
to their peers.  There is clear evidence of a link between poor attendance at school, low levels 
of achievement and a negative impact on a child’s personal and social development.  

However, there will be times when absence is unavoidable and acceptable. This letter explains 
the approach we are following to manage attendance.  

 
 
Types of Absence  
 
Each absence is classed as either authorised or unauthorised.  Absences are coded as 
authorised where reasons are considered valid and unauthorised where no explanation or 
unacceptable reasons are given. Below are some examples: 

 

Acceptable Reasons Unacceptable Reasons  
 

 Illness 
 Religious Observance 
 Where SEND transport is provided but is 

unavailable. 
 Medical appointments - if not possible to 

arrange outside of the school day  

 Holidays taken in term time (including 
long weekends taken on Fridays and/or 
Mondays)  

 Parental illness  
 Birthdays 
 Care for family members  
 Days out to theme parks or to attend 

concerts/shows 
 Parents’ work commitments or business 

trips  
 Shopping visits  

 

Unauthorised absences and persistent absences can be referred to the Education Welfare 
Service.  

 



Illness and First Day Call 

If your child is unable to attend school through illness you should inform us by telephone on the 
first day of absence before 8.45am or call in in person at the Office.  It is useful to know the 
expected day of return.  If you do not supply us with this information we have a duty to contact 
you so that we may be sure of the child’s whereabouts, this is a safeguarding measure. If your 
child is absent through illness or medical appointments this will usually be counted as 
authorised.  Where we have concerns over excessive absence patterns through illness, we 
would need to discuss this with parents to gain a better understanding of the problems and to 
offer support. We may also request medical evidence of illness or appointments, especially if 
absence is persistent.  

Medical/Dental Appointments 

It is better if these can be arranged outside school hours, but we know this is not always 
possible.  Please bring your child to the office on returning from the appointment.  Please 
indicate in advance whether s/he will be returning for their midday meal. Medical and dental 
appointments count as authorised absences, but we may require supporting paperwork.  

Emergency Occasions  

There are some occasions e.g. bereavements, family problems, etc. where it may be 
inappropriate for children to attend school; we will be sympathetic to such needs and discuss 
these on an individual basis.  

Lateness  

Being late into school can be distressing for your child and disrupts the normal morning 
registration process for the whole class.  It may also cause distress and feelings of anxiety for 
your child.  Please ensure that your child arrives at school so that they are present for 
registration; this is done at 8.45 am each day.  If a child arrives after 8.45am they may be 
marked as late in the register. 

Children arriving at the school gate at 8.45am or later must be brought into school through the 
main school office entrance and signed into the late book.  A member of our Admin Team will 
ensure your child gets to class safely. 

We contact parents to raise a concern if a pattern of lateness occurs (more than 5 times in a 
half term).  A letter will be sent to parents and a meeting arranged to discuss ways of improving 
timekeeping. 

Leave of Absence: Holiday Requests  

It is not our policy to authorise holidays in term time and this is fully supported by the Local 
Committee.  The school must be informed of any planned absence in advance.  Any request 
for essential absence should be made to the school in writing (forms can be collected from the 
office) and addressed to the Head Teacher, Miss Hills.  Where authorisation is not granted then 
subsequent term time holiday absence will be reported as a matter of course to the Education 
Welfare Service; we are under a duty to do this.  Where unauthorised leave is taken, a fixed 
penalty fine may be incurred.  

 



What we are aiming for  

Expected attendance would be 96.4% for the year, with outstanding attendance at 99% or 
above. 

How time off school affects your child’s attendance 

Children should attend for 190 days (or 380 sessions) each academic year 

If your child has 1 day off school during the 
year… 

… their attendance will be 99.5% 

If your child has 2 days off school during the 
year… 

… their attendance will be 99% 

If your child has 5 days off school during the 
year… 

… their attendance will be 97.4% 

If your child has 10 days off school during the 
year… 
(2 weeks and 60 lessons) 

… their attendance will be 94.7% 
School regularly monitor attendance on a 
regular basis.  Letters will be sent home. 

If your child has 15 days off school during the 
year… 
(3 weeks and 90 lessons) 

… their attendance will be 92.1% 
School will continue to monitor attendance 
and will consult with the Education Welfare 
Officer.  Letters will be sent home. 

If your child has 20 days off school during the 
year… 
(4 weeks and 120 lessons) 

… their attendance will be 89.5%.  
This is deemed to be persistent absence and 
the Education Welfare Officer will set targets 
alongside the school with the family.  

 
We monitor attendance and half termly reports on each pupil's attendance.  At the end of 
each half term we identify all those pupils whose attendance has fallen below 90%. Parents are 
informed and we continue to monitor the pupils’ attendance on a weekly basis, hoping to see 
a pattern of unbroken weeks developing. If not, further concerns are raised.  

Some Important Facts 

 There are 190 school days each year and 175 other days for shopping trips, birthday 
treats, non-urgent appointments and holidays. 

 One day a week absence is the equivalent over a school career of 2.5 whole years of 
education missed. 

 10 days holiday leave a year is the equivalent of two whole terms of education missed. 
 15 minutes of lateness a day equals one whole year of education missed. 
 Full attendance leads to the best educational outcomes – please give your child the 

best chance and make sure they are in school every day. 
 

Our duty of care in responding to unauthorised and persistent absence  

At Alexandra Infant School, we have a duty of care to challenge poor attendance.  

We hope that this information will help you to have a clear understanding about the School’s 
expectations on attendance. 

If you have any questions about our approach to maintaining and improving attendance and 
punctuality, please don’t hesitate to get in touch.   
 

Thank you for your continued support. 
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