
  

The Local Authority, can now issue a Penalty 
Notices for truancy, and unauthorised pupil 
holidays in term time. If a pupil accumulates 
10 or more sessions (5 or more days) of 
unauthorised absence within the previous 6 
month period of a current academic year, the 
school will notify the Local Authority and a 
Penalty Notice may be issued to each parent 
for each child where that applies. 
A penalty of £60 per parent, per child will apply 
if paid within 21 days or £120 up to 28 days. If 
after 28 days the penalty has not been paid, 
legal proceedings will be taken through the 
magistrates court for the unauthorised 
absence. 
 
Does the odd day here and there really 
matter? 
 
A pupil’s absence during term time can 
seriously disrupt their continuity of learning. 
Not only do they miss the teaching provided 
on the days they are away, they are also less 
prepared for the lessons on their return as 
they have missed the earlier stages needed to 
progress with their work still further. There is a 
consequent risk of underachievement. 

 
Encouraging regular and punctual attendance 
also helps equip the children with the attitudes 
and dispositions that will enable them to be 
effective learners at Secondary School and 
reliable employees in the work place. This, in 
turn, will help maximise their chances of 
becoming successful and financially secure in 
the future. 
 
Research suggests that children who attend 
school regularly could also be at less risk of 
getting involved in antisocial behaviour or 
crime. 
 

 “Pupils who attend school on a regular basis 
and are offered access to high-quality teaching 
and learning opportunities will usually leave 
school with qualifications and access to 
greater employment opportunities. The links 
between attendance and achievement are 
strong, and high levels of attendance at school 
should be a right of each pupil.”  D.F.E. 

Help with attendance 

If at any time you have a problem with your 
child refusing to come to school then contact 
us immediately so that we can work together 
to rectify the situation.  
 
Let us remember that we are all working 
towards the same goal; high quality and 
consistent learning for the children of The 
Manor School and that maximum possible 
attendance is essential for our goal to be 
achieved. 
 
 
 
 
 
 
 
 
 
For further advice 
 
If you want any further advice on school 
attendance then you can log on to the 
government website at: 
 
http://www.direct.gov.uk/en/Parents/Schoolsle
arninganddevelopment/YourChildsWelfareAtS
chool/DG_066966 
 
or contact the Education Welfare Officer at 
County Hall (01225) 713000 
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You are amazing, loved, valued, wonderful and unique 
and God made you that way 

 

http://www.direct.gov.uk/en/Parents/Schoolslearninganddevelopment/YourChildsWelfareAtSchool/DG_066966
http://www.direct.gov.uk/en/Parents/Schoolslearninganddevelopment/YourChildsWelfareAtSchool/DG_066966
http://www.direct.gov.uk/en/Parents/Schoolslearninganddevelopment/YourChildsWelfareAtSchool/DG_066966


 

Regular school attendance is essential and 
parents, pupils, the Local Authority and school all 
have their part to play in ensuring this happens. 
This leaflet is designed to explain the legal 
position concerning attendance and the effects of 
absences on your child’s attainment. 
 

Parental responsibilities 
 
By law, all children of compulsory school age (5 to 
16) must receive a suitable full-time education. 
Parents have a legal responsibility to make sure 
this happens – either by registering them at a 
school or by making other arrangements to give 
them a suitable full-time education. Once their 
child is registered at a school, parents are legally 
responsible for making sure they attend regularly. 
 

Local Authority responsibilities 
 
It is the responsibility of the Academy to ensure 
that parents meet these responsibilities. 
Attendance enforcement is usually carried out by 
the Academy who provides an important link 
between schools and families. 
 

Head Teacher responsibilities 
 
Head Teachers are required to ensure that an 
attendance register for all pupils on the school roll 
is taken twice a day; once at the start of the 
morning session and once during the afternoon 
session. For each pupil, the register must be 
marked either as present, engaged in an approved 
educational activity away from the school site or 
absent. If the pupil is absent, the register must 
state the reason for the absence and whether or 
not the absence has been authorised by the 
school.  Head Teachers are required to tell the 
Local Authority if a pupil fails to attend regularly or 
has been absent for a period of ten sessions, 
where the absence is treated as unauthorised. 

 

Authorised absences 
Absences may be authorised for the following 
reasons: 

 Sickness* 

 Medical appointments  

 Religious observance 

 Family bereavement 

 Other exceptional circumstances (at the 

discretion of the Head Teacher). 

*Please note, in line with the LA guidance, where 
absence due to sickness is persistent, proof of a 
medical appointments / an on-going health condition, 
will be required otherwise this will then be counted as 
unauthorised. 
 

Unauthorised absences 
 

Absences where no reason is given or where the 
reasons are not from the above categories are 
classified as unauthorised. Lateness (more than 10 
minutes after the start of each session) is also classed 
as an unauthorised absence.  
 

Family holiday 
 

Holidays during term time are discouraged and where 
possible holidays should be taken during the 13 
weeks of school holidays. We recognise that it is often 
expensive to take family holidays during school 
breaks and that some parents may ask for term-time 
leave for their children. It is important that parents 
consider carefully the implications of taking their child 
out of school during term-times. 
 
Applications for absence for a holiday or an 
occasional exceptional circumstance during term time 
will be considered on an individual basis and must be 
applied for using the request for absence form 
obtained from the school office or on-line. Please ring 
or write in to request one. When handed back to 
school, the request will be considered and a written 
response returned to you.  

 

There is however no legal entitlement to have 
leave for a holiday, but Head Teachers may 
grant leave of up to 10 days only in exceptional 
circumstances* and only if: 
 

 The child’s attendance maintains 96% 
and above throughout the school year. 

 The child’s attendance history for 
previous years has attained 96%. 

 The period of absence does not include 
any internal or external examinations. 

 That no more than 10 days holiday has 
been requested in one academic year. 

 
*Examples of exceptional circumstances given 
by the D.C.S.F. are: 

 For service personnel and other 
employees who are prevented from 
taking holidays out-side of term-time if 
the holiday will have minimal disruption 
to the pupil’s education 

 When a family needs to spend time 
together to support each other during or 
after a crisis. 

Holidays which are taken for the following 
reasons should not be authorised: 

 Availability of cheap holidays 

 Availability of desired accommodation 

 Poor weather experienced in school 
holidays 

 Overlap with the beginning and end of 
term 
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Please note that the request for a 10 day family 
holiday is just that, a family holiday, and should 
not be considered as an entitlement to 10 days 
leave to be taken as and when. In fact this 
concession was only introduced during World 
War II to allow servicemen on leave, the chance 
to go on holiday with their families. It is not the 
norm for family holidays to be authorised for 
children attending The Manor School. 


