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Introduction  

Goldfinch Primary recognises that all pupils have the right to access full time education.  A 

good education helps to give children the best possible start in life. Regular attendance is 

essential to enable children to take part in all the opportunities available and to develop 

their full potential.   We are committed to working in partnership with our parents/carers 

who are responsible for ensuring their children access education. 

 

Absence 

Parents/carers have a legal duty to make sure that their children attend school on a 

regular and full-time basis. Under normal circumstances, the only reason a child should miss 

school is if they are too ill to attend.  

 

Unauthorised absences are those, which the school does not consider reasonable and for 

which no permission has been given, e.g. pupil’s birthday, having the day off to 

accompany a parent to a medical appointment, shopping for uniform.  This also includes 

keeping children away from school unnecessarily, truancy and absences which the school 

considers to have not been properly explained.  

 

Punctuality 

Likewise, children are expected to arrive at the school on time, to ensure they do not miss 

out on their learning.   

● Our school gates open at 8.55am 

● Children may enter the school building from 8.55 am 

● School starts at 8.55 am and children arriving after this time will be recorded as late 

● School finishes at 3.30 pm. 

 

Pupils who are continually late after the close of registration will either be referred to the 

Attendance Officer or Education Welfare Officer (EWO).  Parents could be issued with a 

Penalty Notice (A fine of £60 rising to £120 if not paid within 21 days) if their children are 

regularly late.   

 

 

 

 

Reporting Absence and ‘First Day’ contact 

Parents are expected to telephone the school and leave a message on the absence line 

on the first day of absence before 9.00 am.  Parents are expected to continue to contact 

the school each day of your child’s absence.  

If a child is absent for more than 3 consecutive days, written evidence must be sent into the 

school - this can be a doctor’s certificate, GP/medical appointment card, text message 
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from GP, a written explanation from the parent, a copy of prescription, hospital letter or a 

note from the GP.   

 

Medical/Hospital Appointments 

Parents and carers must try and ensure 

where possible that any non-urgent 

medical appointments are made after 

school or during the school holiday 

period. Should a child have an urgent 

medical appointment during a morning 

or afternoon session, the expectation is they will be returned to school following the 

appointment and not be taken out of school for the whole day. Your child will be marked 

as unauthorised for the session if they do not return to school and no explanation is given. 

An appointment card will need to be shown to the Attendance Officer in order for the 

absence to be authorised in the first instance.  

 

Rewards and Incentives 

Whilst we recognise that good attendance and punctuality is an ‘expectation’, the school 

operates a programme of rewards and incentives to help motivate and encourage the 

children.  This includes:

● Half termly Class Awards ● Termly Best Attendance certificates

 

Persistent and poor attendance 

Attendance & Family Workers have the major responsibility for identifying persistent poor 

attendance and punctuality. The Attendance Officer/EWO will also analyse attendance 

data and look for patterns of absence and poor punctuality.  

Where there is either poor or a pattern of absence, the Attendance Officer, Family Worker 

and EWO may request a meeting to discuss the reasons for this.  Where there are serious 

concerns, an Attendance Improvement Plan may be implemented. 

 

Exceptional Leave of Absence 

The Education (Pupil Registration) (England) (Amendment) Regulations 2013 to the 

Education (Pupil Registration) (England) Regulations 2006 states that the Headteacher may 

not authorise any leave of absence during term time (i.e. a holiday during term time) unless 

there are exceptional circumstances.  Exceptional circumstances may include for 

example, a religious event.  It is not the right of the parent to take children away during 

term time. 

 

The Attendance Officer works with the Head Teacher in overseeing any such requests from 

parents. If the school does not agree to the request then the absence will be recorded as 

unauthorised. If the leave of absence involves any travel arrangement, these must not be 
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booked until permission is granted by the Head Teacher. The leave of absence application 

form is available from Ms Walters who passes the request to the Head Teacher along with the 

attendance certificate and any other relevant information. The Head Teacher will consider 

the request taking into account: 

● The time of the year regards any public or internal examinations 

● Attendance and punctuality in the current and previous academic year 

● The nature of the request and whether any other requests have been made 

 

A copy of our full attendance policy can be found on our website. 


