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Attendance Policy 
 
At Nantwich Primary Academy we seek to encourage good attendance by providing 
a warm welcoming and stimulating environment, where we hope children will feel 
safe and happy.  This policy aims to outline procedures regarding a child's absence 
from school.  Any problems concerned with absences will be handled in an 
appropriate and professional manner, according to the guidance set out by the Local 
Education Authority.  
 
Recording School Attendance/Absence  
 
Registers are kept in alphabetical order in class groups, (not boy/girl).  
Registers are called at the start of the morning and afternoon sessions.  
Registers open at 8.40am and any pupil arriving after 8.50am should be coded as L. 
Registers close at 9.10am. Pupils arriving after 9.10am should be coded as U. 
 
If a pupil is late or absent, parents/carers will be expected to contact the school 
either verbally or in writing.  The school will contact the parents/carers on the first 
day of a child's absence.  If there is no response, a door knock will be carried out 
where possible by the Learning Mentor and another member of staff.  This is 
recorded on a record sheet so that patterns can be monitored.  The school will seek 
to establish reasons for persistent late-coming or regular absences.  These will be 
monitored and referred to the Educational Welfare Service.  
 
Medical Appointments  
 
If a pupil is to see a doctor or dentist, etc., teachers require notification before the 
absence.  Such appointments should be arranged outside school hours unless 
special circumstances.  
 
Authorised/Unauthorised Absences  
 
We can only authorise absences for medical reasons, or exceptional family 
circumstances, such as funeral attendance.  We strongly discourage families from 
taking holidays during term time.  Parents wishing to do so, need an appointment to 
explain the reasons to the Principal.   
 
It is at the Principal's discretion whether he/she authorises absences during term 
time, but these will only be authorised for exceptional circumstances. If a holiday is 
not authorised it will be recorded as an unauthorised absence, which could result in 
a fixed penalty fine from the local authority.  
 
If teachers do not receive correspondence from parents regarding these reasons, the 
absence will be marked in registers as unauthorised.  Unauthorised absences will be 
referred to the Educational Welfare Service.   
 
A parent's letter referring to illness is not necessarily a guarantee for authorisation of 
absence.   
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Enquiries may be made to establish authenticity of a medical absence and these 
could be referred to the EWO.  
 
An information leaflet regarding term time holidays is sent out annually to parents to 
remind them that school actively discourages term time holidays. 
 
If a child has been absent for a number of days and is, therefore, behind in school 
work, it is up to the discretion of the teacher as to whether and how the child should 
catch up.  
 

 
 

 
Signed by Chair of Governors  
 
…………………………………………………………………….. 
 
Signed by Principal 
 
……………………………………………………………………. 
 
Date 
 
………………………………….. 
 

Penalties for unauthorised absence 

Timeline One child Two children 

Paid within 21 

days 

£60 per parent  £60 per child = £120 per parent 

After 21 days 
and before 28 
days 
 

£120 per parent  £120 per child = £240 per parent 

After 28 days You will be summons to 

appear before the Magistrates’ 

Court on the grounds you have 

failed to secure your child’s 

regular attendance 

You will be summons to appear before the 

Magistrates’ Court on the grounds you have 

failed to secure your children’s regular 

attendance 


