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Rationale 
 

• Regular attendance and punctuality are important if children are to take part fully in the 
life of the school and to take advantage of all the learning opportunities offered by the 
school. 

• We recognise that attending school regularly and punctually is vital to the educational 
process and encourages a good pattern of work.  

• We also recognise that most pupils are transported from a wide area around Bristol and 
the region and that traffic and road conditions will have an impact on punctuality at 
times.   

• We recognise too that some pupils are reliant on a bus group and at times this will have 
an effect that is not of their making.  

• Many pupils have additional medical appointments that will affect attendance.  

• We recognise that pupils have sensory issues and some have additional needs and this 
can have an impact on punctuality. 

 
There are new rules about absence: 
 

The Secretary of State for Education has removed the discretion of the Headteacher to grant 
up to ten days leave in term time for holidays.  Henceforth, all holidays will be marked as 
unauthorised and parents could be subject to a fine of up to £60 if paid in 21 days or £120 if 
paid in 28 days. 
Parents are still allowed to take their children out of school for ‘exceptional circumstances’ 
such as weddings, overseas funerals and other family events which are not deemed as 
‘holidays’ at the discretion of the Headteacher. 
 
 
Purposes 
 

• To encourage good attendance and discourage lateness and support pupils to be ready 
for the minibus/taxi pick up in the morning.  

• To monitor patterns of absence and take actions to seek improvement if appropriate.  

• To identify unauthorised absence and take appropriate action.  

• To establish a common school procedure for filling in registers.  

• To differentiate between authorised and unauthorised absence.   
 
 
Success Criteria 
 

• A low level of unauthorised absence is maintained and will be below LA average.  

• All registers are completed correctly and promptly.      

• Pupils who are in dual placements will inform each other when there has been absence, 
to ensure that the lead school has a full picture of attendance.   

• Parents/carers are made aware of their responsibilities for attendance and punctuality 
and are involved in the discussion if the attendance and punctuality cause concern. 

• The Education Welfare Officer continues to be satisfied by the efforts made by the 
school to maintain high levels of attendance. 

 
 
 



  

 

Rights and Responsibilities 
 

Parents: 
 

• Are responsible for making sure that their child is ready for transport or attends school, 
punctually and regularly.  Transport guides are advised to wait just five minutes for 
children to come out to the taxis.  Parents must understand that the transport will leave 
after that time as they have other children to collect and they need to arrive at school by 
8:45am. 

• Must inform school on the first day of absence the reason for that absence either by 
phone, letter or email or in person. Parents must contact school before 9:00am every 
additional day that their child is off sick so that we can account for that child every day.   

• Absence due to an infective illness is understood and school will ensure that ‘The 48 
hour’ rule for stomach bugs, involving diarrhoea and vomiting is adhered to, to avoid 
infection spreading. Highly infectious conditions such as impetigo and eye infections are 
an important reason to keep a child at home. 

• Must make an agreement with the school in advance for any absence they wish to have 
authorised e.g. medical appointments, respite during term time.  

• Should make every effort to ensure their child’s full attendance, including not taking 
holidays during term time. This is in line with all their siblings’ mainstream schools. 

• Should not expect school to automatically agree to requests for absence.  
 
 

School: 
 

• Has a responsibility to support attendance and examine problems that may lead to non-
attendance.  To do this we keep an electronic register of attendance via SIMS at the start 
of every morning and afternoon session. Care must be taken to record information 
accurately. 

• Will decide whether reasons for absence given by parents or carers are authorised or 
unauthorised – only the school can authorise absence. 

• Will encourage good attendance involving the pupils during curriculum and assembly 
time. 

• Monitor data to identify patterns of attendance and act accordingly and investigate all 
absenteeism. 

• Will publish holiday dates and in-service dates as far in advance as possible on the 
school website and in newsletters home. 

• Will ensure parents are informed of their responsibilities. 

• Will work closely with parents and carers of pupils with severe medical needs to 
promote as consistent a pattern of attendance as is possible, with support from relevant 
health professionals. 

• Has a flexible approach to attendance where a pupils returns to school after a prolonged 
illness to facilitate an appropriate re-integration period. 

• Will notify parents directly if attendance gives cause for concern.  

• Will work closely with the schools Education Welfare Officer. 

• Will issue a penalty notice, in line with Bristol City Council policy, where unauthorised 
absence is becoming a problem and there are 8 or more unauthorised absences in a ten-
week period. 

 



  

 

Education Welfare Service: 
 

• Will provide an Education Welfare Officer (EWO) to meet regularly with Headteacher to 
monitor levels of attendance and discuss individual pupils. 

• Will give staff advice and guidance on completion of registers. 

• Will help the school determine effective procedures for promoting good attendance and 
dealing with unacceptable levels of absence. 

• Will take legal action against parents where they fail to ensure the regular attendance of 
their children at school. 

 
 
Late Arrival / Early Departure 
 

• A child arriving late or leaving early may seriously disrupt not only his/her learning but 
that of other children.  

• Late arrivals or early departures will be monitored by the school administrators in the 
first instance, and any concerns will be raised with teachers/tutors and then the 
Headteacher. 

• If a child arrives at Primary between 9.00am and 9.15am, or between 1.15pm and 
1.20pm; or at Secondary between 8.50am and 9.10am, or between 1.30pm and 1.35pm, 
an ‘L’ code will be used. It is appreciated that transport issues may arise and the child 
cannot be blamed.  

• Parents cannot be held responsible if the transport is delayed but a late mark aids the 
collecting of the data with which to make transport change recommendations. We 
record any lateness after 9:15am as a ‘U’ in accordance with BCC guidelines, however, 
we appreciate this could be due to transport issues and will be acknowledged and notes 
added at the end of year report. 

 
 
Unauthorised absence 
 

An unauthorised absence is for example, shopping trips, unauthorised leave of absence for 
holidays, where the school (Headteacher) feels a child is being kept home without good 
reason or where a child is late and the parent/carer fails to provide an acceptable 
explanation, or if they are later than 9.15am or 1.15pm at Primary, or 9.20am and 1.45pm at 
Secondary. This will be recorded and monitored, by the Administrators, and, where a 
pattern emerges or concern arises, parents/carers and EWO will be informed. 
 
 
Absence Requests 
 

• Parents/carers should take note that there is no automatic right to absence leave for 
pupils in term time.  We understand that some parents have no choice about when to 
take holidays.  However, the law requires attendance at school and many parents are 
not aware that it is not a parental right to take a child out of school during term time. 

• There are 13 weeks of the year in which the school is closed. 

• No holiday absence will be authorised unless in exceptional circumstances. If leave is 
given it will count as ‘authorised’ absence (C on register).  If the absence is unauthorised 
i.e. not agreed by the Headteacher, (G on register).  More than eight days unauthorised 



  

 

absence in the previous ten week period may lead to a penalty notice. These may be 
issued by the LA if these guidelines are not adhered to. 

• In exceptional circumstances the parents /carers can fill out an absence request form 
(appendix A) and send it to the Headteacher requesting leave. The Head teacher will 
carefully explore with parents/carers why such leave of absence is necessary.  Where 
such leave is sanctioned it constitutes authorised absence. 

• Holiday cannot be authorised retrospectively and the form must be handed in at least 
two weeks in advance of the holiday dates to be considered. 

• The school will take into account: 
 

1.  The pupil’s age and stage of education. 
2. The timing of the absence. 
3. The nature of the absence. 
4. The overall attendance pattern of the pupil. 
5. The progress of the pupil. 
   
 

Promoting Attendance 
 

We want to balance the carrot and the stick!  It is important that we encourage best 
possible school attendance and a resilient and resourceful attitude to life and work. 
 

• Good attendance is viewed as essential for all pupils. An attendance certificate is 
presented to those children who have at least 95% attendance and meet other agreed 
criteria.  

• We will make a fair judgement about a pupil’s medical absence due to his/her disability 
and ensure that we do not penalise a child for absence he/she could not help. For 
example, we may discount the sickness absence due to the child’s disability and award a 
good attendance certificate for the rest of the time in school.  It is important to reward a 
child with a certificate for good attendance regardless of authorised absence, if it is due 
to his/her disability. 

 
 
Working with Parents 
 

• All children with a cumulative attendance of 90% or less will be discussed at termly 
attendance meeting. 

• Absences to be reported to parents as both a percentage and number of days/sessions 
missed.  

• Parents/ carers must inform school by 9.00 am if a child is absent from school.  

• If there are concerns about a child’s continued absence then parents will be asked to get 
medical evidence from a doctor to authorise continued absence.  This may take the form 
of appointment cards, prescriptions, GP/hospital/nurse note or letter. 

• If a pupil is sent home due to illness in the morning the absence is marked for the 
afternoon session only. 

 
 
Medical Appointments 
 

While we appreciate that appointments have to be taken when they are on offer, 
parents/carers are encouraged to make them after school or during the school holidays. If it 



  

 

is not possible an appointment should be made so that the child misses as little school as 
possible and preferably at end of school day. 
School requests that a simple proforma be completed as evidence for recording purposes.   
 
 
Inclusion 
 

Elmfield School for Deaf Children aims to be responsive to all aspects of diversity and to 
increase the learning and participation of all pupils within the school and its locality.  We are 
developing inclusive values/ Core Learning Skills which are shared between all staff, pupils, 
governors, parents/ carers and the wider community, in a secure, accepting, collaborative 
and stimulating environment.  Everyone is valued and diversity is seen as a rich resource to 
enhance and support the learning of all. 
 
All children experience education and socialisation within both specialist and mainstream 
settings throughout their schooling. 
 
All children will be given opportunities within lessons and through extra-curricular activities 
to use and develop their gifts and talents. 
 
 
Equal Opportunities 
 

All members of the school community should be aware that every individual has a right to 
be considered of equal value and be given equal opportunities regardless of: 
  

• Ethnicity 

• Gender (including transgender) 

• Social background 

• Disability status 

• HIV/ AIDS 

• Religion and belief 

• Age 

• Marital status 

• Nationality/ citizenship 

• Sexual orientation 
 

In the context of the school we feel the most appropriate definition is that: Equal 
Opportunity is the right of everyone to equal chances. Each individual is respected for who 
they are, free from discrimination. 
 
 
Health and Safety 
 

Elmfield School for Deaf Children follows LA advice.  This is outlined in the school’s 
Safeguarding and Health and Safety document.  School staff are responsible for checking 
that there are no obvious breaches in Health and Safety and safeguarding remains a priority 
in school. 
 
 



  

 

Conclusion 
 

During the school year we wish to encourage the highest possible individual attendance rate 
and view this procedure as a necessary and important objective. 
 
We have developed this policy during a review and in discussions with the Education 
Welfare Officer, staff and Parents’ Forum, pupils’ school learning council where views and 
issues were raised freely.  
 


