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Priory School, South Malling CE Primary, Southover CE 
Primary, St. Pancras RC Primary, Western Road Primary, 
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Please note that this policy contains key information for parents/carers 
about pupil attendance. The full Pupil Attendance Policy for each school 
should also be referred to.  
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This policy has been agreed by all the schools in the Lewes District and reflects the vision and aims of 
those schools:  

• Encouraging staff, parents and children to maximise the learning experience in order that all 
children reach their full potential. 

• Providing clear procedures for involving parents relating to school attendance. 
 
Principles 
Regular and punctual attendance is of paramount importance in ensuring that all children have full 
access to the curriculum. Valuable learning time is lost when children are absent or late. 
 
Children should be at school, on time, every day the school is open, unless the reason for the absence 
is unavoidable.  Permitting absence from school without a good reason is an offence by the parent. 
 
Children are sometimes reluctant to attend school. Any problems with regular attendance are best 
resolved between the school, parents/carers and the child.   
 
Every half-day absence has to be classified by the school, (not by the parents/carers), as either 
AUTHORISED or UNAUTHORISED. This is why information about the cause of each absence is always 
required, preferably in writing.  
 
Authorised absences are mornings or afternoons away from school for a reason such as genuine 
illness or other unavoidable cause.  
 
Unauthorised absences are those which the school does not consider reasonable and for which no 
“leave" has been given. This includes:  

❖ parents keeping children off school unnecessarily  
❖ truancy before or during the school day  
❖ absences which have never been properly explained  
❖ children who arrive at school too late to get a mark 

 
Parents/Carers are expected to contact school at an early stage and to work with the staff in resolving 
any problems together.  If difficulties cannot be sorted out in this way, the school may seek external 
support from eternal agencies such as East Sussex Behaviour and Attendance Service (ESBAS) to 
support in improving attendance for an individual child or a school. 
 
The ESBAS Practitioner will also try to resolve the situation by agreement but, if other ways of trying 
to improve the child’s attendance have failed, these Officers can use Legal Interventions. 
 
Daily attendance 
By law, all schools are required to keep an attendance register, and all pupils must be placed on this 
register. Registers are taken twice each day, at the start of the morning session and during the 
afternoon session.  
 

Pupils must arrive at school by 8.30am on each school day.   

Lateness and punctuality   
It is important to be on time at the start of the day. The start of school/lessons is used to give out 
instructions or organise work. If your child is late, valuable time can be missed. 
Pupils arriving late after the close of the register (after 8.30am when gates are locked) must sign in at 
the late desk or in the pastoral office to be registered.  A reason for late arrival must be given which 
will be logged for reference. 
 

Reporting an absence 
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If your child is absent you must: 
Contact the school on 01273 476231 by 8.30 am on the first day of absence. Notify school each day 
that your child remains absent. 
If your child is absent and we have not heard from you by 8.30am we will telephone you on each day of 
absence – this is because we have a duty to ensure your child’s safety as well as their regular school 
attendance. 
The decision whether to authorise an absence will always rest with the school.  
 
Medical and dental appointments   
We ask that where possible, medical and routine dental appointment are arranged outside of school 
hours. Where this is not possible, the pupil should be out of school for the minimum amount of time 
necessary. Advance written notice and a copy of the appointment card is required for authorising these 
absences. 
 
How do I request an absence? 
Parents requesting removal from learning should complete a ‘Withdrawal from Learning Application’ 
form available from the school office or the school website. This should be returned at least 14 days 
before the proposed absence if possible. The outcome of this request will be notified to parents within 
5 days of application. 
The school considers each application for term time absence individually, considering the specific facts, 
circumstances and relevant context behind the request. A leave of absence is granted entirely at the 
Head teacher’s discretion.   

The school will follow ESCC’s Code of Conduct (Sept 2016) and unauthorised absences may result in a 
request from the school to East Sussex to issue penalties to parents. 
Exceptional or unavoidable circumstances do not include:  

• the availability of cheap holidays 

• a holiday paid for, or booked, by someone else 

• an overlap with beginning/end of term dates 

• a mix-up in term dates 

• birthdays, relatives visiting, trips to festivals (this list is not exhaustive). 
 
School Attendance Target 
The school has an attendance target of 96% for all children. 
 
Persons directly responsible for attendance matters: 
Deputy Head teacher: Karen Clinton, Attendance Officer: Nicola Austin 
 
Summary 
The school has a legal duty to publish its absence figures to parents and to promote attendance. 
Equally, parents have a duty to make sure that their children attend. School staff are committed to 
working with parents as the best way to ensure as high a level of attendance as possible. 


