
Fiveways School Attendance Policy 2020 

 

 

1. Purpose of this policy. 

 To achieve increased clarity about aims and procedures relating to the 
attendance and absence of pupils at Fiveways School. 

 To remind all concerned about their relevant responsibilities. 

 

2. Philosophies and values of the governing body. 

 For the school to work in partnership with parents to secure regular and 
sensible patterns of attendance, thereby enabling pupils to derive maximum 
benefit from their education at Fiveways School. 

 Regular attendance is vital to ensure that pupils maximise opportunities for 
continuity and progress. The School should seek to maximise attendance 
rates. Irregular attendance undermines the educational process and leads to 
educational disadvantage. 

 It is equally vital that pupils attending the school are fit to attend. We recognise 
that due to the nature of our population, decisions concerning the health of a 
child may sometimes prove difficult. However, it is important that pupils 
attending are in good health, in order that they fully benefit from all learning 
opportunities on offer. This will help to ensure the good health of other children 
and staff. 

 To work collaboratively with the Local Authority transport department to achieve 
consistent attendance. 

This policy should be read also with reference to our COVID-19 risk assessment 
 

3. Procedures 

If we are concerned your child is unfit to remain at school we will: 

 Seek advice from our school nurse 

 Contact the parent or carer, or if unsuccessful use the emergency contact 
numbers 

 Withdraw the child from the class if there are concerns about cross infection  

 Follow government guidelines in relation to COVID19. 
 

If you (parent) are concerned about your child’s fitness to attend school, or 

need to seek permission for your child to be away from school, this is described 

as an “Authorised Absence”  

 Illness.  Parents are asked to phone or email school between 8.00-8.15am on 
each day of illness of their child, so that the school can make suitable staffing 
decisions in reasonable time.  
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Appendix A provides some guidance about the implications of some of the 
more common infections.  As a school we are very keen to adopt a policy that 
promotes effective infection control. It is therefore important that children are 
not sent to school if they are unwell or are recovering from an infection.  This is 
vital both to ensure that the pupils themselves are sufficiently fit to be in school 
and that their infection is not passed on to others within the class. It is 
recognised that it is sometimes difficult to decide on what action to take.  If 
there is any doubt the school nurse can advise through the school.  This policy 
is particularly important in light of the increasing number of pupils with 
additional medical needs attending the school. In light of COVID19 please refer 
to the government guidelines for quarantine and self-isolation protocols in 
relation to school. 

 Medical appointment.  Written notice of an expected medical appointment 
should be provided as soon as possible so that the class can be organised 
appropriately.  Copies of “Medical Notification Forms” are attached to each 
child’s communication book.  Additional copies are available from the school 
office or website.  Completed slips should be returned in pupil’s communication 
book (placed next to the most recent correspondence).   

 

Authorised absences can also be requested for respite, hospice care, 'Make a 

Wish' or charity funded once in a life time type trips (which we as a school treat 

differently) 

 Hospice / respite attendance: To request a period of absence to enable your 
child to attend a hospice or respite care please complete a ‘Request for 
Authorised Absence’ form available from the school office.  

 'Make a Wish' or charity funded/once in a life time type trips: To seek 
permission for absence in term time for family holidays, there is a ‘Request for 
Holiday in term time’ form, obtainable from the school office. This should be 
completed and returned at least two weeks before the expected absence.  
Schools are only authorised to agree a child’s absence from school for annual 
holidays for up to two weeks in any academic year.  Permission for more than 
two weeks is given at the discretion of the Head Teacher.  Any further absence 
for annual holidays would be recorded as ‘unauthorised’ in accordance with the 

Education (Pupil Registration) (England) Regulations 2006. It should be 
noted that the Local Authority ‘emphasises the importance of school 
attendance and seeks to minimise holidays in term time that are ‘avoidable’. 
 

The school may use exclusion as a last resort  
 The school can exclude a child for a fixed or indefinite period.  
 

What is Unauthorised Absence? 
The school is obliged to record and take the necessary steps in order to maximise 
attendance, in order that pupils should gain maximum advantage from the educational 
opportunities available 

. 

Lateness: The school should work with the LA transport division and those parents 
who bring their children into school to ensure lateness is kept to a minimum.  A pupil 
will be recorded as late if he/she arrives after registration at 9.20am. 
 

‘First day calling’:  If the school does not receive information about an absence, a 
phone call will be made to find out the reason. 
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Letters requesting reason for absence: If the school is unable to make contact over 
the telephone, a letter will be sent requesting parents to provide a reason for the 
absence.  Absences which remain unexplained are recorded as unauthorised. 

 

What happens if your child has a long period of unauthorised absence?  
The school will write to parents / carers of children with long periods of unauthorised 
absence requesting a meeting to discuss concerns. 
Should absences continue to be unauthorised the school may consult with the Local 
Authority’s Education Attendance Service. 

 

How does school try to reduce the impact of absence on the quality of teaching? 

 Clinics are organised by our school nurse and held in school. These may 
include Orthotics, Dietician, Audiology, Physiotherapy and OT appointments.  
In addition Milbrook Clinics take place in school 4 times a year and wheel chair 
maintenance may be carried out here.  The provision of these onsite services 
also leads to considerably improved communication by those involved with the 
child/young person. 

 Reminders are sent home that the Local Authority discourages holidays being 
taken in term time.  

 Letters to parents and attendance information added to parent newsletters help 
to encourage and emphasise the importance of attendance and parent 
responsibilities. 

 First Day Calling  

 PFSA termly consultation on pupil’s attendance with Education Attendance 
Officer. 

 Yearly overview of whole school absence patterns/trends. 
 

4. Responsibilities 

4.1. Governing body 
The school supports and encourages regular attendance. It takes seriously 
problems which may lead to non-attendance.  The Governors do not expect to 
set formal attendance targets, due to the nature of the schools population and 
the school transport arrangements generally in place. 
 

4.2  The Head Teacher 
To monitor attendance and provide advice and updates to Governors 
To discuss any persisting attendance problems with parents and relevant 
authorities 
 

4.3 Teachers  
To mark registers before the morning and afternoon sessions and submit to the 
office (Education Regulations 1956), notifying the Headteacher of any 
concerns. 
Morning registration: Registers should be marked and returned to the office by 
9.20am. 
Afternoon registration: Registers should be marked and returned to the office 
by 2.10pm. 
 

4.3   The School Administration Assistant 
Attendance codes will be transferred from the class registers into the SIMS 
Attendance module (computer system), to allow for local authority returns and 
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the monitoring of attendance.  Complete unexplained absence procedures, see 
flow chart - Appendix B. 
 

4.4  Parent Support Advisor 
To work with staff and parents to monitor attendance patterns and provide 
support where necessary.  
 

4.5   Parents 
Parents have the prime responsibility to ensure that their children regularly 
attend school (Education Act 1944).  Parents are encouraged to see 
themselves as partners with the school in the education of their child. 
Parents of pupils using Local Authority transport should be aware of the school 
transport ‘Code of Practice’ booklet, which describes expectations. 
 

Reporting Children’s Illness / absence: It is very important that 
parents/carers telephone the school by 8.15am if their child is ill, or for any 
reason is not able to attend school (advising the bus escort is not sufficient 
notice of sickness to the school).  This needs to be done on a daily basis,- 
unless it is advised at the time that the absence will be for several days. This is 
essential as it often affects our ‘day-to-day’ staffing arrangements.  

 

 

4. Evaluation   
 The Governors would seek to review policy on attendance every 2 years. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix 1:  Infection Control Table 
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ILLNESS RECOMMENDED PERIOD KEPT 

AWAY FROM SCHOOL 

COMMENTS 

Diarrhoea & vomiting Two clear school days from 
last episode of diarrhoea or 
vomiting. 

 If a Student experiences such an episode on a 
Tuesday they should not be school until the Friday 
of that week, at the earliest. 

E coli  0157 

VTEC, Typhoid & 

Shigella (Dysentery) 

Exclusion is important for 
some children.  Always consult 
HPU. 

Exclusion applies to young children & those who 
may find hygiene practices difficult to adhere to. 
Local HPU will advise. Exclusion from swimming 
for 2 weeks following last episode of diarrhoea. 

Cryptosporidiosis Exclusion may be necessary. (As Above) 

RESPIRATORY 

INFECTIONS 

  

“Flu” (Influenza) Until fully recovered SEE: Vulnerable Children 

Tuberculosis Always consult with HPU 
2 weeks after start of 
treatment. 

Not usually spread from children.  Requires 
prolonged, close contact for spread. 

Whooping Cough 

(Pertussis) 

5 days from commencing 
antibiotic treatment or 21 days 
from onset of illness if no 
antibiotic treatment. 

Preventable by vaccination.  After treatment non-
infectious coughing may continue for many weeks. 
 HPU will organise any contact tracing necessary. 

RASHES/SKIN   

Athletes foot None Athlete’s foot is not a serious condition.  
Treatment is recommended. 

Chickenpox 5 days from onset of rash and 
lesions are crusted over 

SEE: Vulnerable Children & female staff - 
pregnancy 

Cold Sores (herpes 

simplex) 

None Avoid kissing contact with the sores.  Cold sores 
are generally a mild self-limiting disease. 

German Measles 

(rubella) 

6 days from onset of rash Preventable by immunisation  SEE: Female Staff - 
pregnancy 

Hand, foot & mouth Until Clinically Well Contact HPU if a large number of children are 
affected.  Exclusion maybe considered in some 
circumstances. 

Impetigo Until lesions are crusted or 
healed, or 48hrs after 
commencing antibiotics. 

Antibiotic treatment by mouth may speed healing 
& reduce infectious period. 

Measles 4 days from onset of rash Preventable by vaccination  SEE: Vulnerable 
Children & Female Staff - pregnancy 

Molluscum Contagiosum None A self-limiting condition 

Mumps Until Swelling has subsided 
(Minimum of 5 days) 

 

Ringworm Until treatment commenced Treatment is important & is available from 
Pharmacist.  NB for ringworm of Scalp – treatment 
by GP is required.  Also check & treat 
symptomatic pets. 

Roseola (infantum) None None 

Scabies Child can return after 1
st
 

treatment 
2 treatments 1 week apart for cases.  Contact 
should have 1 treatment; include the entire 
household & any other very close contacts.  

Scarlet Fever  If well Child can return to 
school 24hrs after 
commencing antibiotics. 

Antibiotic treatment recommended for affected 
child. 

Slapped Cheek / fifth 

disease Parvovirus B19 

Until Clinically well. SEE: Vulnerable Children & Female Staff - 
pregnancy 

Shingles Consult HPU for individual 
advice. 

Can cause Chickenpox in those who are not 
immune, i.e. have not had chickenpox.    SEE: 
Vulnerable Children & Female Staff – pregnancy 

Warts & Verrucae None Verrucae should be covered in swimming pools, 
gyms & changing rooms. 

OTHER INFECTIONS   

Conjunctivitis None If an outbreak/cluster occurs consult HPU. 

Diphtheria Exclusion is important.  
Always consult with HPU 

Preventable by vaccination.  HPU will organise 
contact tracing. 

Glandular Fever Until Clinically Well About 50% of children get the disease before they 
are 5 & many adults acquire the disease without 
being aware of it. 
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Appendix B: Unexplained Absence Procedures 
 
 

 
Child Absent from School 

Written, verbal or text message, 
reason for absence received from 

parent  

Completed 
“Notification of 

Medical Absence” 
form received.  

Call received 
from Parent 

giving reason 
for absence.  

No Written, verbal or text 
reason for absence received 

from Parent.  

Telephone Parent  
Repeated calls 

made to determine 
reason for absence  

Record on “First Day 
Calling Sheet”.  

Send 
letter…”Parents 
responsibility to 

inform” 

Enter reason for 
absence code 

into SIMS. 

File recorded 
“Notification 
of absence 

forms”  

Reason for absence 
given.  

No reply (leave a 
message if possible).  

Remind Parent they 
should inform the 

school of reason for 
absence between 

8.00/8.15 am.  

Enter reason for 
absence code onto 

SIMS  

Record absence 
as “N” (no reason 

given) on SIMS. 
Inform PFSA.  

Each week 
print “N” 

codes letter 
for previous 

week and 
send 

requesting 
reason.  

Reason for 
absence 
received.  

No reason for 
absence received 

after 7 days.  

Enter code “O” 
(unauthorised 

absence) on SIMS.  


