
1 

 
 

 

  

 

 

 

 

WOHL ILFORD JEWISH PRIMARY SCHOOL 

 
ATTENDANCE POLICY 

 

 
Signature of Headteacher 

 

 

 

 

Reviewed:  December 2022 

 

 

Next review:  December 2024 

 

 

 
  



2 

 
 

 

 

ATTENDANCE POLICY  

AIMS and PRINCIPLES 

Wohl Ilford Jewish Primary School (WIJPS) recognises the importance of high attendance by every 

pupil.  The school has set an attendance target of 95.5% because education is important and missing 

school means missing out.  Children should be at school, on time and ready to learn, 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 that can result in legal action by the local authority. 

THE LAW 

• A child of compulsory school age who is registered at school must, by law, attend regularly 

and punctually. 

• Only schools can authorise the absence of a registered pupil. 

• Legislation used in the Education Act 1996 section 7, 19, 436A, 437-39, 443-444; Education 

and Inspection Act 2006; Children Act 1999 section 36 and Anti-Social Behaviour Act 2003. 

• The Education (Penalty Notices) (England) Regulations 2007 

• The Education (Penalty Notices) (England) Regulations 2013 

• Equality Act 2010 

• UN Convention on the Rights of the Child 

POLICY ON LEAVE 

‘Leave’ in relation to a school means leave granted by any person authorised to do so by the 

Headteacher of the school. 

The school has adopted Government guidance to not authorise leave of absence for the purpose of a 

holiday. Parents should only request leave of absence in exceptional circumstances and must do so in 

advance. If leave is taken without the permission of the Headteacher, the parent/carer may receive a 

penalty notice and risk losing their child’s school place. Regulations do not allow schools to give 

retrospective approval. 

With LA agreement, schools may delete from roll a pupil who fails to return on the agreed return date. 

This means that your child can lose their place at WIJPS. 

REASONS FOR ABSENCE 
 
Every half-day absence from school legally has to be recorded by staff at the school as either 
AUTHORISED or UNAUTHORISED.  This is why information about the cause of each absence is always 
required, preferably in writing. 
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Authorised absences are mornings or afternoons away from school for a good reason, such as illness 
or another unavoidable reason.  
 
Unauthorised absences are those that the staff at school do not consider reasonable and for which no 
leave has been given.  These are an offence by the parent and a penalty notice may be issued. It will 
be issued by the Education Welfare Service following discussions with the Headteacher.  
 
RESOLVING PROBLEMS 
 
Parents are expected to contact school staff and to work with them in resolving any problems.  This is 
nearly always successful by working together to understand the barriers to a child’s attendance.  If 
difficulties cannot be resolved in this way, the school may offer parents a formal Parenting 
Contract/Agreement or refer the child to the local authority’s Education Welfare Officer (EWO). 
 
Wherever possible, the EWO will try to resolve the situation by agreement.  However, if attempts to 
improve the child’s attendance have failed, EWOs can use legal proceedings, if required, including 
Penalty Notice fines or prosecution in the Magistrates Court.  Alternatively, parents or pupils may 
themselves wish to contact the EWO to ask for help or information; EWOs are independent of the 
school and will give impartial advice.  Their telephone number is available from the school office or 
website, or by contacting the local authority. 
 
PROCEDURES 
 
The school has a responsibility to reduce the number of children whose attendance is below 95.5% 
over the school year.   
 
The following procedures and considerations are in place in relation to attendance, lateness and 
absence: 
 

• Registration 
Registration takes place 8.40 am. 
 

• Lateness  
If a child arrives after 8.45 am, they must sign in on a sheet kept at the foyer desk, at the 
entrance to the school.  A reason for the lateness must also be written.  Parents may 
accompany their child to sign in.   If there is persistent lateness then parents may be contacted 
to resolve the issue.  (Please also see “Unauthorised absences and penalty notices”). 
  

• Parents’ responsibilities when children are absent 
It is the parents’ responsibility to notify the school as early as possible as to why their child 
will be absent.  The school’s answerphone has the facility to leave a message for pupil absence.  
The message must specify the child’s name, class and the reason for absence.  Additionally, 
if a child will be arriving later in the morning (for example, after a GP appointment), then 
parents should inform the school as to what their child is eating for lunch.  This can be done 
as part of the same answerphone message. 

 
Parents should phone the school on the first day of their child’s absence and every subsequent 
day.  If a child is absent for more than two days, it is recommended that parents seek medical 
advice.  The school will require evidence relating to the absence, eg a copy of a prescription 
or a photo/ photocopy of the label of the prescribed medicine.  Parents are asked not be 
offended if the school asks for this evidence as we adhere to local authority protocols.   
 



4 

 
 

When a child returns to school from any period of absence, a letter must be sent to the class 
teacher stating the reason for absence. 
 

• Persistent absence 
Persistent absence is where a pupil misses 10% or more of school. Severe absence is where a 
pupil misses 50% or more of school. 
 
If a child has regular absences due to ill health, the school holds a copy of a letter which can 
be used, with signed parental permission, to contact the GP on a parent’s behalf.  This 
permission needs to be given on an annual basis. 
 
The Headteacher is WIJPS’s designated senior leader responsible for attendance and liaises 
regularly with the Education Welfare Officer (EWO) along with the school’s attendance officer.  
At these meetings, attendance is monitored and concerns formally recorded and logged by 
the EWO and the school’s nominated member of staff.  
 
The school will support families to reduce pupil absence and barriers to attendance generally 
by signposting and providing access to wider support services. 

 

• Arrangements for requesting exceptional leave of absence 
All requests for absence must be made by parents/guardians using the school’s Absence 

Request Form. 

 

Authorised absences will be granted in exceptional circumstances only.  All authorised 

absences are at the discretion of the Headteacher only.  Leave may be granted on 

compassionate grounds in an emergency (eg following the death of a close relative). 

 

The Headteacher may make this discretionary decision based on family circumstances, a 

pupil’s previous attendance figures and illness in a family.   

 

Please note: 

 

• All holiday requests will be unauthorised (including ‘wrong dates’ booked and 

holidays booked by another family member). 

• Any absence for medical reasons will only be authorised if the school is notified on 

the first day of absence. 

• Following a bar/bat mitzvah, wedding or other simcha (important family celebration) 

which takes place in London or Essex, on production of an invitation, pupils will have 

an authorised absence on the Monday morning until 11.00 am. 

 

This is not an exhaustive list and other factors may influence the Headteacher’s decision. 

• Unauthorised absences and penalty notices 
 
• Fixed Penalty Notices (FPNs) are likely to be issued by the London Borough of 

Redbridge (£120 reducing to £60 if paid within 21 days, per child, per adult)  
• FPNs will be issued for 3 consecutive days or more unauthorised absence OR for a 

total of 6 days in any 8 week period (including the end of one term and the start of 
the next). 
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• Children whose attendance falls below 90% will be referred to the Education 
Welfare Officer. 

• Any absence of more than 21 school days may result in the removal of the pupil 
from the school roll. 

 Any absence of more than 21 school days may result in the removal of the pupil 
from the school roll. 

• A FPN may be issued when a child arrives late more than 7 times in a 6 week period.  
• Time off relating to sitting entrance examinations such as the 11+ exam will be 

granted up to a maximum of 3 days. Additional days would be unauthorised and 
could generate a penalty notice. 

 

• Term-time holidays 
 
It should be noted that a request for a term-time holiday is NOT a parental right.  Leave may 
be granted in exceptional circumstances, but arrangements should not be made without the 
school’s agreement in advance.  Taking leave without permission will be classed as an 
‘unauthorised’ absence and may be subject to a Penalty Notice or other legal proceedings 
brought by the local authority. 

 

• Medical and dental appointments 
 
Wherever possible, parents are asked to make routine medical and dental appointments 
outside school time.  Where such appointments in school time are unavoidable, staff should 
ideally be informed in advance.  A ‘present’ mark may still be awarded if the child attends for 
as much of the session as they can.  It is always better to attend for some of the time, rather 
than missing the whole day. 
 

• Examples of unacceptable reasons for absence 
 

It is not possible for the school to authorise absences for reasons such as: 
 

• Shopping 

• Looking after children 

• Minding the house 

• Birthdays etc 
 

The above details are examples only and do not constitute an exhaustive list. 
 
STRATEGIES TO PROMOTE HIGH ATTENDANCE 

 
During the school’s weekly Achievement Assembly, the class with the highest percentage attendance 
is recognised and their efforts are applauded by all and end of term/year rewards for pupils whose 
attendance has been consistent and exemplary. Details are shared weekly with parents in the school’s 
certificates list. 
 
“School Attendance Matters” is a document given to all parents to offer information regarding ways 
in which excellent attendance makes a material difference to a child’s education. 
 
SUMMARY 

 
The school has a legal duty to promote good attendance.  Equally, parents have a duty to make sure 
that their children attend regularly.  All of the staff at Wohl Ilford Jewish Primary School are committed 
to working closely with parents as the best way to ensure the highest possible levels of attendance.   


