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At Myrtle Park Primary School we respect and value all children and are committed to 
providing a caring, friendly and safe environment for all our pupils so they can learn, in a 
relaxed and secure atmosphere.  We believe every pupil should be able to participate in all 
school activities in an enjoyable and safe environment and be protected from harm.  This is the 
responsibility of every adult employed by, or invited to deliver services at Myrtle Park Primary 
School.  We recognise our responsibility to safeguard all who access school and promote the 
welfare of all our pupils by protecting them from physical, sexual or emotional abuse, neglect 
and bullying. 



 
INTRODUCTION 

Myrtle Park Primary School, in line with Bradford LA and National guidelines, believes that it is vital that 
children attend school regularly. Full attendance is vital for every child’s educational progress. Absences 
also affect other children in the class. Myrtle Park Primary School aims to provide excellent education for 
all its children.  We value good attendance and high standards of learning.  The school also aims to be 
highly effective in discharging its statutory responsibility to promote and maintain high levels of 
attendance. 

This policy  

1. outlines the general principles to which we are committed;  

2. gives the guidelines that we follow in promoting good attendance and dealing with absences. 

3. adheres to Bradford Council’s Leave of Absence Guidance for Schools / Penalty Notice 
Procedures and Guidance.( found on the school or council website) 

 

PRINCIPLES 

1. In order to achieve high standards in everything we do, children are entitled to be at school, on 
time, every day the school is open, unless the reason for the absence is unavoidable. Parents are 
legally bound to ensure their child attends school for the full 190 days when the school is open. 

2. Every half-day absence from school has to be classified by the school as either authorised or 
unauthorised.  This is why information about the cause of each absence is always required, 
preferably in writing.  Planned absences must be notified by completing the “Application for 
leave of absence from school” form which can be obtained from the school office or from the 
school website ( www.myrtlepark.com) 

3. We seek to work with parents to ensure good attendance.  Where there are serious problems 
with attendance, the school will involve the Education Social Worker team, who may eventually 
use their powers to prosecute parents of poor attendees. 

4. Children are sometimes reluctant to attend school.  We believe that any problems are best 
sorted out between the school, the parents and the child.  If a child is reluctant to attend, it is 
never better to cover up their absence or to give in to pressure to excuse them from attending.  
This gives the impression that attendance doesn’t matter and may make things worse. 

5. Class teachers and other school staff will be proactive and work closely with parents to identify 
and eliminate reasons for poor attendance.   

6. The school will maintain systems to find out why the child is absent and to record the reasons 
consistently in line with LA and national requirements.  The systems in place will be efficient and 
effective in maintaining statutory records, identifying issues and provide high quality 
information.  Staff and parents can have confidence in these systems. 

7. Any decision to authorise planned absence will be based on the child's best interests and on the 
long-term impact on learning. 

 

GUIDELINES 

Authorised or Unauthorised Absences 

Any absence must be classified as authorised or unauthorised. 

Authorised absences are mornings or afternoons away from school for a good reason like illness or other 
unavoidable legitimate cause.  

Unauthorised absences are those which the school does not consider reasonable and for which no 
permission for “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. 



Registers 

The school will maintain a computerised register of attendance.  Class teachers will arrange for registers 
to be taken before 9.00am and 1.10 pm. Any unexplained absence to be followed up by the school office 
following closure of registration for both morning and afternoon sessions.   

Statistics will be maintained and submitted as required.   

The official registration documents are printed each month, archived at the end of school year and 
stored for a further three years. 

Unexpected absences 

If a child is absent from school unexpectedly, for example if they are ill, parents are asked to inform the 
school as soon as possible. 

On the first day of absence a call is made to the child’s home if school have not been informed. 

The computer system is administered by the Clerical Assistant, who will input reasons for absence and 
watch for trends and patterns of absence, reporting issues to senior staff. 

Teachers will maintain an overview of attendance patterns for their class and work with senior staff to 
liaise with parents and outside agencies, such as Education Social Workers or School Nurse, to resolve 
problems and improve attendance. 

Planned absences and family holidays 

We ask parents to inform school as soon as possible if it is known that their child will be off school for 
planned reasons such as hospital appointments, family crises or religious festivals.  School staff will try to 
be supportive and to minimise the disruption to learning. 

The Headteacher will only authorise absence in exceptional circumstances*.  We will not set additional 
work to be done away from the school. The following principles will be applied: 

 the child's education and welfare will be the overriding factor; 

 children are entitled to education at school on 190 days each year; 

 no absence for holiday will be authorised in school time. 

We ask parents to request absence well in advance, and only to do so where there is no alternative. 

*Exceptional Circumstances are defined as: 

‘Being of unique, significant and emotional; educational or spiritual value to the child- which outweighs 
the loss of teaching time and is likely a “one off never to be repeated occasion” which can only take place 
at the time requested. 

Problems and reluctant attendees 

Parents are expected to contact school at an early stage and to work with the staff in resolving any 
problems together.  This is nearly always successful.  If difficulties cannot be resolved, the school may 
refer the child to the Education Social Worker.  

Alternatively, parents or children may wish to contact the Education Social Worker at Children’s Services 
themselves to ask for help or information.  They are independent of the school and will give impartial 
advice. 

Evaluation and Review 

The effectiveness of this policy will be monitored every 3 years.   

Attendance will reviewed by the Full Governing Body as part of the Headteacher Report to Governors at 
each meeting.  The Headteacher reviews attendance half termly and when appropriate. Weekly and 
termly attendance is promoted in school assemblies. 


