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If your child is ill... 

If children are unable to attend school because of illness please inform us as soon as 
possible on the first day of absence, either by letter or telephone. This will help us to 
establish the whereabouts of every child who should be in school. When your child returns 
please send in a letter to confirm the absence, the nature of the illness and identifying any 
special after care which may be necessary. This is important as telephone messages can be 
taken by many different members of staff and we now have to keep detailed records of 
attendance. In case of prolonged absence we would wish to liaise with you about providing 
work at home if appropriate. 

 

If your child is taken ill in school.... 

If your child is taken ill in school we will contact you at home or at work if it is necessary for 
the child to be taken home or to the hospital. If we are unable to contact you, we will then 
try the contact names which you have provided on the data information sheet updated at 
the beginning of the school year. Please send a letter into school when your child returns. 

 

If your child has a dental or medical appointment... 

If your child has a dental or medical appointment during school hours please inform school 
in advance. Parents MUST collect their child from the school office and sign them out on the 
electronic screen, which is situated by the office, this is used to record children leaving or 
arriving on site during the day. When the child is returned to school please sign them back 
in  again. This is so that we comply with fire regulations. No child will be able to leave the 
premises, even with your written permission during the morning or afternoon sessions 
unless they are accompanied. This is to ensure your child's safety. 

At Prenton Primary School we place a great deal of importance on the issue of 
attendance. 

This leaflet seeks to reinforce the excellent co-operation we share with you, as parents, 
in respect of the existing practice at this school. 

Attendance figures are always extremely high and reflect the importance parents have 
placed on regular attendance both in terms of continuity of education and in 
recognising your legal responsibility for ensuring your child attends school.  

Thank you. 

 



If you are going on holiday... 

Under Government regulations there is a discretionary power for leave to be granted for an 
annual family holiday during term time. Application needs to be made to the school for 
leave of absence which will only be granted in exceptional circumstances. 

We are extremely concerned by the increasing number of requests for holidays in term 
time. We sympathise with parents who cannot take their holidays during our school holiday 
periods. However, if children are away from school during term time they will miss 
important work, which other children will have completed. This can have a very disruptive 
effect on your child's education. 

Holidays in term time cannot be supplemented with additional work from school. 
Application for a holiday leave or absence must be before the holiday to enable this to be 
authorised. 

 

Other unauthorised absences... 

School begins at 8.55am. A late book will be in operation at each  entrance for children until 
9.00am after which children will have to use the main entrance and be signed in by parents 
on the screen. 

Children who are persistently late for school, not only disrupt the continuity of their own 
learning but also that of others, therefore we actively discourage late arrivals. If a child is 
persistently late for school a letter will be sent home so that you are aware of the situation. 

If your child is late for school they will be marked late in the register. Children who arrive in 
school after 9.30am without an adequate explanation will have that session recorded as an 
unauthorised absence.  

Should we not hear from you with regard to your child's absence, we will make contact in 
order to check if you are aware of the situation and mark the register appropriately. If your 
child returns without an absence note we will send an absence enquiry form home to be 
completed. 

The D.F.E. requires us to categorise absences as authorised or unauthorised and the 
registers have to indicate this. 

As parents you are primarily responsible for ensuring that your child attends school 

regularly. You must inform school as soon as possible if your child is absent. Only the school 

can authorise an absence and therefore if you do not let us know the reason your child is 

missing from school, then that absence will be recorded as “unauthorised”. 

A written request is necessary if you require your child to be withdrawn during school hours 

for any reason. Parents MUST collect their child from the school reception area, and sign 

the Attendance Book, which is situated by the office, stating why your child is to be taken 

out of school. 



If your child is taken ill in school and it is necessary for the child to be taken home or to 

hospital we will contact you at home or work. Please fill in the contact information sheet 

and return it to school at the beginning of the Autumn Term. 

Children who are late for school will receive a late mark but if they come to school after 

the register has closed they will get an unauthorised absence for that session unless they 

have a valid reason confirmed with a written note from parents, which is acceptable to 

the Headteacher. 

LEAVE OF ABSENCE IN TERM TIME 

WHAT YOU NEED TO KNOW 

WHY SHOULDN’T I TAKE MY CHILD ON HOLIDAY IN TERM TIME? 

Because your child may: 

 Fall behind in their school work. 

 Achieve lower in tests because of missed work. 

 Miss tests. 

 Feel excluded from their group of friends when they return to school. 

 Loss of confidence because they do not understand new work which may have been 

set during their absence. 

Any absence during term time seriously hinders the continuity of a child’s education and 

reduces their chances of success. 

Parents/carers are asked to take family holidays during the school holidays, wherever 

possible. 

What the regulations say 

Since September 2013, Headteachers in England have no longer had the discretion to 

approve holidays. 

‘No Parents/Carers can demand leave of absence for the purpose of holidays as a right.’ 

Remember 

 If there is a specific reason why holidays cannot be taken during term time, you 

should contact school in advance to discuss this with the Headteacher, before the 

holiday is booked. 

 National studies have shown that there is a strong link between pupils’ school 

attendance and their attainment at school. 

 Poor attendance can seriously disrupt your child’s learning, particularly during 

transition from Primary to Secondary School. 

 Keeping children away from school for no good reason is a criminal offence. 

You should be aware that if you take your child on holiday in term time without the 

authorisation of your child’s Headteacher, you may be issued with a FIXED PENALTY 

NOTICE. 

 

Information for parents/guardians about fixed penalty notices. 



What is a fixed penalty notice? 

The Anti Social Behaviour Act 2003 allows a Local Authority to issue Fixed Penalty Notices 

for poor school attendance. These notices require a penalty to be paid by Parents/Carers of 

pupils who have unauthorised absence from school 

A fixed Penalty Notice may be issued if you take a family holiday during term time without 

prior authorisation of the Headteacher. 

Questions you may ask 

Q. Is my child entitled to two weeks away from school for a family holiday? 

A. NO – The law says you do not have the right to take your child out of school for holidays 

during term time. 

Under regulation 8 of the Education (Pupil Registration) Regulations 1995, it is only 

discretionary power for leave to be granted by the Headteacher for the purposes of an 

annual family holiday. 

Q. Do I need to apply in advance for my child’s leave of absence for the family holiday? 

A. YES – Parents/Carers must apply for leave in writing, giving as much notice as possible, 

before you book your holiday. 

 

 

Please remember to ring school if your child is absent on 0151 608 2958 

We have a dedicated Absence Telephone Line for you to leave the reason for their absence. 

If we do not receive a valid reason for your child’s absence they will receive an 

“Unauthorised” absence mark on their record. 

Any absence during school time i.e. holiday, examination, special circumstances, must be 

authorised by the Headteacher and a Leave of Absence form must be completed in 

advance. 

Leave of Absence forms are available for collection from the stand in the school office 

reception area.  This can only be authorised in exceptional circumstances at the discretion 

of the Headteacher. 

The majority of parents always work closely with us and appreciate the importance of 
regular attendance. We look forward to your continued co-operation in the future. 

Thank you for your co-operation. 

 


