
  

 

 

 

A Parent’s Guide to the Attendance Policy in School 
Dear Parents/ Carers, 

 

We hope that you find this guide useful. We rely on your wholehearted on your support to ensure that all pupils are supported to 

attend school. Longford Park Primary Academy wants to make sure that good attendance is always promoted and we reflect 

throughout all aspects of school life. The Education Act of 1996 states that all children should attend school regularly and 

punctually. Section 444 of this act states: 

‘If a child of compulsory school age who is a registered pupil at a school fails to attend regularly at the school, then the parent is 

guilty of an offence’ 

OUR SCHOOL TIMES 

Pupils should arrive between 8.40am and 8.50am at the latest. Registration takes place at 8.50am. 

All pupil are expected to attend school 100% of the time, the school has agreed an overall attendance target of 97%.  It is considered reasonable 
that any individual pupil may be absent due to illness for up to 10 school days during any academic year, therefore every pupil should aim to 

achieve a minimum of 97% attendance each academic year.  

FLYING HIGH AT LPPA 

We celebrate the class with the highest attendance each week & term in our Flying High assemblies. We award certificates to pupils who have 
achieved 100% attendance for each term & academic year. 

ATTENDANCE GUIDANCE AS A SNAPSHOT 

Illness 

If in doubt call the office, we are happy to advise and will monitor your child and send them home if needed.  

Medical Appointments 

Attendance is affected by medical appointments taken during term time. Please make appointments outside of school hours wherever possible.  

We appreciate that sometimes this can be difficult. If an appointment has to be made during the school day, please inform the school as soon as 

possible and provide appointment letters/cards for us to copy for our records. Please ensure that you return your child to school afterwards.  

Holidays during Term Time 

Holidays during term time affect attendance figures and are strongly discouraged by the Local Authority except where it is believed that there are 

“exceptional circumstances”. The Local Authority and Education Welfare Service have issued schools with guidelines for dealing with requests 

during term time. We ask parents to respect the fact that these guidelines are adhered to. Authorisation is at the discretion of the school’s 

Headteacher: 

• Time off school for a family holiday is not a right 

• That the holiday may be cheaper in term time is NOT a valid reason to request term time holiday 

• Missing school is missing out—pupils who attend less generally achieve less. 

• Parents can be given a penalty notice or may be prosecuted for periods of unauthorised absence 

• Penalty notices—£160 fine per parent per child! 

 A holiday request form must be completed and returned to school for consideration by the Headteacher at least 10 school days prior to any 

planned absence. Forms are available from the school office on request, we will always reply to a holiday request in writing. If the holiday has been 

unauthorised, we will explain the reason/s why in the letter. We welcome communication from parents regarding unauthorised holiday requests, 

however, this does not automatically mean we will be able to authorise the request. 

Lateness  
Sometimes pupils arrive late for school. This may be acceptable on odd occasion with good reason, however, it is not acceptable on a regular basis. 

Pupils who arrive after 8.50am must report to the school office. We need to account for every child who is in school. Late pupils are marked in the 

register with the attendance code “L”.  If pupils arrive after 9.20am or later this is UNAUTHORISED and is marked in the class register with the 

attendance code “U”. 

Monitoring Lateness 

Being late for school disrupts the classroom and can have a negative impact on individual pupil confidence. Attendance reports are produced from 
the school system weekly. Regular lateness is clearly identifiable and is monitored by the School Attendance Officer. Initially, school will telephone 
and/or write to parents of pupils who are often late to raise awareness and ask for an improvement. Where there is little or no improvement in 
time keeping, the class teacher may start a daily star chart in the classroom to encourage the pupil to arrive on time. This usually has a positive 
effect and time keeping greatly improves, if there is no improvement, parents may be invited to an Attendance Improvement Meeting (AIM). 
Communication with school is always best. If you know you will be unavoidably late, please telephone the school office to explain. 

PLEASE GET TO SCHOOL ON TIME.  THANK YOU 

Mrs A Preedy 

Headteacher  


