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Rights and Responsibilities 

 

School 

Twyford C of E School expects all pupils to attend school regularly. To arrive on time, ready to 

participate in the challenges of a full school day.  Twyford C of E School will encourage good 

attendance and will investigate all absenteeism.  Twyford C of E School will work closely with parents 

should attendance give cause for concern. 

 

Family 

Parents are responsible for ensuring their child’s regular and punctual attendance.  Parents are 

responsible for ensuring that their child attends school regularly, punctually, properly dressed and 

ready to participate in the challenges of the school day.  Parents are responsible for informing the 

school, on the first day of absence (by letter, phone call or personal visit). 

 

Registration (including Lateness) 

 

Registers. 

All registers will be filled in as follows: 

 

An oblique stroke will be used to record presence with a stroke in the reverse direction for the 

afternoon session. 

 

Authorised absence is shown by “O” in red with a supplementary symbol inside the letter to record the 

reason for absence; and unauthorised absence by “O” with no additional symbol inside that letter.  

 

The additional symbols to be used are: 

• B  Receiving part-time and /or temporary education at an off site unit. 

• E  Excluded for a fixed period. 

• H  Annual family holiday (for which leave has been granted as authorised) 

• I  Attending interview 

• M Medical / dental 

• R  Day of religious observance in the religious body to which parents belong. 

• V  Educational visit. 

• L Indicates a pupil has arrived late. 

 

Registers should be completed at the start of morning and afternoon sessions and be closed at 9.05 

and 1.05 respectively. 

 

Authorised/Unauthorised Absence 

Absence from school will usually be authorised if it is for the following reasons: 

• Sickness 

• Unavoidable medical/dental appointments 

• Days of religious observance 

• Exceptional family circumstances, such as bereavement 

• Marriage of immediate family member 
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Absence from school will not usually be authorised if it is for the following reasons: 

• Shopping 

• Birthdays 

• Long weekend breaks 

• Holidays 

 

Parents are strongly urged to avoid booking family holidays during term time. 

Particularly avoiding the period leading up to and during the SATS assessments—which normally occur 

during the first half of the summer term. 

 

Parents have the right to request leave of absence for such holidays and are advised to apply to the 

school for permission one month before the proposed period of absence.  

 

Any request will be considered against the overall attendance of the child (or children) and will be 

unauthorised unless exceptional circumstances exist.  In such instances, the request should be put into 

writing. 

 

If the leave of absence is authorised (as exceptional circumstances exist) it should be limited to only 

ONE such instance during the whole school academic year (September to July) and be not more than 5 

school days duration in total.  

 

Parents should be aware that repeated abuse of the regulations may make them in breach of Section 

23 of the Anti-Social Behaviour Act (May 2004) and as such they may be fined by the Local Education 

Authority. 

 

Procedures for Following up absence/lateness 

Parents are requested to telephone the school on the morning of any absence. 

 

If a child has been absent for more than 3 consecutive days (without an explanation being 

forthcoming) the school will contact parents. 

 

When a pupil is persistently late or absent and the schools efforts to effect improvement have been 

unsuccessful, it may be necessary to refer the matter to the Education Welfare Officer. 

 

Strategies for promoting Attendance/Punctuality 

All parents will be informed of the Schools Attendance policy at the meeting for new parents when 

their child joins the school. Parents and pupils will be regularly reminded of the types of absence which 

are recognised as authorised and unauthorised.  

 

Parents of pupils whose attendance is a cause for concern will be asked to discuss the matter with the 

Headteacher. 

 

This policy will be reviewed regularly. 

 

This policy has been agreed with all the Governors of Twyford School 
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