John Emmerson Batty

Primary School

ATTEND TODAY
ACHIEVE

Leave of Absence

If you are planning to take a holiday during term time, please collect a Leave of Absence
Request Form from the school office and return it at least 4 weeks in advance of the absence.
The completed form will then be passed to the Head teacher, Mr Kitchen, and you will receive a
letter in response.

The school’s Attendance Policy states that no requests for leave of absence during term time
will be authorised unless there are exceptional circumstances.

Where leave of absence is taken without authorisation, a warning letter or penalty notice may
be issued, depending upon the individual circumstances of each case. If a child’s attendance is
below 95% in the previous 12 months prior to the Leave of Absence being taken, a penalty
notice is likely to be issued. If a warning letter has been issued in the previous 12 months and a
further unauthorised leave is taken a penalty notice will be served.

If your child’s attendance during the school
yearis....

Your child would have lost Or you would have missed approximately...
approximately...

95%

9 days 50 lessons

90%

19 days 100 lessons

85%

29 days 150 lessons

80%

38 days 200 lessons

75%

48 days 250 lessons

70%

57 days 290 lessons

65%

67 days 340 lessons




How we monitor punctuality & attendance

Pupils’ attendance will be reviewed following the first half term of the academic year and then weekly / “

12

throughout the year, where possible taking into account family circumstances.

These are the letters we send, when and why:

Attendance Letter 1 (L1)
This letter is issued for any child who falls below 95% regardless of reason for absence. However, this letter is just a reminder and an opportunity to

work with each other if you feel we can be of assistance.

Attendance Letter 2 (L2)

This letter is issued when a child’s attendance is 90% or below (in most circumstances a letter 1 will have already been issued). Medical evidence will
be required to support your child’s absences and parents/carers will be invited into school for a planning meeting to see how we can work together to
raise your child’s attendance.

A referral is to be made to Galileo Multi Academy Trust’s Education Welfare Officer, Mr Hutchinson, if a child’s attendance reaches or falls below 85%,
or if all school’s efforts to improve attendance have been exhausted if this occurs. Mr Hutchinson will contact you directly.

Punctuality is monitored weekly over a full school term. We are aware that especially with our Key Stage 2 children parents are often not aware that
their child is arriving after the bell.

A letter will be sent if your child receives 5 late marks.
You will be contacted by Mr Kitchen if your child receives 10 late marks over the course of the year
If your child receives 15 late marks over the course of the year you will be invited into school for an informal chat

In the unlikely event that your child receives 20 late marks over the course of the year a referral will be made to the EWS.




