
Attendance & Punctuality: A guide for parents and carers 

Olga Primary School | September 2026 

Why Attendance Matters 

Every day counts! Children with 96% attendance or above are well-placed to make good 

progress at school. 

What does missing school really mean? 

Attendance Days missed per year Impact over 7 years 

95% 9-10 days (2 weeks) 13 weeks of learning lost 

90% 19 days (4 weeks) 26 weeks - over half a year! 

Below 90% = Persistent Absence 

 

Your Responsibilities as a Parent or Carer 

✅ Ensure your child attends school every day (except when genuinely ill) 

✅ Call us by 9am on the first day of any absence (020 8981 7127) 

✅ Provide a clear reason and show documentation for appointments 

✅ Book medical appointments around the school day where possible 

✅ Bring siblings to school even if one child is ill 

✅ Work with us to overcome any barriers to attendance 

 

Absence: What You Need to Know 

✅ Authorised Absence 

●​ Genuine illness (medical evidence may be requested after 3 days) 

●​ Medical/dental appointments (with proof - please schedule outside school hours 

where possible) 

●​ Exceptional circumstances (rare, significant, unavoidable and short) 

❌ Unauthorised Absence 



●​ Family holidays during term time 

●​ Shopping trips or days out 

●​ Birthdays 

●​ Looking after siblings 

●​ No reason provided 

 

Holidays During Term Time 

We cannot authorise holidays during term time. Leave will only be granted in truly 

exceptional circumstances 

●​ Applications must be made at least 10 days in advance via our online form 

●​ Proof of where the child will be staying and travel tickets must be provided 

●​ Fixed Penalty Notice may be issued by the Local Authority 

●​ After 21 consecutive unauthorised days, your child may be removed from the school 

roll 

 

How We Support You 

We want to work in partnership with you. If attendance or punctuality becomes a concern: 

📊 Half-termly traffic light reports - so you can see at a glance how your child is doing 

🤝 School Support - Informal meetings to identify barriers and find solutions together 

📋 Formal Support - Meetings with our Attendance & Welfare Officer and Safeguarding and 

Attendance Lead if concerns continue 

 

Penalty Notices 

If attendance doesn't improve despite support, the school or local authority may issue 

penalty notices: 

●​ First notice: £80 (if paid within 21 days) or £160 (within 28 days) 

●​ Second notice: £160 (within 28 days) 

●​ 10 sessions of unauthorised absence in 10 weeks triggers consideration of a penalty 

notice 

●​ 10 late arrivals (after register closes) in 10 weeks may also result in a penalty notice 

Our Attendance Target: 96% -Let's work together to give your child the best possible start 

in life! 
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