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3. Categories of absence 

 

The Department for Education requires that Torquay Boys' Grammar School, as with every other 

school in the land, carefully investigates all absences. 

¶ Authorised absences represent times off school which TBGS acknowledges as being justifiable, 
e.g. illness supported by telephone call/parental note, medical/dental appointments, special 
occasions, family bereavements, interviews, school trips, work experience and other off-site 
activities. 
NB. If a notification is received by a student’s tutor detailing a planned (and justifiable) absence, 
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Parents should make every effort to ensure these appointments are made outside school hours. Where 
it cannot be avoided, your child should attend school for as much of that day as possible.  
 
 
(iv) Exclusion 
 
Exclusion is treated as an authorised absence. When a student receives a fixed term exclusion (FTE) 
The tutor/HOH can arrange for work to be sent home. 
 
(v) Family holidays and extended leave 
 
From the 1st September 2013 amendments to the Education (Pupil Registration) (England) Regulations 20061 
came into force. The amendments make clear that head teachers may not grant any leave of absence during 
term time unless there are exceptional circumstances. 
  
It is the policy of the Governing Body not to grant permission for term time absence due to family 
holidays, except in exceptional circumstances. 
Parents may request a leave of absence during term time, but these must be made in writing to the 
Headteacher 

http://www.legislation.gov.uk/uksi/2006/1751/contents/made
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'TBGS recognises that there may be times where parents may request absence in order to observe 
religious festivals that fall outside of school holidays and weekends, and will allow authorised absence 
for these times. Parents will be aware of these dates and should give the school written notification in 
advance (see addendum 1 – Absence request form) 
 
4. School action: following up absences 

Class registers are passed to the school office at the end of the registration period. Where there are 
unexplained or unauthorised absences, the school will contact the parents or carers. If a pattern of 
unauthorised absences emerges, the tutor/HOH or Deputy Headteacher (Pastoral) will contact the 
parent or carer to discuss possible reasons and school support systems that could help. 
 
If the attendance registrar has not received an explanation for a student’s absence then form tutors 
may ask students for written explanation from their parents/carers for their absence upon their return. 
This is for the school records and is necessary no matter what the reason or length of the absence. 
 
The school will take disciplinary action against any students who are discovered to be truanting and 
parents or carers will be contacted to discuss possible reasons and school support systems that could 
help.  
 
5. Legal action: following up absences 
 
We are required by law to investigate carefully all absences - parents must understand that unjustified 
absences will not be permitted.  Where regular attendance of a student is causing concern, the services 
of an appropriate outside agency may be enlisted. 
 
Torquay Boys’ Grammar School is dedicated to complying with attendance laws and has set out this 
attendance policy accordingly. Please be aware of the following Local Authority guidelines: 
 
‘Parents/carers are committing an offence if they fail to ensure the regular and punctual attendance of their 
child at the school at which the child is registered, unless the absence has been authorised by the school. 
 
If your child has at least 10 unauthorised absences within a 6 month period, please note that failure to ensure 
regular attendance could result in future legal proceedings by the Local Authority under Section 444 of the 
Education Act 1996. 
 
All leave of absences from school can only be agreed by the school in advance, so it is therefore very 
important that you apply to the school in writing as far in advance of any absence as is reasonably possible. 
Please be aware that a school can only grant leave in ‘exceptional circumstances’. 
 
Parent/s and/or carers who take their child or children out of school without authorisation, be that by 
failing to apply at all, applying retrospectively or having their request refused, may be issued with a Penalty 
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Notice per child per parent/carer who has 10 or more unauthorised absences within any six month period. 
The Notice carries a penalty of £60 if paid in full within 21 days or £120 if paid in full after this time but 
within 28 days. We are unable to accept part or late payment and there is no legal right to appeal the 
Penalty Notice once it has been issued. Failure to comply with a Penalty Notice may result in prosecution 
proceedings being initiated against you for an offence of failing to ensure your child’s regular school 
attendance which is contrary to section 444 of the Education Act 1996. If convicted, you may face a fine of 
up to £1,000. 
 
 

6. Roles and responsibilities 

 

Students 

As part of our whole-school approach to maintaining high attendance, we request that students: 
¶ Be aware of the school’s attendance policy, and when and what they are required to attend. 

This will be communicated to them through the school staff, parents and the school timetable 

¶ Attend all lessons ready to learn, with the appropriate learning tools requested and on time for 

the class. Lesson times will be made clear through their school timetable. 

¶ Bring a note of explanation from their parents or carers to explain an absence that has 

happened, or is foreseen. 

¶ Follow the correct set school procedure if they arrive late (see 3i). Students are held responsible 

for this and it is made clear to all students what this procedure is by their form tutors. This will 

help the school to monitor attendance and keep accurate records for the child’s individual 

attendance, and is also vital for health and safety in the event of a school evacuation. 

¶ Speak to their form tutor or another member of staff if they are experiencing difficulties at 

school or at home which may impact on their attendance 

¶ Inform reception immediately, at any time during the school day, when attending an extra-

curricular activity, a separate school based activity or for an appointment.  

 
Teachers and support staff 
 
As part of our whole-school approach to maintaining high attendance, the school’s teachers and 
support staff will: 
 
¶ Ensure that they are following the correct systems for recording attendance and that 

attendance is taken daily. 

¶ Tutors will actively monitor lateness. Parents will be notified to discuss any potential support 

needs. 
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------------------------------------------------------------------------------------------------------------------------------------------------------------------
-- 
This portion to be returned to parents/carers 
Please note that even if this absence request is authorised you may still receive letters of concern from either the school or 
Local Authority if your child’s attendance drops below a level that the school deems acceptable, 
Pupil(s) name(s)………………………………………………………..………………………………………...  
Class/Year..………………………………………………………………………………………………………. 
 Absence authorised  from ………………………to ….………………..………. (Inclusive) 
 Absence unauthorised current attendance ………… %    as of      ………/………/20…… 
 

Signed ………………………………………..…… (Head Teacher)
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Research suggests that children who are taken out 
of school may never catch up on the learning they 
have missed.  This may affect test results and can 
be particularly harmful if the child is studying for final 
year examinations. 
 
Children who struggle with English or Mathematics 
may also find it even harder to cope when they 
return to school, while younger children may find it 
difficult to renew friendships with their classmates.  
 
If the school is unable to authorise the absence and 
the child is still taken out of school, this will be 
recorded as unauthorised absence and you may 
receive a £60* fine per parent for each child. 

The request for leave must come from a parent with 
whom the child normally resides. 
 
If a child then stays away from school for more than 
the authorised period this must be recorded as 
unauthorised absence and could be quoted in a 
prosecution for poor attendance. 
 
If the child is away from school for a total of four 
weeks or more, the school may have the option to 
take the child off roll subject to the Education (Pupil 
Registration) (England) Regulations 2006.  
 
In the case of unexpected extended absence, it is 
advisable that the parent fully informs the school as 
to the reasons. If a child is removed from roll, there is 
no guarantee that the child will regain a place at the 


