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Introduction  

We expect all children on roll to attend every day when the school is in session, as 
long as they are fit and healthy enough to do so.  We do all we can to encourage the 
children to attend, and to put in place appropriate procedures.  We believe that the 
most important factor in promoting good attendance is development of positive 
attitudes towards school.  To this end we strive to make our school a happy and 
rewarding experience for all children.  We will also make the best provision we can 
for those children who, for whatever reason, are prevented from coming to school.  

Under the Education (Pupil Registration) (England) Regulations 2016 (Statutory 
Instrument 2006/1751) the Headmaster is responsible for making sure the school 
keeps an attendance register that records which pupils are present at the start of both 
the morning and the afternoon sessions of the school day.  This register will also 
indicate whether an absence was authorised or unauthorised.  

  

Definitions:  

1.  Authorised absence  

An absence is classified as authorised when a child has been away from school for a 
legitimate reason and the school has received notification from a parent or guardian.  
For example, if a child has been unwell and the parent writes a note or telephones the 
school to explain the absence.  

Only the school can make an absence authorised.  Parents do not have this authority.  
Consequently, not all absences supported by parents will be classified as authorised.  
For example, if a parent takes a child out of school to go shopping during school hours, 
this will not mean it is an authorised absence.  

 

2.  Unauthorised absence  

An absence is classified as unauthorised when a child is away from school without the 
permission of both the school and a parent.  Therefore, the absence is unauthorised if 
a child is away from school without good reason, even with the support of a parent.  

 

 

 



Reasons for Absence: 

If a child is absent  

When a child is absent unexpectedly, the class teacher will record the absence in the 
electronic register, and inform the school office, where the staff will endeavour to 
contact a parent or guardian. This should coincide with an email to the absence email 
address (absence@rokeby.org.uk) regarding reason for absence. 

The electronic register should be annotated accordingly with the reason for absence 
by the form teacher.  

A note may be sent to the school prior to the day of absence.  For example, if a child 
has a medical appointment.  

If there is any doubt about the whereabouts of a child, the class teacher should take 
immediate action by notifying the school office.  The school will then be in contact 
straight away with the parent or guardian, in order to check on the safety of the child.  

 

‘Good’ Attendance 

What constitutes good attendance? Attendance percentages are not like examination 
results: an attendance percentage needs to be in the high nineties before it can be 
considered good. 

Consider the following example: 

An attendance record of 90% might seem good but is equal to 1 day missed per 
fortnight.  Our view is that, in order for an attendance record to be deemed good, it 
must be 96% or above: 
 
100% = excellent attendance 
98% = very good attendance 
96% = good attendance 
Below 96% = cause for some concern 
 
Each year, a number of students in every year group achieve 100% attendance records, 
showing that this is an achievable target. In addition, a number of children have 
achieved this level of attendance in successive years. Therefore, we want every student 
at Rokeby to achieve at least good attendance at 96% and to aspire to reach a very 
good level of attendance at 98% or above. 
 
The parents of any student whose attendance falls below 90% over a one term period 
will receive written communication noting the school’s concern. 
 
On Site Attendance Prevented Due To Pandemic 
 
The Covid pandemic has meant that all children have missed on site schooling so some 
degree. Attendance of remote schooling is mandatory in such circumstances and the 
school is able to assist any parent who may have difficulties in this regard such as 
loaning a laptop.  
 

Off Games 
 
If a boy is unable to take part in Games sessions due to illness he will be expected to 
work in the Off Games room under staff supervision.  If this applies to your son, please 
notify the school office in writing as soon as possible and no later than the morning 



prior to the Games session. Should a boy miss more than two consecutive Games 
sessions a doctor’s note will be required. 

 
Boys in Reception-Year 2 who are unwell and unable to participate in the Wednesday 
morning Games sessions, should remain at home for the day. Allowances will be made 
for injuries and alternative provision can be arranged with the Director of Sport. 
 
 

Request for leave of absence and special permission 
 
We expect all boys to attend school during the whole of each term as this is a legal 
requirement. If parents wish their sons to miss a day of school for an important family 
occasion, or any other special event, they are asked to write in advance to the 
Headmaster for permission at least two weeks before the event (where 
possible) via his PA’s email address hmsec@rokeby.org.uk  
 
Unless it is to support a special (and unique) event, it is very unlikely that the 
Headmaster will grant permission for a holiday beginning during term time. Parents 
who request permission for holidays or early departures within the last week of term 
of half term are especially likely to be disappointed as there may be little opportunity 
for the Headmaster to consider these requests. Staff arrange the syllabus and activities 
carefully in order to make the most of the school teaching days. When boys miss 
school time it often sets them back and can easily have a detrimental effect on others 
as a team or group activity becomes eroded or may have to be cancelled. This applies 
as much to the last few days of term and those less formal school activities. 

 
Special Permission 
 
If a boy has become involved in an activity outside of school which might affect his 
commitment to the school's activities (including weekend sports fixtures) similar 
permission should be sought. Each request will be considered carefully with the help 
of the Director of Sport according to an internal protocol. Parents seeking such 
permission will need to supply as much information as possible in support of the 
request and will also need to ensure dates and times are supplied for future 
engagements which might conflict with school activities. 

 
Like all schools, we are obliged to keep an attendance register and unauthorised 
absence is noted as such. Please do not make a booking before asking for permission. 
If permission is denied for any reason, you may incur a loss. The Headmaster will be 
expected to report on a boy's participation in school life to prospective senior schools. 
 
Long-term absence  

When children have an illness that means they will be away from school for over 5 
days, the school will do all it can to send material home, so that they can keep up with 
their school work.  

If the absence is likely to continue for an extended period, or be a repetitive absence, 
the school will liaise carefully with parents, so that arrangements can be made for the 
child to be given some tuition outside school.  



 

Repeated unauthorised absences  

The school will contact the parent or guardian of any child who has an unauthorised 
absence.  If a child has a repeated number of unauthorised absences, the parents or 
guardians will be asked to visit the school and discuss the problem.  

 

Pupils who are regularly absent from school or have missed 10 school days 
or more without permission. 

The school will inform local authorities of the details of pupils who are regularly absent 
from school or have missed 10 school days or more without permission.  

 

Monitoring and review  

It is the responsibility of the Headmaster to monitor overall attendance.  The governing 
body also has the responsibility for this policy, and for seeing that it is carried out.  The 
governors will therefore examine closely the information provided them, and seek to 
ensure that our attendance figures are as high as they should be.  

The school will keep accurate attendance records on file for a minimum period of 
three years.  

Class teachers will be responsible for monitoring attendance in their class and for 
following up absences in the appropriate way.  If there is concern about a child’s 
absence, they will contact the school office immediately.  If there is a longer-term 
general worry about the attendance of a particular child, this will be reported to the 
Head/Deputy Head, who will contact the parents or guardian.  

 
Punctuality 
 
We understand that adverse circumstances will very occasionally prevent students 
from arriving on time at school but ask that all parents help their children to adhere 
to the school rules regarding punctuality: 
 
Students should arrive at school and be in on the playground ready for the 8.35am bell 
and should then register with their Form Tutor. Anyone arriving after 8.40am will be 
marked as ‘late’ on the register. 
 
Students arriving later than registration time should sign in at Reception and explain 
their lateness to their tutor at the next registration. 
 
Lateness is problematic for both boys and staff. Lateness incurs missing important 
information at registration time or assembly and is often stressful for boys who are 
put ‘on the back foot’ from the start of that day. 
 
Students who are persistently late will be brought to the attention of the Deputy 
Head/Head of Lower School, as appropriate.  


