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Dear Parent/Carers, 
 
SCHOOL ATTENDANCE – INFORMATION FOR PARENTS  
 
Our aim is to make your child’s school life a happy and enjoyable learning experience.  To support your child’s 
education, you have an important role to play and we therefore ask for your assistance and co-operation, in the 
following. 
 
Attendance 
Children should attend school unless they are ill.  You may be asked to provide medical certificates for lengthy or regular 
illnesses.  On the first day of any absence please ring through to the school office on 020 8300 4161 by 8.40am or send a 
message to the school via the school office email address  admin@birkbeck.bexley.sch.uk to let them know why your 
child is not attending.   Emails will be followed up via a phone call later in the day and absence is followed up daily. 
 
If we are unable to contact you or an emergency contact, we will conduct a home visit to check on your child’s welfare, 
as well as yours.  If we are still unsuccessful then we may seek the support of outside agencies. 
 
Days off school for shopping, birthdays etc. are not acceptable and will not be authorised. 
 
Please remember to inform the school of a change of ‘emergency numbers’ i.e. new job, change of child minder etc. 
Occasionally there may be family emergencies such as a bereavement which may require children to be absent from 
school.  In these circumstances it is advisable to discuss the situation with the school as soon as possible so that 
appropriate support can be given.  If you have problems with your child’s attendance e.g. they refuse to attend or are 
unhappy, please discuss the matter in the first instance with your child’s teacher.  You may also contact the School’s 
Attendance Advisory Service. 
 
Illness 
If your child is absent from school due to sickness or diarrhoea it is our school policy that they cannot return for 48 hours 
from the last time they had either of these symptoms.   
 
Punctuality 
It is important that your child arrives at school on time.  This helps the child to be calm and responsive for the start of the 
school day.  If not it can cause embarrassment and be worrying for a small child, as well as disrupting the work of the 
child’s class.  Good punctuality is positive habit forming for the future and encourages the important value of education. 
 
Dental/Doctor/Hospital/Appointments 
Appointment cards should be available to show the school.  Try to make appointments for after school hours.  Failing 
that, an early morning or late afternoon appointment means your child does not have to miss a whole day's schooling.  If 
this happens, please contact the school office to make them aware before collection. 
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Holidays 
In line with current Department for Education guidance, holidays in term time cannot be authorised. Leave of absence 
during term time can only be granted for exceptional circumstances. The current law does not give any entitlement to 
parents to take their child on holiday during term time. Any application for leave must be in exceptional circumstances 
and the Head Teacher must be satisfied that the circumstances warrant the granting of leave. Parents can be fined for 
taking their child on holiday during term time without consent from the school. 
 
Schools can request Bexley LA to issue a Penalty Notice/Fine for unauthorised absence in term time in accordance with 
the school attendance policy.  Alternatively, a formal referral to the School’s Attendance Advisory Service may be required 
to address the unauthorised absence in the wider context of persistent absenteeism. 
 
All absences must be requested by using the Term Time Leave of Request Form which is available from the school 
office. 
 
The relationship between school and home is very important, and good communication is the key to success.  Please do 
not hesitate to talk to us about concerns or questions you may have. 
 
Yours faithfully 

 
 
 
 

Mrs S Kelley-Day 
Head Teacher 
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