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Attendance at School: Guidance for Parents  
 
It is important that your child attends school regularly and on time.  Any absence disrupts a child’s education and 
may mean that they are unable to catch up with essential learning.  While teachers do try to help children catch 
up with missed learning, this does create additional work for teachers.  When pupils are late, this interrupts the 
lesson.  Pupils may also miss important information or instructions and then find it more difficult to join in the 
lesson. 
 
 

Absence for illness 
• Sometimes your child may not feel very well (for example, they have a cold, a sore throat, a headache); 

they can still attend school.  If they start to feel unwell during the day, the school will contact you. 

• Sometimes when your child is unwell, they may need to stay at home.  You must tell the school. 

• A child must stay at home when they have a contagious infection (eg. chicken pox, impetigo).  They must 
stay at home for 48 hours since the last period of sickness or diarrhoea. 

• Medication: all schools have trained staff who can give medication.  If your child needs medication, please 
complete the relevant medical form (available from the school) and give this to the school office.  The 
medication must be in the correct box, with pupil’s name clearly marked on it. 

 
 

How to report your child’s absence 
You need to tell the school as early as possible on the first day your child is absent.  You must give your child’s 
name and class, and the reason for absence.  The school may ask you if you know when your child will return to 
school.   
 

✓ Phonecall: you can telephone the school office.  Sometimes you will leave a voicemail. 
✓ Email: you can email the school office.  Please ask for the email address if you don’t have this. 
✓ Written note: you can give this to the main school office 
✓ Text: some schools will give you a mobile number to contact staff who support attendance 

 
You need to tell the school every day that your child is absent.  If you know your child will be off for a certain 
number of days, you can give the expected date of return.  If you do this, you don’t need to contact the school 
every day. 
 
If your child is off school because of a long-term illness or condition the school will help your child to keep 
learning, for example, they may send work for your child to complete at home.  Please discuss this with your 
child's school as soon as possible. 
 
What does the school do if my child is absent? 
• If you don’t tell the school that your child is absent, you will receive an automatic text message from the 

school to say your child has not arrived at school.  If this happens, you need to contact the school, via 
phone call, email or text message. 

• If your child does not arrive in the morning or leaves school without permission during the day, the school 
may telephone you. 

• If schools are unable to reach the main contact, they may try to call emergency contacts listed on your 
child’s record.  If no contact can be made, this will be recorded as an absence ‘to be confirmed’ or an 
‘unauthorised absence’. 

• If you are not able to communicate with the school while your child is absent, please tell the school as soon 
as possible.  The absence will updated on your child’s profile. 

 
 

 

CONTACT DETAILS 
The school must have up-to-date contact details for you and your child. 

If anything changes (mobile numbers, home address, emergency contacts) tell the school by email or in writing. 
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Authorised absence 
Your child’s absence will be recorded as authorised if: 
• They are ill. 
• They are attending a doctor or hospital appointment.  Note: your child should usually attend school 

before/after appointments. 
• They are involved in an activity and the school agrees in advance. 
• Someone close to your child has died. 
• There is a crisis or serious difficulty at home or in your family. 
• They are going to a religious ceremony or a wedding of someone very close to them. 
• Your family is returning to a country of origin for cultural reasons or to care for a relative. 
 

Planned absence: if you know in advance that your child will be off school (eg. if they have an appointment or 
important meeting to attend) please inform the school in advance. 
 
 

Absence for other Exceptional Circumstances  
Other absence may be authorised only in exceptional circumstances.  If parents wish to request absence of up to 
two weeks from school for exceptional circumstances, they should make a written request to the Head Teacher, 
giving details.  The decision to authorise such absence is at the Head Teacher’s discretion, following Education 
and Children’s Services department guidelines.  Requests for absence of more than two weeks will be referred to 
the Education and Children’s Services department.  
 
 

Unauthorised Absence and Support 
Any absence which is not for medical or other authorised reasons will be recorded as ‘unauthorised’ on your 
child’s attendance record.   Schools must do what they can to find out why a pupil has unauthorised absences.  
Sometimes the reason for the absence is that the pupil is unhappy or struggling with their learning, or there is 
conflict with other pupils or teachers.  If you have worries or concerns about your child, please talk to your 
child’s class teacher, Pupil Support Leader or the Head teacher/ Depute Head teacher.  We will work together 
with you to help your child attend school. 
 
 

Heritage Visits 
Heritage visits can be an important part of a child or young person’s language, cultural and family development.  
Parents who are considering a heritage visit to their family’s country of origin should try to make this visit within 
the 12 weeks of annual school holidays.  If this is not possible, they should talk to the school at the earliest 
possible opportunity.  Discussing your plans with the school will help minimise disruption to your child’s 
education and enable the school to help you make the visit educationally enriching.  Your child’s teachers and 
EAL teacher may be able to suggest ways in which your child can link the experiences of the visit with their 
learning in school and contribute to the school curriculum. 
 
 
Moving schools 
• If your child is going to leave school because your family is moving, please tell the school, by phone, letter 

or email.  Tell the school the last day your child will attend and where you are moving to.  

• If you move within Edinburgh or Scotland, the new school will contact the previous school for your child’s 
records.  You will need to tell the new school the name and address of the previous school. 

• NB: Your child cannot be removed from the previous school register until this has happened.  

• If you are moving out of Scotland, you need to tell the school where you are moving to. 

• Schools will continue to use all forms of communication and all contact records until it is confirmed that 
pupils are enrolled in a new school. 

• If there is no confirmation that children are enrolled in another school, the Council will inform relevant 
services (eg. Education Welfare Service, Social Services, Police) so that we can establish the safety and 
wellbeing of the child and family. 


