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Rationale 

Regular and punctual attendance is essential in enabling children to 
achieve well and to thrive in their learning. Best possible attendance will 

be achieved through a close working partnership of staff, governors, 
parents and children as well as the effective monitoring of attendance 

data. 
 

Aims 
 To ensure the school has clear, consistent policies and procedures 

to be followed regarding attendance 
 Promote the importance of excellent attendance and punctuality to 

impact on achievement 
 Ensure excellent attendance is recognised and celebrated 

 To monitor patterns of absence percentages, punctuality rates and 
broken weeks and take appropriate action 

 To clarify the roles and responsibilities of staff, governors and 

parents 
 The school to exceed national expectations of 95% and to meet or 

exceed its annual attendance target  
 Analyse Local Authority termly reports to show overall improvement 

in comparison with other schools and to compare attendance year 
on year 

 Adopt a proactive approach with all stakeholders: parents /carers, 
governors 

 To diminish any difference that exists between the attendance of 
disadvantaged pupils and all pupils 

 
 

School responsibilities 
 

Responsibility of teachers  

 Provide a safe, stimulating and inspiring learning environment 
where children are motivated to learn and excellent attendance is 

celebrated 
 Complete a register of attendance by 9.00am and 1.05pm every 

day 
 Build a positive and mutually supportive relationship with parents, 

ensuring effective daily communication  
  

Responsibility of Senior Administrators 
 Check that registers have been completed by 9.15am and 1.10pm 

 Check that registers are being filled in correctly and inform the head 
teacher of any discrepancies  

 Check the answer phone and/or email for notification of non-
attendance  

 Record the reason for absence where known on SIMS 



 Ensure the late book is filled in for pupils arriving after the close of 

register 
 Telephone/text parents to find out why pupils are not in school by 

9.15am and after two unsuccessful attempts inform Head teacher  
 Ensure parents/ carers are notified of their requirement to notify the 

school of their child’s absence 
 Ensure parents/ carers use the office book to sign their child in and 

out of school for medical appointments or any other reason 
 Use SIMS to collate weekly attendance reports for the Head teacher 

 
Responsibility of the Headteacher 

 Celebrate excellent attendance and ensure that it is high profile 
 Produce termly statistics about attendance at the school, focusing 

on all pupils and those who receive free school meals  
 Provide attendance information to parents via weekly newsletter  

 Monitor absence rates twice each term and analyse patterns  

 Monitor pupils with less than 95% attendance, 30%+ broken weeks 
and/ or significantly low punctuality rates  

 Send a letter home to the parents /carers when their child’s 
attendance rate falls below 90% or if they remain below 95% for 

two terms or if they have 3 or more broken weeks in any one term  
 Call for a SAM (School attendance meeting) with parents/ carers 

where concerns about attendance are persistent and utilize the 
Education Welfare Service if appropriate  

 Agree an action plan or medical action plan which could involve 
outside agencies if appropriate 

 Commence formal proceedings where attendance causes serious 
concerns 

 Determine absence code to be entered on SIMS when uncertainty 
arises  

 Consider authorising absences for holiday or special circumstances 

 Contact the Local Authority if attendance rates and/ or patterns of 
absence by a child indicate that an attendance problem exists and 

additional support is needed. If there are concerns for a child’s 
welfare this should be done sooner 

 Reward good attendance with termly certificates and annual awards 
 Review the attendance policy on an annual basis  

 Ensure attendance information is up to date e.g. leaflet and web 
site 

 Provide regular reports to the link Governor and FGB through the 
Headteacher’s report   

 Propose an annual attendance target  
 

Responsibility of the Governing body  
 Ensure that the attendance policy is reviewed annually  

 Ensure attendance information is up to date and parent friendly e.g. 

attendance leaflet, prospectus, web site 



 Set an annual attendance target  

 Appoint a link governor, who will monitor the impact of strategies 
used by the Head teacher to improve attendance and report the 

FGB where appropriate  
 FGB will receive termly attendance information through the Head 

teacher’s report, including a breakdown of patterns for those who 
receive free school meals compared to all pupils  

 To monitor implementation of the strategic action plan and or SDP 
where appropriate 

 
Responsibility of the Parents/ carers  

 Ensure that their child/children attend school every day unless there 
are acceptable reasons why this is not possible  

 Ensure children arrive at school punctually (before 8.55am) and 
appropriately prepared (clothing, rested, fed and with appropriate 

equipment) 

 Notify the school of the reason for the absence as early as possible 
on the first morning and each subsequent day. This can be done by 

speaking to a member of staff, the school office, by telephone 
message or email 

 Bring any problems affecting attendance or a reluctance to attend 
school to the attention of the school as soon as possible. 

 
The Local authority will:   

 Collect and monitor attendance data 
 Provide specialist support in cases where all other strategies have 

been exhausted and legal advice is needed when requested by the 
school on a Pay As You Go basis 

 
 

 

Absence codes 
Term time absence must be notified to the Headteacher using a term time 

absence request form from the school office. Term time absence will only 
be authorised in exceptional circumstances.  

 
Authorised holiday – register will be marked ‘H’  

All requests for holidays must be made as far as possible in advance. 
Holidays will only be authorised if they meet exceptional criteria. The 

Local Authority guidelines define these as:  
 Significant family events or circumstances - these will be considered 

on an individual basis with you  

 Parents/ Carers who are only able to take leave at certain times of 

the year.  

 Forces Personnel on leave from a foreign posting  
 



No leave will be authorised in term 5 up to and including assessment 

weeks. 
 

 
Unauthorised holiday – register will be marked ‘G’ 

This code will be used if a parent decides to take their child out of school 
for an unauthorized holiday.  

 
Any period of leave taken without the agreement of the school, or in 

excess of that agreed, will be classed as unauthorised and may attract 
sanctions such as a Penalty Notice fine. The fine is £60 (per parent, per 

child). E.g. A two parent family taking 2 children out of school for an 
unauthorised holiday would be liable for a total of £240 if paid within 21 

days or £480 between 21 and 28 days. 
 

Illness – register will be marked with ‘I’ 

The school must be notified each day of a child’s absence and this will be 
marked as I in the register. If the illness is not believed to be genuine, 

the absence will be marked as unauthorized.  
 

Special circumstances– Register will be marked ‘C’  
A special circumstance is a special one-off occasion which is unlikely to 

occur again in the foreseeable future. Parents/ carers will be asked to 
speak to the head teacher or give written details of the time required and 

any other necessary information to the Head teacher to allow a decision 
to be made before the event when possible. 

  
Religious Observance – Register will be marked ‘R’  

Religious observance: Pupils taken out of school must attend an event 
linked to their own faith. 

 

Medical or Dental Appointments Register will be marked ‘M’   
Parents/ carers will be asked to make late afternoon or school holiday 

appointments whenever possible. Absence for medical or dental 
appointments will be authorised if the Head teacher is satisfied by the 

parent’s notification of absence.  
 

Education other than at school will be marked ‘B’ 
The school will consider parental requests for permission for their child to 

be taken out of school to attend specialist tutoring (sporting or special 
education needs). However, this will only be granted in very exceptional 

circumstances where the benefit to the pupil is greater than the effect of 
missing the school activities.  

 
Parents/ carers will need to obtain a letter from the tutor/ sporting leader. 

This will confirm the timings and benefits of the sessions. 

 



Absences can only be authorised where pupils have a clearly defined need 

in the appropriate area e.g. be on the Special Educational Needs code of 
practice or gifted and talented register.  

 
The arrangement must not create additional work for staff e.g. form filling 

or setting and marking work for sessions missed.  
 

Permission will be reviewed termly. 
                                                                                             

Authorised off-site activity  
Pupils participating in off-site sports fixtures arranged by the school will 

be marked as present in the usual way.  
Educational visit will be marked as ‘V’ and includes induction or 

familiarisation days at secondary school.  
 

 

Punctuality 
It is important the school maintains an accurate record of pupils in school 

in the event of an emergency evacuation a complete and accurate roll call 
can be made. 

 
Pupils must be in school by 8.55am. Registers are taken for the morning 

session by 9.05am. If your child arrives at school after 8.55, they will 
need to be brought to the school office to sign in. Details are entered into 

a late book providing an explanation for the late arrival. The school 
administrator will record attendance with an L. 

 
At 9.30am registers are closed. Pupils will receive a U code and will be 

recorded as absent for that session. 
 

Should a pattern of late arrival emerge then the matter will be discussed 

with the parents and may be followed up with a School Attendance 
Meeting.  

 
 

Monitoring 
This policy will be updated and agreed by the Governing body on an 

annual basis. There is a link Governor for attendance who will monitor the 
implementation of this policy at termly monitoring meetings with the 

Headteacher.  
 

The policy will be available to parents on the school website or from the 
school office and this will be made clear in the weekly newsletter.  

 
 


