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Introduction 
  

 This policy is designed to help us promote good attendance and 
punctuality. There are many reasons why pupils fail to attend school 
regularly: our aim is to make school a place where young people want to 
be.  

 Regular and full attendance at school is an essential part of being able to 
ensure good education for pupils. We recognise that teaching and learning 
are adversely affected when attendance is poor.  

 We aim to reward those pupils whose attendance is good.  

 When a pupil’s attendance or punctuality is unsatisfactory we aim to take 
prompt and effective action to leading to improvement, liaising with outside 
agencies as appropriate.  

 
Guidelines  

 Parents have a legal duty to ensure that children of compulsory school 
age attend school on a regular and full-time basis.  

 Parents do not have a right to take children out of school for a family 
holiday.  

 At the discretion of the Executive Headteacher or Head of School leave of 
absence may be granted in an academic year.  

 Unauthorised absence from school is monitored and reported to parents 
and the Education Welfare Officer.  

 Every absence from school has to be classified by the school in 
accordance with national and local guidelines. The school decides 
whether or not an absence is authorised.  

 Authorised absence and lateness are monitored. The Education Welfare 
Officer is informed of persistent poor attendance or punctuality.  

 Problems with attendance and punctuality are best resolved by discussion 
between the school, parents and the pupil.  

 The Education Welfare Officer is available to help the school, parents and 
pupils resolve problems with attendance and punctuality and has the 
power to refer any issues to the Local Authority where fines could be 
issued.  

 
Attendance Targets  

 The school will set its own annual target and we encourage all pupils to 
attend 100% of the time 

 Pupils whose attendance is 100% will be rewarded on a half termly basis 
with a certificate.  



 The class with the overall highest attendance at the end of the year will be 
rewarded.  
 

 



Responsibilities  
Staff  

 To complete the school register each day and send this to the school 
office   

 To report a pupil’s attendance to parents via the annual school report,  
 
Office Manager  

 To administer the registration system in line with statutory guidelines  

 To investigate and seek explanation for unexplained absence or lateness, 
including the collection of notes from parents and the recording of reasons 
for absence.  

 To collate statistics and inform the Executive Headteacher or Head of 
School when patterns of lateness or attendance are giving cause for 
concern.  

 To assist in the collection of data for the school’s attendance returns to the 
LA or Department for Education (DfE) 

 
Parents / Carers  

 To make sure that their son/daughter attends school punctually, regularly 
and full-time.  

 To contact the school by telephone on the day of absence by 9.30am to 
explain the absence of a pupil.  

 To request, preferably in writing, permission for a pupil to miss a school 
session for a medical appointment or produce appointment card/ letter 
with the date and time detailed. Return to school should happen as soon 
as possible after the appointment  

 Leave of absence will not be granted unless in exceptional circumstances. 
This can be requested by completing the absence form at least 4 weeks 
prior to the leave being taken and school will respond within 7 days of 
receiving your application.  

 Parents who take unauthorised leave of absence will be referred to the LA 
who may issue a penalty notice for unauthorised leave of absence.  

 
Organisation  

 Online registers will be completed morning and afternoon.  

 Registration will be at 08:50am in the morning and will close at 09:00am 
for all pupils. Children arriving after 9.00am will be recorded as late and 
those arriving after 10.00am will be marked with ‘U’ on the register. This 
means that there has been an absence for the whole session. Registration 
in the afternoon will be at 13.00pm and will close at 13.05pm for all pupils.  

 Due to the COVID19 national pandemic, it may be necessary to alter 
school registration times in accordance with school/ local/ national 
guidance. Parents will be kept fully informed of any alteration to the school 
register opening/ closing times through the school website/ Facebook and 
text messing services.  



 
 
Monitoring  

 Patterns of lateness and attendance will be monitored by the Office 
Manager and the Executive Headteacher / Head of School.  

 Patterns of attendance will be regularly reviewed by the school and 
reported to Local Board of Governors by the Head of School and to Trust 
Board in the Executive Headteacher’s Report.  

 Patterns of attendance and lateness will be checked by the Education 
Welfare Officer during regular visits to school.  

 
Action in the event of unauthorised absence, persistent absence and other 
absence 
 

 If a pupil’s attendance falls below 96% over a term without good reason or 
a pupil is persistently late, the school will write to the child’s parents / carer 
to inform them of their concerns.  

 If the pupil’s attendance does not improve we will write to the parent/ carer 
inviting them to a meeting in school and the completion of a parenting 
contract.  

 Parents are informed that absences will not be authorised without 
medical evidence.  

 All unauthorised absences will be referred to the Education Welfare 
Officer.  

 The Education Welfare Officer and School will refer all persistent absence 
pupils to the Local Authority who have the power to take legal action under 
the Education Act 1996 against and parent who fails to ensure that their 
child’s regular and punctual attendance in school 
 

 
 
  

 
 



Appendix 1  
 
School monitors attendance and punctuality of every child on a daily basis. The 
following chart sets out the action that will be taken to address 
attendance/punctuality issues should they arise.  
 

Child’s attendance drops below 96% or is persistently late. 
 

School will send a letter out to Parents informing them that attendance/ 
punctuality has dropped below school target. 

 
School will continue to monitor attendance/punctuality following on from this 

 
Attendance/punctuality improves – no further action taken. 

 
Attendance does not improve – below 96% - school will arrange for a Parenting 
Contract to be drawn up. This meeting will be held at school with the Executive 
Headteacher or Head of School and the EWO. Absences will not be authorised 
without medical evidence. 
  
Attendance does not improve – referral to EWO who will meet with the family to 

discuss support and attendance/ punctuality expectations 
 
 


