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1. Aims 
 
It is a primary aim of our school that all children should be given the maximum 
opportunity to achieve.  We are determined therefore to encourage the 
highest possible attendance levels. 
 
The school’s attendance policy will outline areas of procedure all staff will 
undertake to increase the overall levels of attendance and punctuality and to 
reduce the percentage of unauthorised absence and persistent absence. 
 
Our wider aim may be seen in terms of encouraging personal responsibility to 
improve their levels of attendance or provide information to the school in times 
of absence. 
 
2. The Legal Framework 
 

Education Act 1996 
  
The duty placed upon parents to ensure that their children attend school is 
contained in Section 7: 
  
"The parent of every child of compulsory school age shall cause him/her to 
receive efficient, full time education suitable to his/her age, aptitude and ability 
and to any special educational needs him/her may have either by regular 
attendance at school or otherwise." 
  

Section 444 of the same Act states that: 
  
"The parent of a child of compulsory school age registered at school and 
failing to attend regularly is guilty of an offence punishable by law." 
  
Schools have a duty in law to refer any absence of 10 days or more where 
they have been unable to make contact with the parent/child or have general 
concerns about the absence, to the Education Welfare Service. 
  
 
 
3. Roles and Responsibilities 
 
Under the co-ordination of the Executive Headteacher, the School Office 
Manager and the Educational Welfare Officer will work in collaboration.  The 
Officer Manager will have separate responsibility for attendance and will have 
fortnightly reviews with the School’s Educational Welfare Officer.  The school 
will work to encourage all staff to take an active and vital role in improving 
attendance and punctuality, particularly in early contact with parents and 
communication with the Executive Headteacher. 
 
The Local Governing Body will be informed on attendance in the Head of 
School’s termly report, with Link Governors available to discuss issues with 
the Head of School. Trustees and Members of the Multi-Academy Trust  will 



be informed on attendance by the Executive Headteacher throughout the 
year. Parents will be informed of attendance within newsletters, on the school 
website and during weekly celebration assemblies. Families of children whose 
attendance does not meet expected standards will be contacted via the Office 
Manager as necessary. 
 
4. Attendance 
 
When completing registers: 
 

• Electronic registration is completed through SIMs 

• Registers must be completed, closed and saved twice each day; once 
at 9.05 am and once at 1.05 pm for Reception and Years 1 to 6. For 
Nursery, this should be once at 8.55am and once at 12.30pm 

• Notes given to the teacher must be sent to the school office to be 
recorded and processed on SIMs as necessary 

• The register is a legal document and accuracy must be maintained at 
all times 

 
All absence should be reported to the Office Manager who will record this on 
the pupil record on SIMs. This authorisation can only be from the child’s 
immediate family or guardian.  Where a child is collected part way through the 
school day, their name should be added in the absence book with the date, 
time and reason for leaving and the register should be updated so that it is an 
accurate record of who is on the school site. 
 
In the case of any absence the following guidelines should be followed 
carefully:- 
 

• A phone call will be made on the first day of absence if the school are 
not notified by the parent/ guardian 

• Should we still receive no contact from the family and the absence 
continues, daily calls will be made. 

• Should teachers notice any patterns of poor attendance or other 
irregularities, they will communicate them to the Office Manager and 
they will refer the case to the Head of School, Executive Headteacher 
or the EWO as necessary 

• In all cases it is important we have followed the correct procedure and 
have kept the relevant evidence 

• For all active cases, the additional attendance sheets will be completed 
by the Office Manager, updated each week and discussed with the 
EWO fortnightly as advised.   

 
The school’s EWO will visit each fortnight and meet with the Office Manager.  
Information from this meeting will be communicated to staff. 
 
Parents will be kept informed of attendance figures, patterns and trends.  We 
will use many rewards to ensure progress is brisk, these include:- 
 



• Attendance figures are updated weekly on the school website 

• Attendance award for the best class attendance each week is 
announced in celebration assembly and the display board is updated 

• Individual attendance rewards are given to pupils 

• Letters home to comment on any improvements in attendance totals or 
patterns 

• Termly awards assembly is held for 100% attendance certificates, with 
a very special end of year award. 

 
5. Punctuality 
 
Closely connected to our drive to improve attendance is our insistence on 
improving levels and patterns of punctuality.  The loss of valuable curriculum 
time, together with attitudes of personal responsibility are the issues that drive 
this. 
 
Senior Leaders will monitor this issue for the school and also meet with the 
EWO if necessary. 
 
Most importantly, Senior Leaders have daily contact with families who are 
late, as they meet and greet children each morning at the school gate.  
Children who arrive after 9am are greeted through the main office entrance 
where parents are asked for the reason for late arrival. 
 
The punctuality letters agreed with the EWO are available from the Office 
Manager.  In order to increase awareness of this matter, regular updates will 
be included within parent’s newsletters and assemblies. Children whose 
punctuality has improved will be rewarded as will children who are always 
punctual for school. 
 

 

 

 


