
HOLT V.C Primary School 

Attendance Policy 

 

Our School aims to provide a rich and creative curriculum within the  

context of Christian values and beliefs, which will foster within each  

child a lifelong love of learning. 

 

We recognise the importance of children’s attendance at school because we strongly 

believe in the importance of education, and the link between regular attendance and 

raising children’s attainment. We want every child to reach their potential and good 

attendance at school will enable us to help fulfil this aim, by providing equal opportunities 

and access to the curriculum for all. In order to achieve this we need to work in 

partnership with parents, having a shared responsibility in promoting and ensuring good 

attendance in school. 
 

Aims 

We aim to: 

 ensure that the children make the best use of their educational opportunities by 

attending school regularly, on time and ready for learning. 

 emphasise a commitment to promoting excellent attendance and punctuality. 

 ensure that everyone within the school community understands the issues and 

procedures for attendance 

 fulfil our statutory duties in relation to school attendance 

 to encourage, recognise and reward good attendance 

 set targets to improve school attendance and reduce unauthorised attendance in 

the coming year. 
 

Legal Framework 

Under Section seven of the Education Act 1996, parents must ensure that their children 

are educated. For most parents this means registering their child at school and ensuring 

their regular attendance. Failure to do so can result in prosecution. 

By law schools are required to: 

 take an attendance register twice a day at the start of the morning and afternoon 

sessions 

 show whether a pupil absence is authorised or unauthorised. 

Authorised absence is where the school has given approval in advance for a pupil to 

be away from school, or has received and accepted a satisfactory explanation for 

an absence. All other absences are unauthorised.  

 report to the LEA pupils who fail to attend regularly or who are absent for more 

than ten consecutive days (over a two week period) without satisfactory 

explanation. 

 support and promote good attendance and treat seriously problems which may lead 

to non-attendance ( Circular 10/99 Social Inclusion, Pupil Support)  

 

 



Roles and Responsibilities 

We value the essential role and contribution that staff in school and parents make to 

ensure that good attendance is encouraged and maintained. 
 

The school’s roles and responsibilities will include:  

 the Headteacher as designated member of staff with responsibility for 

attendance in improving and maintaining good attendance. 

 the class teachers for accurate registration of pupils and passing of follow up 

notes or verbal contact with parents regarding children’s absence to the school 

office. 

 the governor with specific responsibility for attendance, liaising with the 

Headteacher on attendance issues including monitoring attendance returns to the 

DFES and reporting on these to the governing body. 

 the administrative staff for ensuring unexplained absence is followed up with 

parents and that accurate data is entered on the school’s attendance register 

system that monitors and reports school attendance to the DFES. 
 

Parent’s roles and responsibilities will include: 

 ensuring that your child arrives at school on time, appropriately dressed and ready 

to learn ( not too tired or hungry) 

 working in partnership with the school to help your child/children develop an 

understanding of the importance of attending school regularly. 

 not planning or booking holidays during term time - THESE WILL NOT BE 

AUTHORISED 

 working in partnership with the school to take an active interest in your child’s 

education 

 working together with the school and other agencies (as appropriate) to resolve 

problems relating to non-attendance or which may have a negative influence on your 

child’s attendance. 
 

Lateness 

School begins at 8:55 a.m. and all pupils are expected to be in school for registration at 

this time. Registers are closed at 9:15 a.m. Any child arriving after this time without a 

parental explanation will be marked as late (after registers close). This is then recorded 

as an unauthorised absence. As attendance figures have to be reported to the DFES 

for analysis and comparison with other similar schools we are committed to reducing 

unauthorised absence at every opportunity and welcome your support in this matter.  
 

Pupils who are consistently late disrupt not only their education but also that of others. 

Where persistent lateness gives cause for concern further action may be taken. 
 

Family Holidays 

A pupil’s absence during term time can seriously damage the continuity of their learning. 

Not only do children miss the teaching provided on the days they are away, they are also 

less prepared for the lessons building on that after their return, with a consequent risk 

of underachievement. 
 



Parents are strongly urged to avoid taking a family holiday during term time. Parents 

do not have the right to take their child out of school for such a holiday, but the school 

may choose to authorise leave of absence of up to 10 days in any school year. Only in 

exceptional circumstances will a longer absence be authorised. All such cases will need to 

be discussed individually with the Headteacher as prolonged absences that are not 

authorised could be reported to the Education Welfare Officer. 
 

Leave of absence forms can be obtained from the School Office and all requests should 

be submitted to the Office at least two weeks before the first day of the intended 

absence. In considering whether to authorise an absence, the school will consider each 

case individually, taking into account a child’s overall attendance and the reason for the 

request. The school will not authorise holiday absence during term times (apart from 

in exceptional circumstances) 
 

Procedures  

Clear procedures are in place for registration and for identifying and following up all  

absences. They are communicated to staff, pupils and parents. All staff adopt a  

consistent approach in dealing with absence and lateness. 

In school procedures include: 

 clear systems for the timing of registration at the beginning of the morning and 

afternoon school sessions. 

 agreed criteria and a consistent approach to lateness with the register remaining 

open until 9:15 a.m. (20 minutes) 

 an agreed use of registration codes which are known and followed by all staff and 

can be referred to for guidance within each class register. 

 logging of telephone calls from parents/carers on the first day of absence by 

administrative staff detailing the reasons for absence. 

 a telephone call to parents (by 9:30 am), where no contact/explanation for a child’s 

absence has been made 

 further investigation of pupil absence by administrative staff to determine the 

reasons for non-attendance, where no adequate explanation has been received by 

the school following a pupil’s absence/ return to school. 

 involvement of the Education Welfare Service where attendance of a pupil causes 

concern or falls below 90% attendance without adequate explanation. 
 

Home school procedures include: 

 first day  absence contact from parents/carers to the school by phone, in person 

or writing, before 9:30a.m. which gives the reason for/ expected length of absence 

 a follow up written note on your child’s return which gives an explanation for their 

absence 

 notification of medical or dental appointments, that wherever possible are 

arranged outside of the school day. 

 following the procedures for requesting pupil absence during term time. 

 Parents/carers informing the school of any circumstances which are or may affect 

their child’s attendance at school. 

 



Links with other agencies may include: 

 The school referring to the Education Welfare Service 

 Visits from the EWO (Education Welfare Officer) to carry out register checks for 

attendance or to discuss specific concerns 
 

Strategies for Improving and Maintaining good Attendance 

These will include: 

 recognition of good attendance through assemblies 

 sensitivity to the needs of individual pupils 

 awareness raising at parent meetings/forums 

 attendance audits which help to identify categories of non-attendance and enable 

targeting of children/families needing support 

 regular attendance data monitoring which forms a baseline from which to target 

specific concerns 

 links with other policies e.g bullying 
 

Monitoring and Evaluation 

In order to evaluate the effectiveness of these procedures the attendance policy will be 

monitored on a regular basis. 

   This will include: 

 weekly updating of pupil attendance by the admin officer with concerns being 

raised and highlighted to the Headteacher 

 termly monitoring of attendance by the Headteacher, including unauthorised 

absence 

 annual review of attendance by the school governing body 

 identification of training needs for all new staff to ensure consistency and  

     co-ordination of a whole school approach. 
 

Communicating the Contents of the Attendance Policy 

The contents of the School Attendance Policy will be widely communicated to parents, 

pupils, staff and governors in the following ways: 

 distributing a copy of the policy to all new parents/carers when their child is first 

admitted to the school 

 making a copy of the Attendance Policy available for all parents to view on the 

school website/as part of induction or to receive individually on request. 

 by drawing parents/carers attention to the Attendance Policy through the school 

website, newsletters etc 

 raising aspects of the policy through school assemblies, parent forums, appropriate 

staff training meetings. 

 

 

 

This policy was agreed by the Governing Body September 2016 

Review Date: September 2017 

 


