
 

 

 

 

Attendance Policy 
 
1) AIMS     
 
Poor attendance disadvantages children. We aim to ensure that the children in our school have 
the highest possible attendance and are on time. Where this is not the case, staff follow a staged 
procedure designed to improve the situation. 
 
We seek to improve our annual average attendance figure year on year, with a target of 97% 
attendance in 2017/18. 
 
While 100% attendance is clearly the ideal, legitimate illness or other factors can prevent it. Such 
attendance is, where it occurs, clearly "excellent". On the other hand, attendance, which falls 
below 92% where a child is known to be in reasonable health and there are no other extenuating 
circumstances, is poor and should give cause for concern. In order to ascertain the levels of 
individual children's attendance, we aim to ensure that a complete register check is undertaken 
every week, and where there is cause for concern, appropriate action shall be taken.   
 
It is recognised that a significant factor affecting attendance at our school is the high level of 
children belonging to service families (approximately 50%).  Parents are frequently deployed 
overseas for long periods and this has an impact on term-time holidays. 
 
We publish our overall average attendance, and our figures for authorised and unauthorised 
attendance in the Governors Annual Report to parents and the school prospectus. In addition we 
make our attendance figures known to legitimate agencies (e.g. the DfE and the LEA) by 
completing appropriate returns.  Finally, we aim to ensure that school registers, on which these 
returns depend, are kept accurately and that the criteria by which we judge absences as 
authorised or not are known to all class teachers. 
 
2) REGISTERS 
 
As a legal document, registers are kept on the premises at all times. Morning and afternoon 
registers are either completing online (using the school MIS system) or on paper and then 
uploaded. Teachers are required to complete the register at the beginning of each session every 
day, and return it to the office at the end of each registration period.  Registers close at 9.10am 
and 1.25pm.  Any child after this time is late and should be sent to the office for this to be 
recorded. The time the child arrived, for example at 9.25am, should be entered in the margin.   
 
Where there is an absence, the school is required to enter the appropriate explanatory symbol in 
the absence circle.  A sickness may only be authorised if the school has received a message from 
the parent/guardian. Any notes received from parents should be kept until the registers have been 
checked and entered into the database.  Notes regarding significant absence are filed in the child’s 
individual records in the office. 
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The Headteacher decides whether or not to authorize an absence. Clearly, where there is a 
definite pattern of non-attendance or where the explanation for absence is unsatisfactory (e.g. 
going to the airport, buying shoes), absence may not be authorised even with a message from a 
parent.   The school will actively seek an explanation for every absence and keep a note of the 
response.  Weekly totals of possible and actual attendance, along with the number of authorized 
and unauthorized absences per week (in sessions) are obtained from the SIMS database.  This 
information is kept by the school.   
 
We will encourage parents and carers to make medical appointment outside of school hours. 
Evidence of appointments is requested for absence during the school day. 
 
From September 2013 the law regarding term time holiday changed: 

Term-time holiday 

The Education (Pupil Registration) (England) Regulations 2006 currently allow headteachers to 
grant leave of absence for the purpose of a family holiday during term time in “special 
circumstances” of up to ten school days leave per year. Headteachers can also grant extended 
leave for more than ten school days in exceptional circumstances. 

Amendments to the 2006 regulations (from 1st September 2013) remove references to family 
holiday and extended leave as well as the statutory threshold of ten school days. The 
amendments make clear that headteachers may not grant any leave of absence during term time 
unless there are exceptional circumstances. Headteachers should determine the number of school 
days a child can be away from school if the leave is granted. 

Up until this change, the school had considered holiday requests on a case by case basis, where a 
child’s overall attendance along with any previous holiday is taken in to consideration. As a result 
of this guidance the school no longer authorizes requests for holiday during term time. Families 
that take unauthorized holidays may be subject to fixed penalty fines which will be issued by the 
Children’s Services Attendance Team. This team will also investigate high levels or extended 
periods of absence due to illness. 
 
Requests for absence will only be granted in exceptional circumstances and parents will need to 
contact the school to establish the length of the absence. 
 
3) PROCEDURES 
  
Class teachers have initial responsibility for expecting good attendance and punctuality from the 
children in their care.  Registers are checked daily and where an unexplained absence is recorded 
office staff telephone the family concerned as soon as possible. 
 
Office staff will also monitor: 
 

 Attendance figures half-termly and present a report to the Headteacher who will contact 
parents/guardians of pupils causing concern and will send them a copy of the child’s 
attendance record to date. 

http://www.legislation.gov.uk/uksi/2006/1751/contents/made


 Where attendance falls below 80% the Headteacher will refer the case to the Education 
Social Worker (EWS) who will liaise with the school and take any necessary further action. 

 
4) ROLES AND RESPONSIBILITIES 
 
The class teacher is initially responsible for encouraging good attendance, keeping the register 
correctly, and referring children for whom concern exist. 
 
Office staff with responsibility for handling attendance data will carry out regular monitoring 
checks and report to Headteacher.   
 
The Headteacher will communicate with the family or Cluster Attendance Worker or LA 
Attendance Officer as appropriate.   
 
Attendance figures will be reported to Governors termly, and in the Autumn Term governors will 
set and review annual attendance targets. 
 
 


