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Policy effective from:  Autumn 2016 
Review due: Summer 2019 

1. Introduction 

1.1 St. Leonard’s C.E. Primary School is committed to providing a full and efficient education to all pupils 
and embraces the concept of equal opportunities for all. We will endeavour to provide an environment 
where all pupils feel valued and welcome and aim to provide every pupil with an excellent standard of 
education. 

1.2 For a pupil to maximise their educational achievement a high level of school attendance is essential. 
Every opportunity will be taken to convey to pupils and their parents and carers the importance of 
regular and punctual attendance. 

1.3 School attendance is subject to various Education laws and this school attendance policy is written to 
reflect these laws and the guidance produced by the Department for Education.  

{See appendix 1-The Law} 

1.4  Each year the school will examine its attendance figures and set attendance/absence targets. These 
will reflect both national and local authority attendance targets if available.     

{See appendix 2-Target Setting} 
1.5  This policy will contain within it the procedures that the school will use to meet its attendance targets. 
1.6  The school attendance policy will be made available and accessible to  school staff, governors,   

parents, carers and pupils 
2. Aims and Objectives 

      The aims and objectives for attendance and punctuality are: 
2.1  To improve the overall attendance of pupils at the school and raise the profile of attendance and 

punctuality in the school. 
2.2  To ensure that attendance and punctuality is a high priority for all staff, parents pupils and outside 

agencies and provide clear ways of working with agreed roles and responsibilities, to promote 
consistency and fairness. 

2.3 To create and develop clear lines of communication between home and school and to make all 
expectations relating to attendance and punctuality clear to all parties affected by them.   

3. Expectations 
3.1 We expect all pupils to attend school regularly and on time. 

We expect that all parents and carers to ensure their pupils are present and on time for every school 
day and that they contact the school by 9:30am whenever the pupil is unable to attend school. Parents 
and carers should send in a written explanation on the pupils return to school or send an e-mail. 
Parents and carers should contact the school promptly whenever any problem occurs that may keep 
their child away from school; 
3.2 School staff are expected to keep regular and accurate records of attendance for all children, at 
least     twice daily and contact parents as soon as possible when a pupil fails to attend where no 
message has been received to explain the absence. The school will follow up all unexplained 
absences to obtain notes giving a reason for the absence and express their concerns and clarify the 
school’s and the LA’s expectations with regard to regular school attendance.  

3.3 Attendance will be monitored and good attendance encouraged.  
4. Attendance Targets 

4.1 We aim to achieve and maintain high standards of attendance and set specific and realistic targets 
each yearly. 

4.2 A system for analysing performance towards the targets has been established and the deputy head 
teacher is responsible for overseeing this work. 

Our schools targets are: 
2016/2017          97% 
2017/2018          97%    
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5. Communication 

5.1 All attendance related communication between school based staff will be recorded in a      
clear/concise manner, using the appropriate attendance record sheet or data system.  
Parents will be notified of attendance/punctuality issues pertaining to their child by phone, email, letter or 
attending meetings. 
 
6. Methods used to inform parents and pupils of the link between 
    Attendance and Achievement 

At St. Leonard’s we strongly acknowledge the link between attendance and achievement and will 
promote this by: 

 Including information in the school newsletter 

 Providing an accessible copy of the school’s attendance policy in the school office and website 

 Including pupil’s attendance/punctuality information at parent’s evenings 

 Discussing attendance during PSHCE lessons 

 Holding meetings with attendance leader/learning mentor, parents and children. 

 Contacting parents about attendance/ punctuality at an early stage 

 Creating displays, notices and banners in and outside of school 

 Having special end of term attendance and punctuality awards 

 Celebrating weekly attendance figures and awarding Be There Bear and Attendance Shield every 
Friday in assembly 

7. Registration 

7.1 The school will keep an admissions register, either electronically or on paper which records   
       the personal details of every pupil at the school. An attendance register will record every pupil’s 
       attendance at both morning and afternoon sessions that the school is open to pupils. 
7.2The admissions register will record the full name, gender, date of birth, date the pupil was admitted to 
      the school and the name, where appropriate, of the school the pupil last attended. It will also record 
      the name and address of every parent and carer of the pupil that is known to the school and the 
      pupil’s home address as well as emergency contact details of the parents and carers. 
7.3The school may include further parental information in order to enhance communication or conduct 
     security checks when parents contact the school. 
8. Registration Procedures 

8.1 The school playground gates will be opened from 8:35am and school starts promptly at 8:55am. 
8.2 All pupils will line up in the designated area for their classes, where the class teacher will be waiting. 
8.3 On arrival at the class, the teacher will conduct registration at 9:00am. 
8.4 Registers close at 9:10am. [DFES guidance suggests a maximum of 30 minutes but schools can 

choose to use a shorter period.]. At which time any paper registers are also taken to the school 

office. 
8.5 Office staff will analyse all registers and input the relevant data into the computer system and 

commence first day calling at 10:00am. 
8.6 Any child who is absent from school at the morning or afternoon registration period must have their 

absence recorded as being authorised, unauthorised or as an approved educational activity 
[attendance out of school]. Only the headteacher or a member of staff acting on their behalf can 
authorise absence. If there is no known reason for the absence at registration, then the absence 
must be recorded in the first instance as unauthorised. 

8.7 The afternoon registration will be at 1:30pm and registers will close at 1:40pm.                    
 
9. Late system 

9.1 At 9:00am all entrances to the school will be closed (except for the main entrance) and any child who 
      arrives after this time will need to report to the office. 
9.2 Pupils arriving after 9:10am will be marked as late in the register and their name, class and reason 
for lateness documented in the late book and on the relevant computer data system. 
10. Punctuality Procedure 
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10.1 Pupils with three or more lates in a week will result in a letter home (Late letter one) and pupils who 
are late four times or more, in a two week period will receive a late letter home (Late letter two). 

10.2 A further four or more lates in the following two week period will result in the pupils’ parent/carer 
being sent a letter requesting their attendance at meeting with the DHT/Inclusion Manager at which 
targets for improvement will be set. 

10.3 If a pupil and parent/carer fails to achieve the targets they will have to attend a second meeting. The 
second meeting may be with the HT/DHT/Inclusion Manager. 

10.4 Failure to meet the targets and/or breach the home school agreement will result in either the parent 
having to meet with the school attendance panel, or the panel discussing the individual case. The 
panel will agree the next action, and set targets where appropriate. Failure to adhere to the agreed 
targets/ decision of the school attendance panel may result in parent penalty notices or parent 
prosecution proceedings being initiated. 

11. Attendance Procedure 
11.1All pupils who are not in school by 9:30am will be regarded as being absent and be marked in the 
        register as an unauthorised absence unless the school office has been notified in advance e.g. 
        dental appointment. 
11.2 First day calling will commence at 10:00am to find out why pupils are not in school. 
11.3 If phone contact with parents/carer is not achieved then a letter will be sent out on the first day of 
       absence. 
11.4 If there is no contact from a parent/carer, first day calling will continue every day until contact has 
        been achieved or until the child has returned to school. 
11.5 Any pupil who is absent without an explanation for 10 consecutive days will be notified to the Local 
        Authority, by submitting a referral to the Children’s Services Attendance Team [This is a legal 
        requirement]. The school will include details of the action that they have taken. 

11.6 Pupils who have two or more separate periods of unauthorised absence in a term (6wks) will    
 result in the pupil’s parent/carer being sent a letter requesting their attendance at a meeting with the 
DHT/ or Inclusion Manager. Target will be set at this meeting. A second meeting will be arranged if 
the target is not achieved. 

11.7Failure to meet targets and/or breach the home school agreement will result in either the 
      parents/carers having to meet with the school attendance panel or the panel discussing the 
      individual case. The panel will agree the next action, and set targets where appropriate. 
11.8 Failure to adhere to targets/decision of the school attendance panel may result in parent penalty 
notices or parent prosecution proceedings being initiated.  
11.9 It is important that on return from an absence that all children are made to feel welcome and ensure 
that they are helped to catch up on any work they missed and brought up to date on any information that 
has been passed to the other children. 
{See appendix 3 for details of Attendance and Punctuality Meetings} 
{See appendix 4 for details of Local Authority Penalty Notice Protocol} 
12. The Registration System 

The School will use a computerised system for keeping the school attendance records. 
{Please see Appendix 5 School Attendance –Departmental advice for maintained schools, academies, 
independent schools and local authorities} 
13. Absence notes 

On the child’s return to school a note should be supplied to explain the child’s absence. Notes received 
from parents explaining absence are kept on the child’s personal record. If there are attendance 
concerns about the child, that may require further investigation, then the notes may need to be retained 
for a longer period. If parents and carers have informed the school by e-mail then a copy will be put on 
record and accepted as a note of absence.  
14. Holidays in term time 

Amendments to the 2006 regulations have removed references to family holidays and extended leave as 
well as the statutory threshold of ten school days. The amendments clearly state that head teachers may 
not grant any leave of absence during term time unless there are exceptional circumstances. Head 
teachers should determine the number school days a child can be away from school if the leave is 
granted.    
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15. Encouraging Attendance 

       St. Leonard’s School encourages regular attendance by 

 Providing a caring and welcoming learning environment; 

 Responding promptly to a child’s or parent’s concerns about the school or other pupils; 

 Marking registers accurately and punctually during morning and afternoon registration. 

 Publishing and displaying attendance and punctuality; 

 Celebrating good and improved attendance; 

 Monitoring pupils attendance and informing parents/carers in writing of irregular attendance, 
16. Changing Schools 

It is important that families decide to send the child/children in their care to a different school they inform 
St. Leonard’s school staff as soon as possible. A child will not be removed from this school roll until the 
following information has been received and investigated 

 - the date the pupil will be leaving this school and starting the next; 
      -  the address of the new school; 
      -  the new home address. 

The pupil’s school records will then be sent on to the new school as soon as possible. In the event that 
this school has not been informed of the above information, the family will be referred to the Education 
Welfare Service. 
17. Register Security 

Paper registers must be safely stored in the Office on a daily basis. They are distributed by a child 
monitor before school and at the start of the afternoon session and returned thereafter. 
Registers by law must be kept for at least 3 years. 
Computer registers must be printed out at least once a month and bound into annual volumes. 
 Alternatively electronic back-ups or micro-fiche copies can be made. These also need preserving for at 
least three years. Entries in paper registers must be in ink. All corrections must be visible (no correcting 
fluid) 
 18. Religious Observance 

The school will authorise absence that is due to religious observance but the day must be 
exclusively set apart for religious observance and requested by the parents’ religious body (not the 
parents). 
19. Re-Integration 

Pupils who are returning to school after an extended period of absence will be afforded special provision 
under the school’s re-integration process. The reintegration process may include any of the following: 
- Parent/carers meeting with the attendance lead. 
- Opportunities and help to catch up on missed work. 
- One to one/group sessions with the Inclusion Manager 
- Friendship groups or buddy systems being established. 
- Targets set. 
- Enhanced monitoring/targeted intervention (where appropriate) 
20. Roles and Responsibilities 

In order for the school’s Attendance Policy to be successful, every member of staff must make 
attendance a high priority and convey this to the pupils at all times.  
20.1 Governors will participate in reviewing the School Attendance Policy every two years and pupil 
attendance will be discussed at every Pupils, Parents and Community Committee and their findings 
reported to the full governing body 
20.2 An appropriate budget will be allocated to enable the school to address any attendance and 
punctuality issues. 
20.3 The Deputy Head teacher or member of the Senior Leadership team will conduct register checks on 
all registers at least once a term and inform governors of attendance progress/issues.  
20.4 A member of the SLT will be designated as Attendance Leader and meet with parents at the 
appropriate staged meetings. The Attendance Leader will ensure there is a member of SLT in the school 
playground every day as well as conducting random gate duties. 
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20.5 Office staff will be responsible for obtaining written explanations for absence and identifying pupils 
with the lowest attendance statistics. They will ensure that the procedures and protocols are carried out 
and will be monitored by the Attendance lead.   
20.6 Teachers are responsible for taking daily registers in line with relevant legislation including “The 
Education (pupil registration) (England) regulations 2006”. 
20.7 The Premises Officer will ensure that clocks are present and maintained in each class room, office 
and key areas of the school and are sychronised with the correct time (GMT, BST).They will also make 
sure that pupil school entrances are closed at 9:00am. 
21. Resources 

21.1 In order to achieve and maintain good levels of attendance the school will utilise an electronic or 
paper register which will be taken by the class teacher to ensure all pupil attendance is recorded at the 
beginning of the am and pm sessions. (See Health and Safety policy) 

21.2 Interactive assemblies, containing information and themes based on maintaining good attendance 
and punctuality as well weekly attendance and punctuality awards, will encourage pupils to regularly 
attend school. 
22. Late book/Late collections 

22.1 Office staff will keep a record of all pupils who arrive after school starts, in order to inform parents 
and will be used to determine pupils in need of targeted intervention. Late collections after the end of the 
school day will also be logged. 
23. Attendance Meetings  
The school’s procedure relating to attendance includes parent/career meetings with the 
HT/DHT/Inclusion Manager and school attendance panel details of which are contained in appendix 3 
{See appendix 3 for details of Attendance and Punctuality Meetings} 
24. School Induction  

The school will conduct an induction meeting for all the parents and carers of all new pupils (especially 
reception pupils). This will include information regarding the school’s ethos and practices regarding 
attendance.  
25. School Booklets and Leaflets 

St Leonard’s will make available a number leaflets relating to attendance and punctuality, these include 
Attendance Policy (Abridged): ‘School Attendance: What parents and carers need to know’; ’Late for 
School, Don’t let your child miss out’; ‘Holidays in term time (b)’;’Attendance in School 
{Appendix 6 Attendance Policy (Abridged)} 
{Appendix 7 ‘School Attendance: What parents and carers need to know’}  
{Appendix 8 ’Late for School. Don’t let your child miss out’} 
26. Monitoring and Evaluation 

The School Attendance Policy will be reviewed and evaluated bi-annually. 
Evaluation of the school’s policies and procedures will be conducted by taking into account: 

 The views and feedback from; parents/carers, pupils, partners, and external agencies, 

 Statistical data (spreadsheets,charts,graphs), 

 The attainment and progress across the school, 

 The school’s performance in meeting the targets set across the school at the beginning of the 
academic year. 

Appendices 
{Appendix1- The Law} 
{Appendix 2- Target Setting} 
{Appendix 3- For details of Attendance and Punctuality Meetings} 
{Appendix 4- For details of Local Authority Penalty Notice Protocol} 
Appendix 5-  School Attendance –Departmental advice for maintained schools, academies,     
independent schools and local authorities} (PDf file) 
{Appendix 6-  Attendance Policy (Abridged)} 
{Appendix 7- ‘School Attendance: What parents and carers need to know’}  
{Appendix 8-  ’Late for School. Don’t let your child miss out’} 
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