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Introduction  
Our Attendance Policy is designed to promote outstanding attendance for all pupils across the 

school. We understand that there is a proven critical link between attendance and academic and 

social outcomes for our pupils. It is the desired outcome of this policy that it supports the 

development of our pupils into academically successful young people of good character with a thirst 

for knowledge and a love of learning. 

Our Attendance Policy takes account of the guidance set out in “Departmental advice for 
maintained schools, academies, independent schools and local authorities” published by the 
Department of Education in September 2014.  
 
This policy takes account of key relevant legislation including;  
 
● The Education Act 1996 - sections 434(1)(3)(4)&(6) and 458(4)&(5)  

● The Education (Pupil Registration) (England) Regulations 2006  

● The Education (Pupil Registration) (England) (Amendment) Regulations 2010  

● The Education (Pupil Registration) (England) (Amendment) Regulations 2011  

● The Education (Pupil Registration) (England) (Amendment) Regulations 2013  
 
See http://www.gloucestershire.gov.uk/education-and-learning/school-attendance-and-
exclusions-and-welfare/attendance-and-absence-from-school/ for more information.  
 
The policy complies with the Gloucestershire County Council Penalty Notice Protocol which, 
under Section 23 of the Anti-Social Behaviour Act 2003, empowers designated LA officers, 
Head Teachers (Deputies and Assistants authorised by them) and the Police to issue Penalty 
Notices in cases of unauthorised absence from school (as from February 2004).  
 
This policy takes due regard to all the requirements of the Human Rights Act and all Equal 
Opportunities legislation.  
 
Aim  
It is our duty to consistently strive to achieve a goal of 100% attendance for all children. 
Every opportunity will be used to convey to pupils and their parents or carers the 
importance of regular and punctual attendance. It is our aim that we support all our pupils 
so they can continue to attend school even though they may be facing challenging personal 
circumstances.  
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We are an inclusive school with high expectations for all our pupils. 

We expect that 
● Every teacher accepts responsibility for promoting and encouraging 100% 

attendance;  
● All staff are consistent in their approach to attendance and work within the 

framework set out in this policy and liaise closely with the Headteacher to ensure 
good attendance;  

● Every pupil is made aware of the importance of attendance through lessons and 
assemblies where the school’s high expectations are set out; 

● Every parent and carer accepts the shared responsibility for their child’s regular and 
punctual attendance at school.  

 
The Attendance Policy will ensure; 
● That all pupils will be supported in their right to enjoy and access a broad and 

balanced curriculum by attending school regularly;  

● That pupils are recognised for 100% attendance and judiciously supported when 
their attendance is not good.  

● That all staff across the school will work together within a single clearly defined 
framework to challenge poor attendance and to support good or outstanding 
attendance.  

 
Rationale  
Our policy is that all of our pupils have the potential to achieve at or beyond their indicated 
potential and we endeavour to provide an environment where all pupils feel valued and 
welcome.  
 
Parents and pupils play a part in making our school successful. Every child has a right to 
access the education to which he/she is entitled. This policy seeks to ensure that parents 
and teachers share the responsibility for supporting and promoting 100% school attendance 
and punctuality for all.  
 
For a pupil to reach their full potential a high level of school attendance is essential. We 
understand that research indicates that; 


● There is a direct link between under-achievement and absence below 95%;  
 
● Regular attenders make better progress, both socially and academically;  
 
● Regular attenders find school routines, school work and friendships easier to cope 

with;  
 
● Regular attenders find learning more satisfying;  
 
● Regular attenders are more successful in transferring between primary school, 

secondary school, and higher education, employment or training.  
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The routines children develop around attendance and punctuality at school are the same as 
the expectations of any future employer in the world of work. We believe that high 
attainment, confidence with peers and staff, and future aspirations depend on good 
attendance.  
 

Policy in Practice  
This policy reflects the fact that the school cannot legally authorise any leave of absence unless 

there are exceptional circumstances (see Appendix A Request for Authorisation of Absence). The 

Department for Education (DfE) has issued guidelines to all schools detailing valid reasons for 

authorised or justified absences. These include; 

● A child is ill or receiving medical attention;  
 
● Days of religious observance, notified in advance;  
 
● Absence due to family circumstances (e.g. bereavement, serious illness);  
 
● Other absences, such as approved sporting activities that can be authorised and 

there will be events affecting families, some unforeseen, which will necessitate 
absence from school; professional discretion will need to be used in these cases as to 
whether the absence can be authorised.  

 
As a school we believe that the work to promote outstanding attendance for all pupils starts with 
proactive high quality pastoral care. The Headteacher, Learning Mentor and the Attendance Officer 
seek to identify early issues that will affect pupil’s attendance and work in partnership with parents 
and pupils to support attendance. 
 

Indicative Actions for Attendance less than 100%  
● The Assistant Headteacher and Attendance Officer identify any unusual patterns of 

attendance and make personal contact with families of pupils who the school has concerns 
about.  

● Letters of concern and support may be sent to parents and they may be invited in to attend 
an Attendance Improvement Meeting.  

● A formal letter of warning and the option of a referral to Local Authority for legal action for 
unauthorised periods of absence over 10 sessions.  

 
It is the expectation of the school that all pupils attend registration and lessons on time every day. 
All pupils arriving to school in the morning should register with their teacher at 8.50 a.m. and again 
in the afternoon at 1.00 p.m. for Reception and Year 1 and 1.15 p.m. for Year 2. The punctual 
attendance of each pupil will be recorded using the following protocol; 



● When a pupil is present when the register is opened at 8.50 a.m. and 1.00 p.m. Reception 
and Year 1 and 1.15 p.m. for Year 2, they receive a present mark (/).  

 
● When a pupil arrives after the registration has closed at 9.00 a.m. they are late and 

should be marked with a late mark (L).   
 
● When a child arrives after 9.10 a.m. they will be marked as a (U) unauthorised 

absence. 
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The school expects absences to be kept to a minimum; routine medical and dental appointments 
should be arranged out of school hours wherever possible. 
 

Roles and Responsibilities  
We believe the responsibility for the attendance of all pupils is shared between the pupil, 
parent and school.  
 
School will: 
● Contact parents on the first day of absence, if, they have not been notified as to why 

a child is absent from school. This means they will contact you regarding all your 
children if they are absent at the same time. Follow up any unexplained absences. 

 

● Keep and mark the registers which are a legal document accurately within the 
guidance of The Education (Pupil Registration) (England) Regulations 1996, with the 
appropriate attendance code for both a.m. and p.m. registration. 

 

● Be consistent in their attendance practices. 

● Give high priority to punctuality and attendance. 

● Promote good attendance at every opportunity – Induction, Parents evenings, 
Newsletters, Assemblies, on Notice boards, in each of the schools attendance policy 
and also on their web site where all policies can also be obtained.   

 

● Keep parents/carers informed of their child’s attendance. 

● Make good use of attendance data by specific analysis. 

● Work within a multi-agency approach in order to improve attendance and support 
pupils and families. 

 
The Assistant Headteacher and Attendance Officer will: 
 

● Monitor and update registers along with the Headteacher as necessary when they 
have been completed by teachers;  

 

● Ensure codes are recorded accurately;  
 

● Prepare, analyse and share relevant data to share with the Headteacher;  
 

● Liaise with Headteacher and Learning Support Worker to identify causes for concern 
and decide appropriate level of intervention;  

 

● Follow indicative action protocol with pupils and families giving cause for concern  
 
● To review weekly and termly attendance data and ensure an appropriate level of 

response to attendance concerns.  
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● Pupils who are Persistently Absent from School for whatever reason will be 
monitored on a week by week basis. (These pupils are known as P.A. students)  What 
is a P.A. student? 

 
● This is someone who has a 90% attendance or lower at any given time during the 

academic year.  

The Headteacher and Assistant Headteacher will:  

● Liaise with the Attendance Officer and LA with regards to patterns of absence  
 
● Formulate the strategic response to attendance issues across the school;  
 
● Analyse data to identify trends, areas of improvement and areas needing 

improvement;  
 
● Investigate strategies to improve attendance of all pupils at the School.  
 
● Will ensure the school follows the DfE guidelines and ensure the legal obligations of 

the school are met in regard to all matters of attendance.  
 
● Facilitate a process of reintegration back into school for a child who has been absent 

due to a genuine reason for a long period of time. 
 
● Provide adequately for pupils with difficulties, within the bounds of resources 

available, and ensure the appropriate delivery of the curriculum. 
 
Parents will:  
● Make all reasonable efforts to ensure that their child attends school 100% of the 

time and arrives punctually to school;  
 
● Inform the school on the first day of their child’s absence, (our absence line is open 

24 hours a day) and on every subsequent day of absence, of the reason for the 
absence and, where appropriate, supply a medical certificate or other evidential 
paper work as requested;  

 
● Inform the school of any unavoidable medical or dental appointments during school 

time in advance of any consequent absence.  
 
● Instill the value of education and regular daily school attendance within the home 

environment 
 
The Headteacher will have the final say as to whether a child’s absence is coded with an 
authorised or an unauthorised mark. 

 
There are two types of absence codes  
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Authorised or Unauthorised absences 
 

Legitimate reasons for absence, including the following, may be authorised by Headteachers 
at all schools including Schools in the South Gloucester Learning Trust and Associated 
Schools within the Trust 

 
Sickness  

● The Headteacher may authorise a child’s absence for illness, but may question too 
many absence days if your child or children are frequently absent for illness. If your 
child or children are absent for the reoccurrence of the same illness then school 
would want to work with you as a family to see if further support and advice can be 
offered through the School Nurse to enable the ongoing illness to be supported 
within school. 

●           Medical or dental appointments (where ever possible these should be arranged             
outside of school hours).  
● Days of religious observance  
● Exceptional family circumstances e.g. bereavement  
  
The Education Regulations 2006 have been amended, and, as from 1st September 2013 no 
child may take holidays term time, unless the Headteacher deems there to be exceptional 
circumstances.  
 
Any parent taking a child on holiday that has not been deemed an exceptional circumstance 

should expect to be referred to the Local Authority for a Penalty Notice. This may result in a 

fine to both parents/carers(including both parents if they are separated and their new 

partners) of £60 per child if paid within 21 days or £120 if paid between the 21st day and the 

28th day. If the fine is not paid the Local Authority would then proceed to court for the 

criminal offence of non-school attendance under section 444 of the Education Act 1996. As 

from September 2017 there will be no obligation for a school to send parents a Warning 

Letter. 

A Penalty Notice will be issued to the parent/s carer/s that have day –to- day care and 

responsibility including parents who are separated but still have regular contact with their 

child/children to inform them that: Under the Education Act 1996, parents and carers have 

a duty to make sure their children regularly attend school. If parents or carers fail to do 

this, they can be prosecuted. 

A Parent is defined as per section 576 of the Education Act 1996 and means all natural 

parents, whether they are married or not and includes any person who, although not a 

natural parent: Has responsibility for a child or young person. Has care of a child or young 

person. Having care of a child or young person means that a person with whom the child 

lives and who looks after the child, irrespective of what their relationship is with the child, is 

considered to be a parent in Education Law. 

Exceptional circumstances are;  
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● Children whose parents/carers are in the armed forces. 

● Children, whose parents/carers are dictated by their employer as to when they can 

take holiday’s e.g police, fire service or working for a company that closes between 

certain dates. (These requests will however need to be accompanied by a letter from 

the employer as to why the family can only take a holiday during said dates term 

time) 

● A child with a parent/carer or sibling who has a life threatening illness. (This request 

will need to be accompanied by a letter from a medical professional working with 

the family, or the request will not be seen as exceptional. The request will not be 

deemed as exceptional if it is the illness of other extended family members)  

Education Welfare Officer will: 

● Support all the schools within The South Gloucester Learning Trust including the 

Associate Schools to maintain a high level of attendance 

● Meet with all the schools on a regular basis to look at and evaluate attendance data. 

● Carry out home visits to families whose child or children have been referred due to 

attendance reaching a 90% level, to offer support to the family and young person. 

● Meet with pupils in school and their families as appropriate 

●  Inform parents who have been referred in writing what the next steps will be. 

● Hold formal meetings with parents/carers and pupils whose attendance continues to 

cause concern.  

● Manage the start of the legal process of parents/carers for poor school attendance 

when appropriate. 

All staff involved with attendance will take into account the time of Year and the students’ 

individual circumstances.  For example, a letter would not be sent to a student who has a 

long term illness and contact has already been made with the family. 

Monitoring and evaluation 

Our Attendance Policy will be reviewed by the governing body every year. 

Other related policies and documents 

● LA Exclusions Procedure 
● Equality Opportunities Policy 
● Safeguarding Policy 
● Home/School Agreement 
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Appendix A  AREQUEST FOR AUTHORISATION OF ABSENCE 

PLEASE REMEMBER 

Absence from school can seriously disrupt your child’s continuity of learning.  Not only do they 

miss the teaching provided on the days they are away; they are also less well prepared for 

lessons upon their return.  There is a consequent risk of underachievement, which together we 

must seek to avoid. 

Name of Child ………………………………………………..   Class Teacher …………… 

First day of absence………………………. to ………………………….last day of absence 

This absence must be in term time because: ……………………………………………….... 

……………………………………………………………………………………………….. 

Signed ……………………………………………………………………. (parent/carer) 

Relationship to child ……………………………………….. Date …………………. 

Relationship to child ……………………………………….. Date …………………. 

Does your child have a sibling at the Junior School?  YES/NO 

Name of sibling……………………………….….  Class Teacher …………………………. 

This form must be completed and returned to school no more than 6 weeks and no less than 2 

weeks before the planned absence. 

……………………………………………………………………………………………….. 

Dear parent/carer, 

Re: …………………………………………(Child’s name)   

Further to your recent request for leave of absence. 

    Leave of absence authorised between …………..…. and ………………………. 

    Please ensure that your child returns to school promptly following your holiday as                                                                       

failure to do so can result in their removal from school roll. 

 Leave of absence refused.  Any absence from school between ……………. and 

                ………………….will be marked as unauthorised and referred to the Education              

Welfare Service who may issue a Penalty Notice of up to £120 (Section 444(A) of  the           

Education Act 1996). 

Signed: ……………………………………………(Headteacher)   Date: ……………………. 

PLEASE READ ATTACHED – IMPORTANT CHANGES TO ATTENDANCE AND 

HOLIDAYS IN TERM TIME 

Current Attendance % 

Date Received 
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