
We believe that regular school attendance is essential to maximize children’s 
educational and social development.  We aim to encourage maximum attendance by 
creating a welcoming stimulating environment.  There is a legal requirement from 
parents to ensure that their child attends school. 
 
 
NOTIFICATION OF ABSENCE 
 
Parents are requested to telephone the School Office by 9:30am on the first day of 
any absence where upon a note is made on the First Call sheet in the office and 
passed to the member of office staff responsible for attendance.  If no call is 
received, the school will contact the parents of the absent child via the Home Contact 
system. 
 
 
ATTENDANCE REGISTERS 
 
Registers are taken at 8.55am and 1.15pm.  To ensure that the registers are 
accurate and consistent throughout the school, the register is taken by calling out 
individual names and each child responding.  Both the morning and afternoon 
registers are sent to the office immediately after registration.  The registers are kept 
in the school office during the day.  Registration details are transferred to the 
computer Attendance program weekly. 
 
Marking of Registers 
 

 Present am – black biro mark / 
 Present pm – black biro mark \ 
 Absent am/pm – Office to fill in appropriate coding 
 Late – Parent to sign Late Register.  If class register has closed a U mark is 

given, if the class register has yet to close, an L mark is given. 
 
Only the Headteacher is able to authorise absence.  Parents wishing to take their 
child on holiday during term time must complete a holiday form and return it to the 
school.  All absence impacts on learning and therefore the Governing Body agreed 
there will be no authorised holiday absence. 
 
Unauthorised: Truancy 
  Minding the house 
  Looking after brothers and sisters 
  Shopping 
  Birthdays 
  Holidays 
  Series of ‘long weekends’ 
 
 
CHILDREN TAKEN ILL DURING THE SCHOOL DAY 
 
Where a parent collects a child during the school day for whatever reason, this is put 
in the school diary.  The Headteacher is responsible for authorising the absence. 
 
 
 
 
 



PUNCTUALITY 
 
Punctuality is strongly encouraged and along with absence, persistent lateness can 
be prosecuted.  Children who arrive late at school will be marked absent in the 
register but will be signed in, usually by the parent/guardian, in the Late Register 
stating time of arrival in school and the reason for lateness.  If the reason can clearly 
be authorised e.g. doctor’s appointment/illness, the Headteacher will authorise the 
absence.  The child will then go to class and the teacher will check that the child has 
reported to the office.  There is no requirement for a parents’ note when the child is 
signed in late by a parent. 
 
Should there be any cause for concern the Headteacher/Deputy Headteacher is 
informed and the issue discussed with the parents. 
 
The Education Welfare Officer visits the school half termly when any issues 
concerning persistent lateness and poor attendance are discussed.  We recognize 
and value the support and guidance of the Education Welfare Officer, both in helping 
families deal with absence and punctuality issues as well as implementing the law 
with regard to attendance. 
 
 
LONG TERM ABSENCES 
 
Where appropriate the class teacher will arrange for work to be sent home.  We aim 
to be sympathetic towards children returning to school after long periods of absence. 
 
 
HOLIDAYS IN TERM TIME 
 
No holidays taken in term time will be authorised. 
 
If an absence is not authorised and the holiday is taken anyway, the case will be 
referred to the Education Welfare Officer who may issue a Penalty Notice for £100 
(or £50 if paid within 28 days) to each parent for each child taken out of school. 
 
 
MONITORING 
 
A member of the clerical staff, under the direction of the Headteacher, monitors 
attendance contacting any parents where notification of the absence has not been 
received.  The Education Welfare Officer will be informed of cases causing concern. 
 
Rates of unauthorised absence are published in the school brochure and a child’s 
individual rate is recorded on his/her annual report. 
 
 
REWARDS 
 
Children who have completed full attendance half termly are awarded certificates in 
Celebration Assemblies. 
 
Children who have completed full attendance for the whole year will receive a prize. 
 
 


