GREAT ADDINGTON CE PRIMARY SCHOOL
ATTENDANCE AND PUNCTUALITY POLICY
COMMITTEE/GOVERNOR RESPONSIBLE
APPROVED BY GOVERNING BODY
Signed
NOTES (If applicable)

: SEN/PASTORAL
: September, 2014
Chair of Governors
:

This Policy is subject to the published Equality Information, in line with the Equality Duty 2011 and is
underpinned by the Christian beliefs and values of our School.

Introduction - ‘Every Lesson Counts’ / ‘Every Day Counts’
Great Addington Primary School seeks to ensure that all its pupils receive full-time education, which
maximizes opportunities for each child to realise his/her true potential. This can only be achieved if a child
attends school regularly and punctually. There is a strong statistical link between attendance and
attainment; schools with high attendance levels tend to have higher levels of attainment. It is important too,
that children arrive and leave school on time. It is equally important that children should not be at school if
they are unwell.
Great Addington Primary School is a happy school. Children learn best when they are happy and relaxed. All
staff show concern and care about each child’s welfare.
Our Aims
 To emphasise the importance of and, to secure from families and pupils, maximum attendance at school to
enable them to take full advantage of their educational opportunities;
 To make explicit to all relevant parties the school’s expectations over attendance levels;
 To clarify the roles and responsibilities of all parties with respect to attendance;
 To communicate to all relevant parties (teachers, parents, pupils) the legal position with respect to
attendance and the categories of absence which are deemed "authorised";
 To stress the need for home and school to work in close partnership to achieve high attendance.
Regular attendance at school is vital. Without it, the learning process becomes fragmented and
unsatisfactory; put simply: absence means missed learning. It is also a legal requirement that pupils of
compulsory school age receive full-time education and this, with the exception of those educated at home or
elsewhere, means regular attendance at school. Irregular attendance leads to pupils missing important
lessons and therefore not fulfilling their true potential; it also places children at risk and may result in their
being drawn into patterns of anti-social behaviour. Therefore we take the issue of attendance very
seriously and do all we can to obtain very high attendance from all our pupils.

Attendance is a national priority and all schools have to submit data electronically (both in an aggregated
form and on an individual pupil basis) every term. It is a key indicator of an effective school and, as such,
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will clearly be scrutinised by OFSTED. National data plainly shows a correlation between high attendance and
high examination performance.
What is an acceptable attendance rate?
The vast majority of our pupils achieve over 95% attendance and this is what we expect from all our pupils
as a minimum. Sickness usually comes in a block of time over a continuous period; what we look for are
unbroken weeks (i.e. those where the pupil is marked present on all ten sessions); pupils should NOT have
more than one or two broken weeks in the course of an academic year. Regular broken weeks are a cause for
concern and will be followed up by the school.
Rights and Responsibilities
Improving attendance at Great Addington Primary School is the responsibility of everyone in the school
community – pupils, parents, governors and the staff.
Pupils
All pupils are expected to attend school and all of their lessons regularly and punctually. Pupils who do
experience attendance difficulties will be offered prompt and sympathetic support, initially from their class
teacher, and if the need should arise, from the Head Teacher.
Parents/Carers
Attendance is crucial to effective learning and the continuity of learning experiences. As a school we place
great emphasis on this in our communication with parents.
Parents are responsible for ensuring that their child attends school regularly, punctually, properly dressed
and equipped and in a fit condition to learn. If a child is prevented for any reason from attending, parents
are requested to notify the school on the first day of absence.
The school applies the following procedures in deciding how to deal with individual absences:





Parents should contact school before 8.45 am (but no later than 9.30am) on the first day of absence
to inform us if their child is going to be absent from school. If we don’t receive a call, school will
contact parents in the morning to ascertain the reason for their child’s absence. A phone call should
be made each day the child is absent, unless it is known in advance how long the child will be absent
from school.
A note/letter from a parent does not automatically make the absence authorised. Reasons for a
pupil’s absence such as shopping, birthday treats and siblings’ birthdays are not unavoidable causes
warranting authorised absence. Parents should avoid, where possible, making routine medical and
dental appointments for their child during school time. Leave may however be granted in an
emergency (e.g. bereavement) or for medical appointments that can only be met in school time.



Where parents have not contacted the school to explain their child’s absence, a letter will be sent
asking for a reason for the absence.



A pupil’s absence from school will be considered as unauthorised until satisfactory explanation is
received from the parent. Parents will be informed promptly of any concerns, which may arise over a
child’s attendance. We encourage parents to get in touch at an early stage about concerns they may
have about their child’s attitude to school.
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If a child’s absence relates to a bullying issue then the school will refer to the School’s Anti-Bullying
Policy to support the child and family.



If a child makes a disclosure, which could be a reason for absence, then the school will refer to the
Child Protection Policy.



Parents whose first language is not English or who have literacy problems will be offered appropriate
support from school in matters of communication.

Persistent Absences
If it is deemed that a child has persistent absences then the school will initiate the Stage 1, Stage 2 and
Stage 3 process.




Stage 1 – Letter sent to family;
Stage 2 – Meeting with parents and an attendance target set (reviewed after 5 weeks);
Stage 3 – Follow up letter informing parents of referral to Educational Entitlement;

PA children are subject to an action plan which is completed by the Pupil Administrator in conjunction with
the Head Teacher.
If a child is deemed to have a medical condition by the parents then the school can seek to ask to see the
Doctor’s Appointment Card or the box that contains the medicine.
If a child is missing for more than 10 school days and parents have failed to contact the school, a referral
will be made to the Educational Entitlement in line with local safeguarding procedures.
(Refer to Child Protection Policy – Missing Children).
Children reluctant to attend school
Children are sometimes reluctant to attend school. Contacting the school and discussing the specific issues
initially with the child’s class teacher and/or Headteacher best resolve any problems with reluctant
attendees.
If a child is reluctant to attend, it is not appropriate to cover up their absence or to give in to pressure to
excuse them from attending. This gives the impression that attendance does not matter and may make
things worse.
Holidays
September 2013
New legislation from the Department for Education states that holidays are not to be taken in term time.
Amendments to the 2006 regulations remove references to family holiday and extended leave as well as the
statutory threshold of ten school days. The amendments make clear that Head Teachers may not grant any
leave of absence during term time unless there are exceptional circumstances. Head Teachers should
determine the number of school days a child can be away from school if the leave is granted.
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The Education (Penalty Notices) (England) Regulations 2007
The 2007 regulations set out the procedures for issuing penalty notices (fines) to each parent who fails to
ensure their children’s regular attendance at school or fails to ensure that their excluded child is not in a
public place during the first five days of exclusion. Parents must pay £60 if they pay within 28 days; or
£120 if they pay within 42 days.
Amendments to 2007 regulations will reduce the timescales for paying a penalty notice. Parents must, from 1
September 2013, pay £60 within 21 days or £120 within 28 days. This brings attendance penalty notices into
line with other types of penalty notices and allows local authorities to act faster on prosecutions.
The regulations do allow Head Teachers to sanction absence in “exceptional circumstances”. The list below
states allowable absences and those which will now be classed as unauthorised absences. The list is not
exhaustive:
Allowed absence
 Sickness


Emergency medical appointments



Day/s for specific religious observance



School is closed due to unforeseen circumstances

Absences not allowed under any circumstances


Family holidays, no matter what length



Days out

Please see Appendix 1 – Cluster of Schools Letter
School
Staff will endeavour to encourage good attendance and punctuality through personal example. Attendance is
the responsibility of all school staff.
Staff will provide a high quality learning environment in which pupils feel valued and welcomed. Our ethos
demonstrates that pupils feel their presence in school is important and that they will be missed when they
are absent or late.
The school will employ a range of strategies to encourage good attendance and punctuality and will
investigate promptly all absenteeism, liaising closely with parents. Staff will respond to all absenteeism
firmly and consistently.
Staff will follow up promptly concerns parents pass on to us that may be affecting their child’s attitude to
attending or their feeling of well being. We recognise good or improving attendance, regularly reminding
parents/carers of the importance of good attendance and punctuality.
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Registration
Registration is important as a legal requirement and to ensure an orderly start to the session. Registers are
taken at the beginning of the morning and afternoon sessions.
Children may be dropped off in the school playground from 8.35 am in the morning, unless a booking is made
for Early Access, when you may drop off at 8.00 am.
Morning registration takes place at 8.45 am.
Late Mark from 8.45 am onwards.
School Office to contact parents from 9.30 am
If the pupil arrives after the registration period, they must be signed in the late book in the school office
giving a reason for lateness. They will then be registered ‘late’ for that session.
If a pupil arrives 35 minutes or more after the closure of the register, they must be signed in the late book
in the school office. They will be registered as an unauthorised for the session(s) unless an appropriate
explanation is received.
Persistent late arrivals are monitored and the Head Teacher and Pupil Administrator takes action in
accordance with this policy.
Authorised Absences
The Department for Education (DfE) has issued new legislation to all schools. Our school will consider
authorising absences in exceptional circumstances as follows:


Bereavement



Compassionate grounds



Family wedding



Examinations off site



Attendance at an event at the request of a public organisation

We expect absences to be kept to a minimum: routine medical and dental appointments should be arranged
out of school hours wherever possible.
All requests for absence due to exceptional circumstances must be placed in writing prior to the event. The
Head Teacher will then review each request and decide if it meets the criteria. Parents will then be
informed of the outcome by letter.
Unauthorised Absences
Unauthorised absences are those where:
 no letter or acceptable explanation is provided by parent(s)/carers;
 the reason for the absence does not fall into one of the categories of authorised absence above.
 Family holiday is taken.
We ask parents to notify the school well in advance of any proposed special occasion to ascertain whether
the school would view the reason for absence as valid or not. Individual cases will need to be judged on their
merits and fine judgements will have, on occasions, to be made.
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The DfE legislation makes it plain that a note from home therefore does NOT automatically make an
absence valid/justified/authorised.
The Education Entitlement Service
The Education Entitlement Service (EES-Adin@northamptonshire.gov.uk) is a vital component in our efforts
to secure high attendance. The school will contact the Education Entitlement Team to alert them to a
missing child or a child who has been absent from school for more than 5 days without contact from the
parents.
The Education Entitlement Service also initiates legal proceedings against parents who have not fulfilled
their responsibility of getting their child to school. Before a case goes to court Parenting Contracts will be
drawn up setting targets for attendance levels; there may also be formal interviews, which could lead to a
penalty notice or Court summons. The prime aim of all action is to ensure the child attends school on a
regular basis.

School Targets
The school has adopted the following attendance targets:
For the Academic Period 2016-201 the school achieved an absence rate of 3.6%
A Final Word
We take attendance seriously at school and have put a great deal of time and energy into getting our
procedures as efficient and effective as possible. We urge you to give this matter the priority it deserves.

Governors
The Head Teacher and Pupil Administrator are responsible for reporting on attendance to the Governors’
Pastoral Committee at every meeting. Yearly attendance figures are reported to the Full Governing Body in
the Head Teacher’s Report to Governors. Throughout the academic year the Governing Body are kept fully
informed of any developments or concerns either through the minutes of the Pastoral Committee or in the
Head Teacher’s termly report.
Resources
Every Lesson Counts DVD
Every Day Counts
Monitoring and Evaluation Mechanisms
The Head Teacher, in conjunction with the Pupil Administrator, will monitor attendance in line with DfE
legislation. The Head Teacher will inform the Governors, through the Termly Head Teacher Report of any
attendance concerns. As appropriate, attendance features as an agenda item on the Governors Pastoral
Committee.
The Governing Body will review this policy periodically (and in line with local and national
guidance/legislation) and assess its implementation and effectiveness. The policy will be promoted and
implemented throughout the school.
Related Policies:
Child Protection
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Appendix 1

Dear Parent/ Carer
School Attendance
We are working in partnership to ensure a uniform approach with school attendance procedures. These are
standard procedures for absence across schools however, if a school has serious concerns it may escalate
the actions accordingly.
We seek to work in partnership with parents to ensure that each child’s experience is one that will enable
them to make good progress by building on their skills and talents within a continuous and consistent learning
environment. If together we are to achieve this aim, regular attendance at school is vital and full parental
support and co-operation in this matter is necessary.
Why is it important for children not to miss school?
Children only get one chance at school. If they do not attend school regularly they may not be able to keep
up with their school work or could miss whole section of the curriculum. Setting good attendance patterns
from an early age will also help children later on in life.
Pupils whose attendance is good:
 Understand lessons better


Achieve better results



Sustain friendships



Have a good self-esteem/positive/confident



Get better jobs in the future

Pupils whose attendance is unsatisfactory:
 Don’t understand lessons so well


Get behind with their work



Find it difficult to maintain friendship groups



Have low self-esteem/confidence



Achieve less

What does good attendance mean?
 100% attendance – when a pupil arrives on time and attends every lesson every day


At our schools we expect all pupils to achieve 95% or above

What does unsatisfactory attendance mean?
 Less than 95% attendance. This will have a serious effect on learning


One half day’s absence every week will give 90% attendance – this is poor



Continual lateness



Research suggests that days missed from school often equates to one level lower in academic
attainment

What happens if my child is persistently late or absent?
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Children are expected to be in school for registration time. Any child arriving after this time, should enter
the school via the office and if accompanied, should give a reason for the lateness, this will be recorded in
the register as present but late. Any child arriving 35 minutes after registration will be recorded as absent
for that session, unless the office has been notified otherwise. Pupils who are consistently late are
disrupting not only their own education but also that of others. The Head Teacher and the Pupil
Administrator monitors pupils’ attendance regularly.
What happens if my child is late?
Letters will be sent out to parents whose children are persistently late and a meeting will be arranged if the
situation does not improve. Ultimately families could be referred to the Education Entitlement Service.
What happens if my child is absent?
If a child is unavoidably unable to attend school, parents/ carers should telephone the school as soon as
possible, and no later than 9:30am on the morning of the first day of absence. The reason for absence will be
recorded and SIMS (electronic attendance record) will be marked with the appropriate code. If no phone
call is received by then contact will be made to parents/ carers by telephone to find out why the child is not
in school and a record will be kept that this phone call has been made. If the parent/ carer’s telephone
numbers are unavailable, a letter will be sent to the home address.
If on the second day of absence no contact has been possible and the child is still absent, the school will
phone the parents/ carers again. The school will continue to telephone the parents each day during the first
week of absence.
If by the second week the child has not been seen and parent/s carers have not made contact either, the
school will contact the Education Entitlement Service (EES-Adin@northamptonshire.gov.uk) to alert them
that they have a child missing from school.
What happens if my child is persistently late or absent from school?
Where there is cause for concern letters will be sent to the parents/ carers of the child to alert them to
the concern. A representative from the school may contact the parent/ carer to offer support or invite
them to an attendance surgery. If attendance does not improve, an appointment for the parents/ carers to
meet the Head Teacher will be sent. At this meeting a Parenting contract will be completed and a target set
for improved attendance. Where the school procedures do not bring about sufficient improvement in
attendance, a referral will be made to the Education Entitlement Service. This may result in an interview
under caution, a court appearance and a fine.

School Attendance Regulations from 1st September 2013
School attendance regulations are changing from 1st September 2013 under Education (Pupil
Registration)(England) (Amendment) Regulations 2013 which amends the 2006 regulations.
Head Teachers will no longer be able to sanction any holidays and extended leave in term time. ALL holidays
in term time will be treated as unauthorised absence and will be taken into account when referring parents
and families to the Education Entitlement Services.
The regulations do allow Head Teachers to sanction absence in “exceptional circumstances”. Please find
below a list of allowable absences and those which will now be classed as unauthorised absences. The list is
not exhaustive:
Allowed absence
 Sickness


Emergency medical appointments
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Day/s for specific religious observance



School is closed due to unforeseen circumstances

The following list shows allowed absence in exceptional circumstances (these may be authorised at the
discretion of the Head Teacher)
 Bereavement


Compassionate grounds



Family wedding



Examinations off site



Attendance at an event at the request of a public organisation

Absences not allowed under any circumstances


Family holidays, no matter what length



Days out

All requests for absence due to exceptional circumstances must be placed in writing prior to the event. The
Head Teacher will then review each request and decide if it meets the criteria. Parents will then be
informed of the outcome by letter.
We believe that the majority of our parents realise that ‘every lesson counts’ and encourage regular
attendance at school. We have high expectations of our children. You have high expectations of us. These
expectations cannot be met if your child is absent.
Yours sincerely

Mr Michael Malton
Head Teacher

Mrs Susan Drake
Head Teacher

Mrs Jane Lawrence
Head Teacher

Mr Richard Meekings
Head Teacher

9

Mrs Avril Wise
Head Teacher

Mrs Jan Marshall
Head Teacher

