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Attendance

Summary
This policy will be reviewed every year.
This policy has been reviewed to ensure that it meets the requirements of the equalities impact assessment.
During COVID pandemic – timings are amended due to the staggered start and finish times. Children will not
be recorded as late during the altered timetable but will be deemed officially absent 30 minutes after their
allotted start time.

Introduction
Regular attendance at school is essential to promote the education of all pupils. There is a
strong link between attendance and achievement. At Wellesley Primary School we provide an
environment in which all pupils can feel safe, supported and valued for their individuality. We
strive to enable all pupils to achieve at the best of their ability. To this end we work in
partnership with staff, pupils, parents, governors and other relevant agencies in order to
promote the aims of the policy.

Aims







To maximise attendance of all children.
To provide an environment which encourages regular attendance and makes
attendance and punctuality a priority for all those associated at the school.
To monitor and support children whose attendance is a cause for concern and work in
partnership with parents and carers to resolve any difficulty.
To analyse attendance data regularly to inform future policy and practice.
To work closely and make full use of the support from the wider community including the
Local Authority and multi-agency teams.
To monitor poor attendance of vulnerable children in accordance with Safeguarding and
PREVENT duties.

Roles and Responsibilities
The following people have key responsibilities in the pursuit of high levels of attendance and
punctuality:

Governors
o
o

To set and monitor progress towards annual internal targets for attendance.
To evaluate the effectiveness of the Attendance Policy.

Headteacher
o
o
o
o

To ensure that effective systems are in place to accurately reflect individual pupil
and group and whole school attendance patterns.
To make a judgement as to whether an absence is authorised or unauthorised.
To monitor individual pupil, group and whole school attendance and punctuality.
To inform the Local Authority if a pupil fails to attend school regularly or if a pupil
has been absent for more than 10 school days or more without permission.
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o
o
o
o
o
o
o
o

To work in partnership with key agencies if attendance and / or punctuality is an
issue.
To inform the Local Authority at the earliest opportunity if a new pupil fails to
attend on the arranged date.
To ensure that children leaving are registered and attending their new school.
To provide governors with information to enable them to evaluate the success of
policy and practice.
To write to parents/carers regarding any concerns about their child’s attendance.
To arrange meetings with parents/carers to discuss support and set targets for
those experiencing attendance difficulties.
To liaise with the Local Authority if there are ongoing concerns about a child’s
attendance.
To coordinate with the relevant Local Authority departments regarding providing
work/education for children who are absent for sustained periods of time.

Class Teacher
o
o
o
o

To provide an accurate record of the attendance of each child in their class.
To record the reasons for absence given to them on the appropriate recording
sheet.
To respond promptly to any issue raised in the weekly analysis of registers by
office staff.
To organise work to be sent home for children in their class who are expected to
be absent for an extended period through sickness.

Office Staff
o
o
o
o
o
o
o
o
o
o

To prepare, manage and co-ordinate the use of the SIMS Attendance Manager
System.
To monitor and track attendance patterns for all children and prepare relevant
attendance reports when necessary.
To contact parents/carers on the first day of their child’s absence to establish the
reason.
To ensure that a satisfactory reason for every absence has been established for
each child.
To notify a parent as early as possible (by 9:30am at the latest) if their child has
not arrived at school and we have not been given a reason.
To notify the Head Teacher of any unexplained absence.
To support the Head Teacher in providing information to help make a
judgements as to whether an absence is authorised or unauthorised.
When a child moves school to record the name of the new school and the date
on which they start.
To notify the Local Authority within five days that a new pupil has started.
To notify the Local Authority if a child’s name needs to be deleted from the
Admission register (other than when a child has completed their final year).

Local Authority ‘Education Welfare’
o

To enforce the law regarding school attendance.

It is essential that schools comply with these duties so that Local Authorities can follow up with
any child who might be at risk of not receiving an education and who might be at risk of being
harmed, exploited or radicalised. (Please see DfE guidance on Children Missing Education).
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Parents and Carers
o
o

Parents and Carers are responsible for ensuring that their child/children arrive at school
on time (8:35am).
Parents and Carers must notify the school by 8:45am if their child is going to be absent
either by phone or Parentmail.

Adminstration





The School uses Attendance Manager provided by SIMS to store and monitor its legal
responsibilities in relationship to attendance.
Registers are a vital legal document and teachers are required by their contractual
duties to take an attendance register at the beginning of both the morning and afternoon
sessions.
Registers must be completed carefully and accurately, as they provide a record of a
pupil’s attendance. Failure to complete a register accurately leaves the school
vulnerable to complaint from parents or carers and constitutes a risk if an emergency
evacuation has to take place.

Absence
Lateness






Pupils arriving after 8.45am must report to the School Office so that their attendance can
be recorded.
Pupils arriving after the register has been closed at 8:45 am, will be considered as late.
Pupils arriving after 9.05 am will be officially absent for the morning session. This will be
considered an unauthorised absence unless a satisfactory reason is given, for example
a doctor’s appointment.
Action to address lateness will be taken. A letter will be sent to carers and parents of
children who are late on a regular basis

Illness





Parents/carers are asked to contact the school on the first day of absence by 8:45am to
provide the reason for the absence and where possible on each subsequent day of
absence. The school records the reason for the absence and keeps records for the
academic year.
Where office staff are not made aware of the reason for a child’s absence they will,
contact parents/carers by telephone on the first day of absence, ideally by 9:30am.
If any member of staff is concerned about a reason for absence, the Head Teacher
should be informed.
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Medical or Dental Appointments




Absence from school due to a medical or dental appointment will be considered as an
authorised absence. Parents/carers are requested to provide verbal confirmation of
these appointments and this will be recorded as such in SIMS.
Parents/carers are encouraged to make all medical appointments out of school hours.

Holidays During Term Time
Holidays during term time will not be authorised except in exceptional circumstances:Exceptional Circumstances are defined as:




Forces Personnel on leave from a foreign posting
Exceptional significant family events or circumstances – these will be considered on an
individual basis.
It may be appropriate to make allowances for parents who work for the emergency services
and are only granted leave at certain times.

The Head Teacher will consider every above request individually but the following will not meet
the criteria:






Relatives coming to visit
Cheaper holidays in England and abroad
Family day trips
Visiting family/friends that have different half term holidays and may include refusal to
attend family weddings and visits to see family abroad.
Parents only being able to take holidays from work at a given time.

Other Absence
Other absence from school will be considered on an individual basis and a decision will be
made to authorise or not authorise the absence.

Reporting to Parents and Carers
All absences both authorised, unauthorised absence and lateness will be reported to the
parent/carer at the end of the academic year within their child’s report.

Attendance Codes
The following codes will be used to indicate the reason for absence :
L
U
M
C
I
H
G

-

Late (between 8:45 and 9.05 or after 9.05 if authorised)
Late (after 9.05 – unauthorised absence)
Medical – hospital admission, dental, optician, hospital, doctors.
Other authorised absence – general illness, bereavement, family reasons
Illness
Authorised holiday absence
Unauthorised holiday
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O

-

Unauthorised

Monitoring and Evaluation






Attendance data will be collected six times a year to establish patterns of irregular
attendance. This will include children with incomplete weeks; Monday and Friday
absences; lateness; periods of extended absence; periods of un-authorised; and all
children with attendance below 90%.
The attendance of vulnerable groups will also be specifically collected and analysed.
The Head Teacher will recommend an attendance target to the Governors.
The Governors will set an internal annual target of attendance and unauthorised
absence and review this annually at its first meeting.

Attendance - Cause for Concern
Parents /carers of children who have more than 4 broken weeks each long term will be sent a
standard letter informing them of the amount of time their child has been absent from school
and the impact this may have had on their education (see Appendix 1).
Parents/Carers of children who have less than 90% attendance over a long term will be sent a
standard letter informing them of the amount of time their child has been absent from school
and the impact this may have had on their education (see Appendix 1).
Parents/carers of children who have had more than 5 broken weeks for two or more long terms
each year or whose attendance drops below 90% each year without good reason will be asked
to attend an attendance meeting with the Head Teacher. The purpose of this meeting will be to
discuss support strategies which can be implemented to improve the attendance of the
individual pupil.
If following the meeting, attendance does not improve The Headteacher with the support of the
Education Welfare Officer may call the parents to attend an Attendance Panel meeting and
Educational Welfare Support procedures may be implemented (See flow chart Appendix 2).

.
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Appendix 1
Dear XXX

We recently carried out our termly attendance audit and we notice from our records that XXX had X
‘broken weeks’ (weeks with 1 or more absence) out of the XXX weeks last term. Our figures show
that their overall attendance is XX%.
Research shows that above all else, broken weeks have the largest impact on children’s attainment
as they often miss a key lesson during the week. These absences may quite easily be the result of
illness and authorised absences which will not be repeated next term.
However, the school will be monitoring all children whose attendance either falls below 90% or who
have 4 or more broken weeks in a long term.

Or

We recently carried out our termly attendance audit and we notice from our records that XXX had an
attendance figure 0f XX% This means that XX missed XX days of school.
These absences may quite easily be the result of illness and authorised absences which will not be
repeated next term.
However, the school will be monitoring all children whose attendance either falls below 90% or who
have 4 or more broken weeks in a long term.

The intention of this letter is not to alarm you; it is likely that the absences have entirely genuine
explanations. However, every child’s education is important to us and as such we take a very robust
line on monitoring any area which could potentially jeopardise the progress that they deserve to
make.

Please feel free to contact the school should you wish to discuss this matter further.

Yours sincerely

Mrs Heather Small
Headteacher
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Appendix 2
Child or young person’s attendance is cause for
concern

School Attendance Meeting - SAM

Referral or CAF
completed if
threshold is met

Referral or CAF to
be completed if not
already done

[or Team Around Child/Family (TAC/F)]
for pupils with high levels of absence

Time line is a guide.
In some cases times
may differ
Do attendance and
other
outcomesimprove
significantly over 4
weeks?

School/
LP to
monitor
progress

4

Attendance Panel Requested
School to pay particular attention to decisions
re authorising absences and accurately record
relevant parents’

2
Check details on form
completed accurately.

2 Weeks

names
LEGAL
PROCESS
STARTS HERE
IF AP

4 Weeks

Attendance Panel - AP [or TAC/F Review]





Targets set and actions agreed/amended
Parenting support promoted
Further review date set
Consider options: CAF / Education
Supervision Order, Penalty Notice ,
referrals

Return to school
procedures &
intervention and
CAF/TAC
processes

Agreed by
Practice/Team
Manager?

6
School or CAF Lead Professional (LP) to
contact parents confirming actions of previous
meeting and date of next meeting
If AP - EWS write to remind parents of
Attendance Panel Review and warning letter
sent if unauthorised absences

Attendance Panel Review - APR
[may be held at end of TAC/F review meeting]

EWO undertake home
visit(s) and/or LP to
check actions
completed. Record
progress.

6 Weeks

Further reviews of the CAF may continue or close
case if action plan complete / improvements made

3 possible outcomes

Some improvement e.g. some
UA

Little or no improvement

Decision made re type of legal
action (PN, ESO or 444
prosecution).
If ESO being considered, multi
agency meeting held to inform
decision

Significant improvement & no
further unauthorised absence

Set 2nd review date & meet
again in 4-6 weeks
N0

6 - 8 week paper review

Yes

Improved?

Sustained improvement NFA,
close case – EWS write to
parents, copy to school

Parents advised of legal action, court process & possible outcome

EWS prepare case file, advise social services & issue summons

Non payment of
penalty notice –
process starts
here after
reminders sent
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