
ATTENDANCE POLICY 
 
 
INTRODUCTION 
 
 
 
 
 
 
 
 

Blackawton Primary School is committed to providing a full and efficient educational experience for all 
pupils. We believe that if pupils are to benefit from education, good attendance is crucial. As a school we 
do all that we can to ensure maximum attendance for all pupils. Any problems that prevent full attendance 
will be identified and addressed as speedily as possible. 
 
It is the policy of Blackawton Primary School to celebrate achievement. Attendance is a crucial factor to 
a productive and successful school career. Our school will actively promote and encourage 100 per cent 
attendance for all our pupils. 
 
Blackawton Primary School will give a high priority to conveying to parents and pupils the importance of 
regular and punctual attendance. We recognise that parents have a vital role to play and that there is a 
need to establish strong home-school links and communication systems that can be utilised whenever 
there is concern about attendance. 
 
If there are problems that affect a pupil’s attendance we will investigate, identify and strive in 
partnership with parents and pupils to resolve those problems as quickly and efficiently as possible. We 
will adopt a clearly focused approach aimed at returning the pupil to full attendance at all times. 
 
OBJECTIVES 
 

 To encourage full attendance and punctuality 
 To record and monitor attendance and absenteeism and apply appropriate strategies to minimise 

its occurrence 
 To acknowledge and reward a successful record of attendance  
 To ensure a consistent approach throughout the schools 

 
STATUTORY DUTY OF SCHOOLS 
 
The Education Act 1996 requires parents or guardians to ensure their children receive efficient, full-time 
education, either by regular attendance at school or otherwise. Schools are responsible for recording 
pupil attendance twice a day; once at the start of the morning session and once during the afternoon 
session. Any entry must be made in the attendance register for all pupils of compulsory school age who 
are on the school’s admission roll. 
 
ATTENDANCE TARGETS 
 



The schools will set attendance targets each year. The Executive Headteachers, Heads of School and 
governors agree these. The targets are challenging yet realistic, and based on attendance figures achieved 
in previous years.  
 
PRINCIPLES 
 
Parents are legally responsible for ensuring that a child of compulsory school age attends school regularly. 
We will work towards ensuring that all pupils feel supported and valued. We will send a clear message 
that if a pupil is absent they will be missed.  
 
We will encourage parents / carers to be actively involved in promoting their child’s attendance. We will 
ensure that all staff are aware of the requirements of the registration process and that they receive 
training on registration regulations and the law relating to attendance. 
 
Regular information will be sent to parents and pupils informing them of attendance rates and related 
issues. Promote positive staff attitudes to pupils returning after absence will ensure regular evaluation of 
attendance policy and procedures by senior managers and the school governors. 
 
Attendance will be an important feature of the School Improvement Plan, if appropriate. 
 
Consistent and vigorous monitoring and evaluation procedures will be in place. 
 
DEFINITIONS 
 
Authorised absence 
An absence is recorded as authorised when a child has been away from school for a legitimate reason (eg, 
being unwell) and the school has received notification from a parent or carer. 
 
Only the school can make an absence authorised. Not all absences supported by parents will be recorded 
as authorised, e.g. shopping trips during school hours. 
 
Unauthorised absence 
An absence is recorded as unauthorised when a child is away from school without good reason and 
without the permission of the school. 
 
PROCEDURES 
 
It is essential that everyone involved in promoting attendance is clear about the important role that must 
be carried out in order to raise standards. Responsibility to promote attendance is the responsibility of 
the whole school community. 
 
If a child is absent (First Day Contact) 
Most cases of absence due to illness are short term, but parents will need to make a phone call to alert 
the school on the first day/each day of absence. When a child is absent unexpectedly, the class teacher 
records the absence in the register. A teaching assistant or the administrator endeavours to contact a 
parent / carer by phone or by text. If no contact can be made and we cannot establish the whereabouts 
and / or safety of a child, the police and / or Social Services may be contacted. 
 



When the child returns to school, a note should be brought from a parent / carer or a telephone call 
received to explain the absence. 
 
A note may be sent to the school prior to the day of absence, e.g. if a child has a medical appointment. 
All doctors and dentists appointments should be made out of school hours if at all possible. 
 
 Medical or dental appointments 
Parents should make every effort to ensure these appointments are made outside of school hours. 
Where it cannot be avoided, children should attend school for as much of that day as possible.  

 
 
Requests for leave of absence 
We believe that children need to be in school for all sessions, so that they can make the most progress 
possible. Requests for leave of absence in term time will only be granted in exceptional circumstances, 
and where attendance is above 95%.  
 
We expect parents to contact the school at least a month in advance. 
 
 
 
Absence in exceptional circumstances 
Parents should make every effort to ensure that family holidays and extended leave are arranged outside 
of school term time. The Headteacher has the discretion to grant leave, but they should only do so in 
exceptional circumstances. If the Headteacher grants a leave request, it will be for them to determine the 
length of time that the child can be away from school. This leave is unlikely, however, to be granted for 
the purposes of a family holiday. 
 
Retrospective applications will not be considered and this time taken will be processed as unauthorised 
absence.  All requests for authorised absence will be responded to in writing, and will outline the details 
of when the child is expected to return to school. Parents should contact the school immediately if there 
will be a cause for delay from the stated date of return. 
 
Work will be set by class teachers for both authorised and unauthorised absence. 
 
When deciding whether to authorise absence, the Head teacher will consider if there are exceptional 
circumstances and if so, may then also take the following into account: 
 
Religious observance  

Blackawton Primary School recognises that there may be times where children of different faiths 
observe religious festivals that fall outside of school holidays and weekends, and will allow authorised 
absence for these times. 
Parents will be aware of these dates and should give the school written notification in advance. 
 
Long-term absence 
When children have an illness that means they will be away from school for over five days, the school 
does all it can to send material home, so that they can keep up with their schoolwork. 
 
If the absence is likely to continue for an extended period, or be a repetitive absence, the school contacts 



support services, so that arrangements can be made for the child to be given some tuition outside school. 
 
Repeated unauthorised absences 
The school contacts the parent/carer of any child who has an unauthorised absence. If a child has a 
repeated number of unauthorised absences, the parents / carers are asked to visit the school and discuss 
the problem. If the situation does not improve, the school will seek further advice from other agencies. 
 
The governors, reserve the right to consider taking legal action against any parents or guardians who 
repeatedly fail to accept their responsibility for sending their children to school on a regular basis. 
 
MONITORING  
 
Governing Body 
It is the responsibility of the governors to monitor overall attendance, and they will request an annual 
report from the Executive Headteacher. The governing body also has the responsibility for this policy, 
and for seeing that it is carried out. The governors therefore examine closely the information provided 
to them, and seek to ensure that our attendance figures are as high as they should be. 
 
School 
The school keeps accurate attendance records on file for a minimum period of three years. 
 
School Leaders 
Monitor attendance fortnightly and follow our attendance escalation procedures as set out in Appendix 
A.  
 
Class Teachers 
Class teachers are responsible for monitoring attendance in their class, using attendance reports 
provided half-termly by the School Administrator and for following up absences in the appropriate way. 
If there is concern about a child's absence, they contact the Head of Teaching and Learning or 
administrator immediately. If there is a longer-term general worry about the attendance of a particular 
child, this will be reported to the Head of Teaching and Learning, who contacts the parents / carers. 

 
Late arrival 
Registration begins at 8.55. Pupils who arrive after this time but within the registration period will be 
marked at late. The registration period ends at 09.05 
Pupils who arrive after the registration period has ended should go straight to the school office to sign in 
and give a reason for their lateness. Any unjustifiable reason for absence will be marked as 
unauthorised. It is vital that pupils sign in at the office to ensure that appropriate health and safety 
regulations are followed and that all pupils are accounted for. 
 
Persistent lateness may result in disciplinary action.  
Blackawton Primary School is committed to providing a full and efficient educational experience for all 
pupils. We believe that if pupils are to benefit from education, good attendance is crucial. As a school we 
do all that we can to ensure maximum attendance for all pupils. Any problems that prevent full attendance 
will be identified and addressed as speedily as possible. 
 
It is the policy of Blackawton Primary School to celebrate achievement. Attendance is a crucial factor to 
a productive and successful school career. Our school will actively promote and encourage 100 per cent 



attendance for all our pupils. 
 
Blackawton Primary School will give a high priority to conveying to parents and pupils the importance of 
regular and punctual attendance. We recognise that parents have a vital role to play and that there is a 
need to establish strong home-school links and communication systems that can be utilised whenever 
there is concern about attendance. 
 
If there are problems that affect a pupil’s attendance we will investigate, identify and strive in 
partnership with parents and pupils to resolve those problems as quickly and efficiently as possible. We 
will adopt a clearly focused approach aimed at returning the pupil to full attendance at all times. 
 
OBJECTIVES 
 

 To encourage full attendance and punctuality 
 To record and monitor attendance and absenteeism and apply appropriate strategies to minimise 

its occurrence 
 To acknowledge and reward a successful record of attendance  
 To ensure a consistent approach throughout the schools 

 
STATUTORY DUTY OF SCHOOLS 
 
The Education Act 1996 requires parents or guardians to ensure their children receive efficient, full-time 
education, either by regular attendance at school or otherwise. Schools are responsible for recording 
pupil attendance twice a day; once at the start of the morning session and once during the afternoon 
session. Any entry must be made in the attendance register for all pupils of compulsory school age who 
are on the school’s admission roll. 
 
ATTENDANCE TARGETS 
 
The schools will set attendance targets each year. The Executive Headteachers, Heads of School and 
governors agree these. The targets are challenging yet realistic, and based on attendance figures achieved 
in previous years.  
 
PRINCIPLES 
 
Parents are legally responsible for ensuring that a child of compulsory school age attends school regularly. 
We will work towards ensuring that all pupils feel supported and valued. We will send a clear message 
that if a pupil is absent they will be missed.  
 
We will encourage parents / carers to be actively involved in promoting their child’s attendance. We will 
ensure that all staff are aware of the requirements of the registration process and that they receive 
training on registration regulations and the law relating to attendance. 
 
Regular information will be sent to parents and pupils informing them of attendance rates and related 
issues. Promote positive staff attitudes to pupils returning after absence will ensure regular evaluation of 
attendance policy and procedures by senior managers and the school governors. 
 
Attendance will be an important feature of the School Improvement Plan, if appropriate. 



 
Consistent and vigorous monitoring and evaluation procedures will be in place. 
 
DEFINITIONS 
 
Authorised absence 
An absence is recorded as authorised when a child has been away from school for a legitimate reason (eg, 
being unwell) and the school has received notification from a parent or carer. 
 
Only the school can make an absence authorised. Not all absences supported by parents will be recorded 
as authorised, e.g. shopping trips during school hours. 
 
Unauthorised absence 
An absence is recorded as unauthorised when a child is away from school without good reason and 
without the permission of the school. 
 
PROCEDURES 
 
It is essential that everyone involved in promoting attendance is clear about the important role that must 
be carried out in order to raise standards. Responsibility to promote attendance is the responsibility of 
the whole school community. 
 
If a child is absent (First Day Contact) 
Most cases of absence due to illness are short term, but parents will need to make a phone call to alert 
the school on the first day/each day of absence. When a child is absent unexpectedly, the class teacher 
records the absence in the register. A teaching assistant or the administrator endeavours to contact a 
parent / carer by phone or by text. If no contact can be made and we cannot establish the whereabouts 
and / or safety of a child, the police and / or Social Services may be contacted. 
 
When the child returns to school, a note should be brought from a parent / carer or a telephone call 
received to explain the absence. 
 
A note may be sent to the school prior to the day of absence, e.g. if a child has a medical appointment. 
All doctors and dentists appointments should be made out of school hours if at all possible. 
 
 Medical or dental appointments 
Parents should make every effort to ensure these appointments are made outside of school hours. 
Where it cannot be avoided, children should attend school for as much of that day as possible.  

 
 
Requests for leave of absence 
We believe that children need to be in school for all sessions, so that they can make the most progress 
possible. Requests for leave of absence in term time will only be granted in exceptional circumstances, 
and where attendance is above 95%.  
 
We expect parents to contact the school at least a month in advance. 
 
 



 
Absence in exceptional circumstances 
Parents should make every effort to ensure that family holidays and extended leave are arranged outside 
of school term time. The Headteacher has the discretion to grant leave, but they should only do so in 
exceptional circumstances. If the Headteacher grants a leave request, it will be for them to determine the 
length of time that the child can be away from school. This leave is unlikely, however, to be granted for 
the purposes of a family holiday. 
 
Retrospective applications will not be considered and this time taken will be processed as unauthorised 
absence.  All requests for authorised absence will be responded to in writing, and will outline the details 
of when the child is expected to return to school. Parents should contact the school immediately if there 
will be a cause for delay from the stated date of return. 
 
Work will be set by class teachers for both authorised and unauthorised absence. 
 
When deciding whether to authorise absence, the Head teacher will consider if there are exceptional 
circumstances and if so, may then also take the following into account: 
 
Religious observance  

Blackawton Primary School recognises that there may be times where children of different faiths 
observe religious festivals that fall outside of school holidays and weekends, and will allow authorised 
absence for these times. 
Parents will be aware of these dates and should give the school written notification in advance. 
 
Long-term absence 
When children have an illness that means they will be away from school for over five days, the school 
does all it can to send material home, so that they can keep up with their schoolwork. 
 
If the absence is likely to continue for an extended period, or be a repetitive absence, the school contacts 
support services, so that arrangements can be made for the child to be given some tuition outside school. 
 
Repeated unauthorised absences 
The school contacts the parent/carer of any child who has an unauthorised absence. If a child has a 
repeated number of unauthorised absences, the parents / carers are asked to visit the school and discuss 
the problem. If the situation does not improve, the school will seek further advice from other agencies. 
 
The governors, reserve the right to consider taking legal action against any parents or guardians who 
repeatedly fail to accept their responsibility for sending their children to school on a regular basis. 

 


