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Attendance Policy 
 

 

Introduction  

 

This policy was developed and agreed by the Governing Body and has the full 

agreement of the whole Staff, Governing Body and the Education Welfare 

Service. The Governing Body reviewed the existing policy and ratified the new 

one in the Autumn term of 2017 at a full Governing Body meeting.  

 

Termly attendance data analysis will be reported to the Governing Body in the 

termly Head Teachers report, and will be provided and collated for that report 

by the attendance office. The Governing Body will be actively involved in the 

target setting using guidance statistics and comparisons with other like schools. 

 

Aims  

 

 To comply with the legal requirements.  

 

 To find out where the children are in terms of their individual 

attendance patterns throughout the year.  

 

 To pinpoint and remedy any child’s irregularities with attendance 

patterns.  

 

 To provide information on which to base target setting for future 

attendance returns.  

 

 To provide evidence and information for reporting to Governors, 

Persons with Parental Responsibility, the Local Authority and 

Department of Education.  

 

 To enable each child to benefit from high quality teaching and learning 

opportunities in every area of the curriculum.  

 

 To aspire to have no child missing more than five per cent of the 

education they are entitled to. 
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Whole School Involvement  

 

 The implementation of this policy is the responsibility of all Staff.  

 

 To be able to aspire to achieve our aims, everyone needs to be involved 

– Class teachers, Child, Persons with Parental Responsibility/Carers, 

Head Teacher, Deputy Head Teacher, Attendance Officer, Education 

Welfare Service (EWS), School Administration Staff, Governors and 

the Local Authority Admissions and Inclusions when appropriate.  

 

The Law  

 

Under Section 7 of the Education Act 1996, the ‘Persons with Parental 

Responsibility’ is responsible for making sure that their child of compulsory 

school age receives efficient, full-time education that is suitable to the child’s 

age, ability and aptitude.  

 

Compulsory school age is defined as beginning from the age of five when a child 

should attend school from the start of the term commencing on or after their 

fifth birthday.  

 

Section 444(1) if a child of compulsory age who is a registered pupil at a school 

fails to attend regularly at the school, the Persons with Parental Responsibility 

is guilty of an offence.  You may be liable on summary conviction to a fine not 

exceeding level 3 on the standard scale: A MAXIMUM FINE OF £1000 

 

Section 444(1A) If in the circumstances mentioned in subsection (1) the Persons 

with Parental Responsibility knows that their child is failing to attend regularly 

at the school and fails without reasonable justification to cause him/her to do 

so, they are guilty of an offence.  You may be liable on summary conviction to a 

fine not exceeding level 4 on the standard scale: A MAXIMUM FINE OF £2500 

or IMPRISONMENT FOR A TERM NOT EXCEEDING THREE MONTHS or both. 

 

 

Registers  

 

Registers are a statutory legal document, which must be completed accurately 

by a member of the teaching Staff. Attendance registers are taken twice a day 

- at the start of the morning session and afternoon sessions using the SIMS 

electronic system. 
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This policy contains instructions on the completion of the registers and these 

must be followed precisely. The recommendations for using different codes to 

mark authorised, unauthorised and present marks should also be followed.  

 

Where a member of Staff is in any doubt they should seek assistance from the 

school office or the Attendance Officer, who may in turn obtain advice from 

the EWS.  

 

Registration Procedures 

 

Class teachers mark attendance registers in accordance with the instructions in 

the front of each register and the laminated sheet with the new codes. 

 

9.00am  Late before register closes  / 

 

9.05am to 9.10am Register closes mark with  L 

 

After 9.10am If prior warning of possible                  L 

   lateness e.g. Doctors appointment   

     

If no warning of lateness                                                    U (unauthorised late)                                            

And pupil arrives after 9.10am    

 

Absences  

 

Where a pupil is absent without a known reason, the teacher must record this 

using the ‘N’ code until the correct reason is ascertained. 

 

Authorisation of Absence  

 

The absence may only be authorised once the Attendance Officer is satisfied.  

It is important to note that an absence is authorised by the school and is not 

the decision of the Persons with Parental Responsibility/carer.  

 

If a member of Staff is concerned that an absence/pattern of absences are not 

justified, then this should be reported to the Deputy / Head 

Teacher/Attendance Officer/Office Staff who may refer this to the EWS 

(Education Welfare Service).  
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Before such a referral is made the Attendance Officer should try to establish 

why a pupil is absent. Even where a reason is offered for an absence, the school 

may feel that the reason is unacceptable and the matter should be referred to 

the Head Teacher/Deputy/Attendance Officer/ Office Staff. Similarly, where 

a pupil is missing school regularly through illness it may be appropriate to refer 

the matter to the EWS before the absence is authorised. The EWS may decide 

to make a visit on welfare grounds to discuss the level of attendance.  

 

If an unauthorised absence has not had a valid reason given after the duration 

of one school week, then the mark is to remain unauthorised and must be 

brought to the attention of the Head Teacher and Governors. 

 

 

Categorising Absence  

 

Children should only be away from school if they are ill or have a medical 

appointment. It is not acceptable for children to be away from school for day 

trips, shopping, haircuts or purchasing school uniform and shoes. The codes that 

the school consistently uses to categorise absence can be found  

 

Religious Observance 

 

One day for each religious festival and not more than three days in one 

academic year should be counted as an authorised absence. Additional days off 

for shopping and extended celebrations should be treated as unauthorised 

absences. 

 

 

Holidays now Leave of Absence Taking Holidays During Term Time 

 

Holidays are no longer authorised. Leave of absence can be applied for and may 

be granted only in exceptional circumstances. 

Our Leave of Absence Form clearly states Government Guidelines.  Unless 

exceptional circumstances can be demonstrated, all requests for leave will be 

unauthorised. 

Extended leave of absence must always be exceptional.  Each individual case 

should be discussed with the Persons with Parental Responsibility and presented 

to the Head Teacher or a direct request can be made to the Governors, to 

explore why such leave is necessary and to agree a clear date for the pupil’s 

return.  If the pupil does not return on the due date they will be taken off roll.   
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School will explain: 

• The effects of any term-time absence will be damaging to the child’s   

continuity of learning and may impact on exam results and future achievements. 

 

• The importance of setting high standards for attendance 

 

• How school monitors the absence and consequences of non-compliance  

 

If leave of absence is refused and still taken, fixed penalty fines will always be 

applied for. 

 

If we have good reason to believe that holiday/leave of absence has been taken 

without permission we will be asking for medical evidence that the child’s 

absence warrants time from school and home visits will be undertaken by the 

Attendance Officer. If medical evidence cannot be produced, or families are 

not at home when they say that they are ill, a fixed penalty fine will be applied 

for. 

 

It is not our responsibility to prove that a child is ill; the onus is on the Persons 

with Parental Responsibility to produce medical evidence to support their 

position. This can be in the form of labelled medicine containers or a Doctor’s 

appointment card or hospital letter. 

 

 It is at the Head Teacher’s / Governors discretion whether the 

request meets the ‘Exceptional Circumstance’ criteria. Approval must 

be sought at least 4 weeks prior to the leave commencing. 

 Permission may not be granted by the school, unless the pupil’s 

attendance in the previous six months is at least 95%.  

 Each request for Leave of absence will be considered individually. 

 

Approval may not be granted to students in Years 2 and 6 who are involved in 

SATs examinations.  

 

Should a child be absent from school on any dates which; have not been granted 

by the school, for which the school has no notification, then a Penalty Notice 

will be issued under Section 444a of the Education Act 1996.  

 

From September 2015, the Penalty Notice is now £60 per child, per adult 

if paid within 21 days increasing to £120 per child, per adult if paid within 

28 days. After this time, if the fine remains unpaid, it becomes a matter 

for the courts. 
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It is also for the Head Teacher / Governors to decide how many days leave is 

appropriate, depending on the circumstances. However, Persons with Parental 

Responsibility /carers need to be aware that a penalty notice will be issued 

should the child be absent on any period that has not been granted by the 

school.  

 

If the child fails to return on the given date then school will inform EWS and 

the school may take the child off roll. 

 

Children Missing in Education (CME)  

 

If a child is absent for a longer period than 4 weeks, and the school has 

received no notification as to why, they will be referred to EWS and specifically 

Mr Borrington, who deals with Children missing in education.  This may result in 

the child/ren being taken off the school roll and placed on the National ‘Missing 

Child Register’.   

 

Monitoring 

In order to improve the Attendance and Punctuality of our pupils at Crabtree 

Farm, we have a dedicated Attendance Officer. The role involves monitoring 

whole school attendance, persistent absence and punctuality. Please see 

Appendix 1 

 

Attendance is monitored on a daily basis by the Attendance Officer. If a child’s 

attendance is either a cause for concern or falls to 90% or below, the 

Attendance Officer will raise attendance issues with Persons with Parental 

Responsibility, in order to support them to improve their child’s attendance.  A 

letter will be sent detailing the child’s attendance. If the attendance does not 

improve then the Persons with Parental Responsibility /carers will be asked to 

attend a meeting at school to discuss this.  

 

Referring cases to the EWO  

 

At risk of becoming a Persistent Absentee (PA) 

 

If a child is at risk of becoming a persistent absentee (PA), then a referral 

form will be completed to the EWS if the child has unauthorised absences. 

However, if the absences are due to illness or other medical reasons, a referral 

will be made to the School Nurse or other medical professionals to seek advice. 
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Persistent Absentees (PA) 

 

Every half term, the EWS remote into the school attendance system- accessing 

the attendance of those children who have missed a pre- determined number of 

sessions. (equivalent to 90% or less) The EWS service will then contact the 

school regarding the attendance. These pupils are considered persistent 

absentees. In some cases a CAF may be opened. From September 2015, the new 

PA figure is 90% or below. The table below gives a breakdown of absence days 

per term to be considered as a PA: 

 

Term 1 = 3.5 days absence or more 

Term 2 = 7 days absence or more 

Term 3 = 10 days absence or more 

Term 4 = 12.5 days or absence or more 

Term 5 = 15.5 days absence or more 

Term 6 = 19 days absence or more 

 

Any further absences from this point will not be authorised unless medical 

evidence is presented.  Any hospital visits/stays will be discussed and support 

signposted. 

 

Immediate Referral 

 

Any child who has missed 20 sessions over a 10 week period will be referred to 

EWS. 

 

First Day Absence Procedures 

 

Persons with Parental Responsibility are requested to inform the school by 

telephone/text, in person or via a representative, on the first day of absence. 

Children who are off school with an illness must not be out in the community 

unless attending a medical appointment or this will be deemed as an 

unauthorised absence. 

 

The Attendance Officer will contact Persons with Parental Responsibility 

/guardians of non-attendees on first day of absence.  The Attendance Officer 

will endeavour to answer all calls regarding attendance in order to communicate 

directly with the Persons with Parental Responsibility / guardian.  All 

answerphone messages shall be deleted and logged before the first day absence 

report is printed. 

This contact will either be through: 
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 the ‘Text Messaging’ service (School Comms) to mobile phone, followed 

by a telephone call if no response by the time of second register being 

taken after lunch  

 or a telephone call 

 or a home visit  

 

This is for all pupils and targeted groups of poor attenders. The target groups 

are reviewed regularly and are reported to the Head Teacher and the Governors 

as part of the weekly and termly analysis reports. 

 

 First Day Absence report is printed off between 9.30- 10am and a 

text message is sent to all absent pupils, who have not already 

contacted school. 

 If no communication has been received, each child receives either a 

phone call or a home visit to ascertain the reason for the absence. 

 

All phone calls and visits are recorded daily on Sims and / or by other 

appropriate method agreed by the Head Teacher/  

 

Integrating pupils who have been absent for an extended period of time or 

never attended school before 

 

At Crabtree Farm Primary School we find three main types of pupils that need 

reintegrating successfully back into education and school. These are:  

 

 Children who have got to the age of six or seven years and never 

attended a school before ; 

 

 Children who have had a lengthy period in hospital;   

 

 Persons with Parental Responsibility who have had difficulty in getting 

their child into school for another reason. 

 

For all of the above an initial meeting is held with the Persons with Parental 

Responsibility /carers, EWS and Head Teacher to discuss and agree a 

reintegration programme that will benefit the child. In exceptional medical 

circumstances a school health worker will be invited to attend the meeting. The 

agreed programme is put into place at the earliest convenience, with specific 

and timely follow up meetings to discuss progress / worries and shall be closely 

monitored by the Attendance Officer. 

 Strategies to improve attendance rates 
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 The school to be aware of the reason for absence on the first day. 

 Attendance Officer to telephone/text home/home visit. 

 Record verbally given reasons for absence in writing in the ‘Absence 

book’ and mark electronic register accordingly.  

 All absences to be closely monitored by Attendance Officer and 

reported to team and Head Teacher. 

 Inform Persons with Parental Responsibility /carer if attendance 

percentage of child falls below 90%. 

 Attendance Officer to hold meetings in school with Persons with 

Parental Responsibility /carer and Head Teacher to discuss 

attendance levels if no improvement is made. 

 Attendance of all pupils to be monitored by school and Attendance 

Officer 

 Persons with Parental Responsibility of children falling below 90% will 

be classed as a Persistent Absentee from September 2015 and will be 

required to attend an absence interview with the Attendance Officer. 

 Attendance Office team and Head to meet weekly to address current 

outstanding difficulties. 

 Breakfast club in place for those with punctuality issues.  Set up and 

monitored by Attendance Officer to assess impact 

 Attendance Officer to provide weekly and then more detailed half-

termly attendance statistics to Head Teacher / Team and Governors. 

 Head teacher/Attendance Officer will talk to Persons with Parental 

Responsibility of new intake children. 

 Attendance and punctuality statistics will be included in the half 

termly newsletters.  Specifics to be collated and provided to author 

by Attendance Officer. 

 

Lateness  

 

School operates two pedestrian entrances (a single gate on Steadfold Close and 

a single gate on pathway from Newmarket Road to the Clayfield Close shops) 

these are open at the beginning and end of the school day. The entrances are 

then closed at 9.10 am each day to allow Persons with Parental Responsibility / 

carers who drop pupils off to leave the premises. From that time onwards, all 

pupils arriving late have to buzz in at the main gate. These gates remain closed 

until 11.30am when they are open for Persons with Parental Responsibility to 

collect and drop off children at the EYFS Unit. The pedestrian gates will close 

at 12.25 pm after the start of the afternoon EYFS session. The pedestrian 

gates and the playground gate will be open each day at 3.10pm to allow Persons 
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with Parental Responsibility onto the playground ready to collect their children 

at 3.15 pm.  

 

Improving Punctuality 

 

 Rise and shine week – throughout the year 

 

 Class teacher should promote punctuality to improve their class 

lateness 

 

 Attendance Officer on front desk every morning at 8.50am to make 

themselves directly available to Persons with Parental Responsibility 

and is able to deal with problems as they arise. 

 

 School is open early to facilitate prompt starts to the school day. 

               All children should be in class and ready to work at 9.00am.  

 

 Deputy Head is on gate duty in the morning to deal with issues as they 

arrive. 

 

 

All children arriving after the doors have been locked at 9.am will report to the 

office.  They will collect a card to inform the class teacher that they have 

reported to the office.  Arrivals after 9.00am have a “L” in the register. 

Arrivals after 9.10am have a “U” unless they have previously informed the 

office that they may be arriving late e.g. doctor’s appointment. 

 

 Breakfast club in place for those with punctuality issues, closely 

monitored by Attendance Officer.  

 

Late Log  

 

The ‘late log (computerised signing in system)’ records the date, time of arrival 

and reason for lateness. This is then transferred to the individual pupil’s record 

on SIMS. If a child arrives at class after the register has been closed they 

should present the late card to the class teacher as proof of the fact that 

their arrival at school has been duly recorded at the main office. If the child  

arrives in class without a late card after the register has been taken, they 

should be sent to the main office to have their arrival recorded, assuming they 

have not come into school through the main office. 
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Punctuality is monitored by the Attendance Officer daily. If a child’s 

punctuality is a cause for concern, the Persons with Parental Responsibility 

/carer will be notified either by person or by telephone.  Persons with Parental 

Responsibility will also be invited into school for an attendance meeting. 

 

After a maximum of four weeks the situation is reviewed by the Attendance 

Officer and if there is no significant improvement with regard to punctuality, a 

penalty notice will be issued under section 444a of the Education Act 

(Appendix 7).  All will be reported to the Head Teacher. 

 

If the Persons with Parental Responsibility has been invited to a meeting but 

fails to turn up, a telephone call and a letter will be sent advising the Persons 

with Parental Responsibility that if their child continues to be late and there is 

no significant improvement after a maximum of four weeks, then a penalty 

notice will be issued under section 444a of the education act (Appendix 7). 

 

Persons with Parental Responsibility Meetings 

 

Persons with Parental Responsibility may be invited into school to discuss the 

attendance and or lateness of their child/ children if: 

 Overall attendance is below 95% 

 The child is continually late 

 There is no improvement in either lateness and or attendance 

 The child is deemed to be at risk of becoming a persistent absentee (PA) 

 An unauthorised holiday is taken 

 

 

Collecting Children After School 

 

We reserve the right to refer families to Social Care for children who are 

repeatedly not collected by Persons with Parental Responsibility /carers at the 

end of the school day as we consider this to be wilful neglect. 

 

The school also reserves the right to take children, who are not collected, to 

the local police station when the Persons with Parental Responsibility /carer 

cannot be contacted to find out why the child(ren) have not been collected.  
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SIMS Attendance Module  

 

All Staff complete registers electronically using the SIMS attendance module. 

This enables the school to meet the legal requirements for attendance and 

absence monitoring. Attendance statistics that have to be submitted to the LA 

and Department for Education are calculated and used for reporting to Head 

Teacher / Team and Governors. 

 

Monitoring and Evaluation mechanisms produce the following reports which are 

analysed and acted upon:  

 

 Continuous absence - Daily 

 

 Percentage attendance - Weekly 

 

 School Prospected analysis – Half term 

 

 School performance absence return – Half Term 

 

 Pupils annual attendance - Yearly 

 

 Persistent Lateness - Daily 

 

 Minutes Late - Daily 

 

 

Setting Targets  
 

Targets for attendance for the academic year are set within the Annual 

Performance Review APR during the autumn term by the Chair of Governors, LA 

Advisor, Deputy Head Teacher and Head Teacher. These are realistic targets 

based upon the previous year’s attendance figures. Any targets not successfully 

reached are analysed and discussed with Governors.  

 

Attendance is an agenda item within the Pupils and Personnel Governors  

sub-committee that is monitored and discussed regularly. Discussions include 

patterns and trends for individual classes along with comparative data for other 

schools when available. In addition to this a section on attendance is written 

into the termly Head Teacher report for Governors.  
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Attendance percentages for week / persistent absences for each class are 

shared regularly with the whole staff team within a briefing/ staff meeting by 

handout and or conversation as necessary. 

 

At the end of each half term an attendance breakdown for every pupil with less 

than 90% attendance is created and presented by report and supporting 

evidence. This is then discussed with staff by the Attendance Officer. 

 

Attendance Rewards 

 

For children who achieve 100% attendance, there will also be a Special 

Assembly, with the Persons with Parental Responsibility invited to receive a 

Thank you for supporting us. 

 

A Weekly ‘Attendance Award’ is held. The class with the best weekly 

attendance receives a certificate, that is displayed in the classroom,  and the 

Attendance’ Top Dog Trophy’ to keep for the week. At the end of each term the 

class who have won the Attendance Award the most, wins a treat e.g. Pizza Film 

Party. We also have a weekly ‘Zoom Award’, which recognises the class with the 

least number of children late that week. 

 

An assembly is held every half term to celebrate children who have achieved 

100% attendance during the previous half term. And for those that have 

achieved 100% for the entire term, these children receive a badge/treat and 

certificate.  

Children, whose attendance is between 95-100% at the end of each half term, 

will receive a certificate. The teacher can also nominate a pupil for a certificate 

whose attendance has risen significantly but did not reach 90% (i.e. from 70% 

to 87%) Children who achieved 100% attendance for the entire year are given 

an award in the end of year leaver’s assembly.  

 

Please note that due to the catchment area, pupil mobility and Social Services 

involvement can affect in some circumstances the achievement of the target at 

the year end.  

 

Racial Equality & Equal Opportunities  

 

All children have equal access and inclusive rights to the curriculum regardless 

of their age, gender, race, religion, belief, disability or ability. We plan work 

that is differentiated for the performance of all groups and individuals. At 

Crabtree Farm Primary School we are committed to creating a positive climate 
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that will enable everyone to work free from racial intimidation and harassment 

and to achieve their full potential.  Absence due to holiday are detailed 

separately within this document. 

 

Pupil’s attendance patterns are reported to:  

 

Persons with Parental Responsibility  

 

 On the front cover of the Annual written reports  

 

 Twice yearly at Persons with Parental Responsibility evenings in the 

Autumn and Spring Terms  

 

 Once at the informal Persons with Parental Responsibility evening in the 

Summer Term  

 

 Through on-going conversations, correspondence and meetings with 

Persons with Parental Responsibility throughout the year to raise 

concerns and praise increased attendance 

 

 Through attendance statistics (SIMS weekly) that are published in both 

the School report to the Governors and Head Teacher report.  
 

Staff  

 

 Information is available for Staff to monitor attendance on an immediate 

and long – term basis using a comprehensive list of reports from SIMs.  

 

Transfer in / out of School roll 

 

 Passing on of common transfer forms  

 National Curriculum assessment records  

 

 Passing on annual written reports  

 

Local Authority and the Department for Education (DfE) 

 

 EIP 

 Attendance returns and Head Teacher report the attendance  
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Roles and Responsibilities  

 

Attendance Team, which includes: Head Teacher/Deputy Head Teacher/ 

Dedicated Attendance Officer  

 

 To ensure legal requirements are being met with regard to attendance.  

 To analyse authorised and unauthorised absence, class by class, daily / 

weekly and each half term.  

 To be responsible for the operational management of the attendance 

policy.  

 

 To remind Staff at the beginning of the academic year about the 

contents of this policy and correct procedures for completing registers.   

In the first inset day of academic year. 

 

 To discuss attendance at new intake events for Persons with Parental 

Responsibility and children who are admitted to the school part way 

through a term.  

 

Attendance Officer 

 

 To analyse authorised and unauthorised absence, class by class, each, 

daily / weekly / termly. 

  

 To monitor whole school attendance, persistent absence and punctuality. 

 

 Send letters home to Persons with Parental Responsibility /carers whose 

child/ren missed more than 5% of their educational entitlement during 

the previous half term.  

 

 To follow up individual pupils, classes or year groups and analyse 

attendance data to identify trends, which can then enable the school to 

target their efforts.  

 

 To discuss any attendance cases with EWS and / or Head 

Teacher/Governors 

 

 To discuss with class teachers any individuals who are not attending 

regularly. - weekly 
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 To closely monitor those pupils whose attendance and punctuality are 

causing concern and to take action to help resolve the situation as early 

as possible. 

 

 To operate a First Day response system. 

 

Governing Body  

 

 To know about the attendance procedures within Crabtree Farm Primary 

School as reported by Attendance Officer. 

 

 Have a designated Governors responsible for monitoring and supporting 

the school with attendance.  

 

 Perform their duties as critical friends within Governors, Pupils and 

Personnel meetings. 

 

Attendance Team 

 

 Attendance is recorded electronically on the ‘Sims Attendance module.’  

 

 Every individual’s attendance is monitored for irregular patterns and 

absences. Daily. 

 

 Meet regularly as part of the attendance team. Weekly 

 

Generate  

 

 Every week the following reports are printed off by the Attendance 

Officer:  

 

 Continuous absence  

 

 Persistent lateness trends  

 

 Minutes late 

 

 Less than 95% attendance 

 

 Daily and weekly reports to Head Teacher with the analysis of figures 
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At the end of each half term  

 

 Percentage attendance for below 95% 

 

 School Prospected analysis  

 

 School performance absence return  

 

 Students yearly attendance  

 

 Make contact each day with Persons with Parental Responsibility /carers 

of pupils who have not arrived during the first registration period.  

 

 Amend data on receipt of reasons for absence.  

 

 Issuing of attendance and punctuality related letters to Persons with 

Parental Responsibility /carers.  

 

Class Teachers  

 

 To ensure that pupils attend school regularly it is important that class 

teachers monitor their register to detect any absence patterns that are 

emerging and report any concerns to the Head Teacher/Attendance 

Officer.  

 

 To ensure registers are completed in accordance with this policy.  

 

 Record verbal messages from Persons with Parental Responsibility 

/carers on SIMs and initial.  

 

 To work to raise the level of enjoyment and commitment to learning 

among children, making them want to come to school. E.g assess this  

 

 To discuss with the Head Teacher any individuals who are not attending 

regularly and any concerns. 

 

Early Years Centre Staff  

 

 Early Years Centre staff have an important role to play in establishing 

good practice from an early age. Swift intervention with Persons with 
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Parental Responsibility will lead to improved attendance when the children 

reach statutory school age.  

 

 

 

Persons with Parental Responsibility /Carers  

 

Persons with Parental Responsibility sign our ‘Home/School Agreement 

contracting regular and timely attendance for their children. Good attendance is 

rewarded with certificates on a half termly basis. The importance of good 

attendance is explained to all Persons with Parental Responsibility who attend 

the pre-school meetings and is emphasised in the school brochure.  

Persons with Parental Responsibility who arrive late, must report to the school 

office after 9.00 a.m. and have their child’s name recorded on the electronic 

signing in system’ and obtain a late pass for their child. 

 

Review  

 

This policy will be reviewed in the autumn term 2018.  
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Appendix 2 

 

Core Purpose 

 

This post has been created with the aim of improving attendance and 

punctuality of the pupils at Crabtree Farm Primary School, with a view to raising 

attainment. 

 

(This post would ideally suit someone with an Education Welfare or Social Work 

background) 

 

You will be required to develop and monitor the attendance and punctuality 

systems and work with staff and outside agencies to maintain good attendance 

at Crabtree Farm Primary School. 

 

Duties: 

 

 To collect, enter and use the School based data to support analysis 

procedures in School with regards to attendance 

 

 Present data in a range of formats for analysis, monitoring and 

presentations « Liaise and collaborate with key staff in school and 

outside support agencies 

 

 Monitor data on a daily basis to identify patterns and inconsistencies for 

individual students or groups of students 

 

 Follow all protocols of data protection and confidentiality whilst sharing 

the monitoring findings, concerns and relevant information with key staff 

as appropriate 

 



 
 
 

                 ATTENDANCE POLICY 

EVERY CHILD, EVERY CHANCE, EVERY DAY, WORKING TOGETHER 

 Develop innovative and new ways of encouraging families to make 

attendance at School a top priority 

 

 Work to raise the profile of improving attendance and behaviour 

throughout the School through displays, attendance assemblies, non-

uniform days and visiting classes in 'class time' 

 Develop expertise in all processes and procedures for the purpose of 

raising standards 

 

 Prepare, distribute and maintain administrative documentation for 

Governors, Senior Staff and Class teachers. 

 

Detailed Responsibilities 

 

 To manage student arrivals from 8:00am by proactively supporting and 

encouraging good punctuality and attendance in our students. 

 

 To record and investigate late students, as in the Attendance policy from 

9:00am. 

 

 Enter reasons for absence from parents from telephone messages 

 

 Follow up unexplained absences with parents and students 

 

 Follow up absences identified by Class teachers 

 

 To first day call, all unauthorised absent and target students. 

 

 Monitor identified students and set targets for improvement in 

conjunction with appropriate staff. 

 

 Keep on file alt attendance data and prepare summary for Attendance 

Returns, Governors Reports etc. 

 

 Management and monitoring of term-time holiday request forms 

 

 Follow up students reported not in school 

 

 Follow up and check any post registration truancy 

 



 
 
 

                 ATTENDANCE POLICY 

EVERY CHILD, EVERY CHANCE, EVERY DAY, WORKING TOGETHER 

 Make referrals to Education Welfare Service and meet with Officer 

(EWO) with all appropriate data 

 

 Prepare attendance monitoring mail-merged letters 

 

 

 Record progress on attendance and punctuality targets set and share 

with key staff 

 

 Identify students meeting Penalty Notice criteria and reporting to Senior 

Staff and EWO 

 

 Liaise with administrative staff to issue early warning letters to 

identified parents alerting them to Penalty Notice criteria, offering an 

opportunity to meet with staff to discuss any issues or concerns 

 

 Monitor students on Penalty Notice warning period  

 

 Write reports and prepare evidence for legal action 

 

 Follow up and monitoring of cases to ensure a positive outcome, taking a 

different course of action as appropriate, working closely with Family 

Support Worker. 

 

 Maintain accurate and appropriate records of attendance and punctuality 

to allow production of statistics and reports as required (SIMS) 

 

 When appropriate, refer pupils and parents to other agencies involved in 

helping children and families and attend and contribute to multi-

disciplinary meetings 

 

 Providing feedback to the relevant school staff 

 

 Manage rewards programme for improved attendance and punctuality 

Suggest and pilot new strategies for improving attendance 

 

 Attend relevant meetings and training sessions as directed 

 

 Observe and implement good Health and Safety practices. 



 
 
 

                 ATTENDANCE POLICY 

EVERY CHILD, EVERY CHANCE, EVERY DAY, WORKING TOGETHER 

 

 Undertake such other duties as may be necessary within the scope of the 

job. 

 

 The post holder will also be expected to undertake any other tasks as 

reasonably required by the Head teacher, Senior Leadership team or 

governors to ensure the efficient and effective operation of the school. 

 

 As an employee of Crabtree Farm Primary School you will be expected to 

share our commitment to safeguarding and promoting the welfare of 

children and young people. 

 
 


