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Abbotskerswell 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 our school to celebrate achievement.  Attendance is a critical factor to a productive and 
successful school career.  Our school will actively promote and encourage 100 per cent attendance for all our 
pupils.  This will be celebrated in our Praise Assemblies. 
 
Our 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 which affect a pupil’s attendance we will investigate, identify and strive in partnership with 
parents 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 school 
 
STATUTORY DUTY OF SCHOOL 
 
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.  An 
entry must be made in the attendance register for all pupils of compulsory school age who are on the school’s 
admission roll. 
 
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, she/he will be missed.  We will consult with all members of the school community and the 
Education Welfare Service in developing and maintaining the whole school attendance policy. 



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.  
Promoting positive staff attitudes to pupils returning after absence will help pupils feel reassured and confident. 
Regular evaluation of attendance policy and procedures by school governors will ensure valuable over-sight to 
keep the school on track for high overall attendance and punctuality. 
 
Consistent vigorous monitoring and evaluation procedures will be in place. 
 
INFORMATION FOR PARENTS – HOLIDAYS DURING TERM TIME 
 
As a school we feel that parents can demonstrate their commitment to their children’s education by taking their 
annual holidays during school holidays.  It is clearly important that children attend school regularly if they are to 
benefit from the learning opportunities provided. 
 
Children who are absent from school due to a holiday in term time miss out on important learning before, during 
and after they take their holiday.  Before going they are often distracted and when they return they take time to 
settle back into the routines, adjust to any changes and re-establish their friendship groups.  Children who miss 
the start of the school year / term are at an added disadvantage as they miss all the work around establishing 
routines, expectations, ‘kick’ starting the work for the term and the important issue of developing relationships 
with not only the children in their class but also the adults. 
 
School missed as a result of a family holiday during term time cannot be re-captured later.  Teachers are unable 
to spend time helping a child to ‘catch up’ as this can only be done at the expense of reducing the time given to 
the rest of the children in the class.    Teachers should not be expected to spend time preparing work for children 
to do on holiday. 
 
A child who attends less that 90% of the time is labelled as “a persistent absentee” and this has a significant, 
detrimental effect on their education. A child who attends less than 93% of the time is labelled a “cause for 
concern”. Both these groups of children are highlighted and monitored on class provision maps. 
 
Leave of absence will only be authorised in exceptional circumstances e.g. a member of the family is returning 
from active service abroad and can only take leave during term time. As from September 2013 the law changed 
which means that absence during term time can only be granted in exceptional circumstances. The school 
interprets exceptional to mean, once in a life time and never to be repeated. This does not include holidays. 
 
The law does not grant parents/ carers an automatic right to take their children out of school during term time. 
If the request is for an absence in term time you must have Parental Responsibility and be the parent/ carer with 
whim the child normally lives. Permission must be sought in advance. If the circumstances relating to this 
request are considered exceptional and the absence is authorised by the school, the authoring of the absence 
will be condition on the child attending satisfactory up to the date covered by this request. 
 
Warning – if the school refuses your request and the child id taken out of school, this will be recorded as an 
unauthorised absence. A significant amount of unauthorised absence may make you liable for a Penalty Notice 
for each child, payable by each parent/ carer or the subject of court proceedings which could result in a fine up 
to £2,500, and or a term of imprisonment of up to 3 months. 
 
Any decision to authorise absence will be taken in light of previous attendance levels. 
Consideration will be given to not authorising absence for excessive illness i.e. 10 days (20 sessions) or more OR 
where there is cause for concern. 



 
The following action may be taken over unauthorised absences / poor attendance levels / late arrivals: 

❖ Parents will be contacted as soon as an absence drops below 93%  
❖ The Educational Welfare Officer will be informed for any absence less than 90% 
❖ A penalty notice may be issued for anybody with 5 days (10 sessions) unauthorised absence and 

prosecution may also be considered.  
 

School Responsibilities 

• The school will record and monitor attendance in accordance both with the statutory requirements and with 
the principle that regular, uninterrupted attendance is vital to a child’s educational progress. 

• Registers will be called twice daily (at 9:00 a.m. and 1:30 p.m.). Registers will close at 9:20 a.m. and 1:40 
p.m. Any child arriving after the closing of the register will be recorded as ‘late’ for that session. 

• All absences should be approved by the school at least 24 hours in advance and submitted on the 
appropriate form. 

• The head teacher will regularly collect attendance data and will use this data during meetings with the 
school’s Education Welfare Officer [EWO]. These meetings will agree on attendance thresholds and targets 
and will identify respective tasks and follow-up actions for both the school an EWO. 

• The school will employ a number of strategies to promote regular, punctual attendance: 

- the head teacher will communicate regularly with parents on attendance matters; 

- appropriate personal encouragement or congratulation will be offered to individual children; 

- clear attendance information will be entered in the school prospectus. 

- a weekly class attendance certificate will be awarded during achievers’ assembly. 

 
Early morning drop-off procedures 

Below is the early morning drop off procedures for this term.  We are still in the process of trialling this and 
we may tweak these arrangements as the term progresses – thank you for your understanding.  We will keep 
you informed if we do make any changes to these arrangements.  But at the moment the procedures are: 

• Absences: Parents should ensure that if their child is to be absent from school for any unavoidable reason 
such as sickness they should contact the school as soon as possible, preferably on the first morning of 
absence. This may be done by phone, by letter or in person. (01626 353605) 

• Arrival: Parents should ensure that your child arrives at school at 8:55am in time for the start of registration at 
9:00am. If a child arrives after 9:00am they should report directly to the school office and will be marked as 
late ‘L’ 

• School opens from 8:45am The school gates will open from 8.45am for all pupils.  A member of staff will be 
outside from this time. 

•  Reception: As part of their transition into school, parents of the Reception children (Puffins class) are able to 
go into the classroom with their child from 8.45am, for the first 10 minutes of the school day. This will give 
parents an opportunity to discuss any concerns or issues with the class teacher. 

• Key stage 1: (Robins class) will go into school at the same time as the Key stage 2 pupils at 8.55am.  Due to 
adult ratios, we do ask that parents supervise the KS1 children until they go into class at 8.55am.  For parents 
who need to rush off to work, please inform the KS1 member of staff outside so that the children can be 
handed over to the school from 8.50am.  

• Key stage 2 Children in Key Stage 2 (Swift and Kingfisher class) can be dropped off from this time and left 
unsupervised. 

• Unauthorised absence: Any child who arrives after 9.20am will be marked as an unauthorised absence unless 
we have been notified of a reason. 



• Follow up: Please try to ensure that your child arrives punctually as children who arrive late disrupt the start 
of the school day.  Persistent lateness will be followed up with a meeting with parents.  

• First day absence: The school will undertake a first day absence procedure. Parents are expected to phone the 
school office to inform the school of their child’s absence. If parents do not phone the school with any reason 
for absence, the office staff will endeavour to phone the home telephone contact number by 10:00am to 
ascertain a reason for absence.  If the school still hasn’t heard from the family after repeated phone calls by 
1.00pm then a member of staff may visit the home.  If nobody is at home, then MASH maybe contacted or 
the police may be called as we have a duty of care for the children.  

. 
REPORTING ABSENCES 
 
It is the parent’s responsibility to inform the school of the reason for a child’s absence as soon as possible.  
Parental contact on the first day of absence is expected if we have not been notified beforehand.  Parents must 
contact the school first thing in the morning. Parents are asked to inform us in writing giving the reason for 
absence when the child returns to school.  
 
RESPONSIBILITY FOR ATTENDANCE 
 
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 and keep children safe.  Responsibility to promote attendance is the 
responsibility of the whole school community. 
 

 


