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Every child matters, every childhood matters. 
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Aims: 

At St. George’s we aim to help individual pupils achieve their full potential.  Excellent 
attendance and punctuality are essential if this aim is to be realised. We aim to achieve the 
national average ofat least 96% attendance over the year. 

 

Why is attendance important? 

 Your child has a legal right to a full time education.  
The Education Act 1996 requires parents and carers to ensure their child receives 
efficient fulltime education, suitable to their age, ability, aptitude and any special 
needs they may have, either by regular attendance at school or otherwise. 

 Under current government legislation, all absence figures, together with the reasons 
for absence have to be reported to the Schools Governing Body, Local Authority (LA), 
and the Department for Education (DfE). 

 Attendance and achievement are very closely linked; research shows that children 
whose attendance is 96% or higher throughout their school life are far more likely to 
achieve 5+ GSCEs at grade 5 to 9.  Parents and carers play a vital role in ensuring that 
their child is given the opportunity to fulfil their potential by making sure they come to 
school on time every day. 

 Children who regularly miss school struggle to develop and maintain strong friendships 
and as they fall behind in their learning their self-esteem suffers making learning 
harder for them. 

 Keeping attendance high is the shared responsibility of parents, guardians or carers, 
the school with its Governing Body and the Local Authority. 

 

Parent/Carer responsibilities 

 To ensure that your child  attends school on each day of the school term unless there 
is an genuine reason for them not to be in school.    

 To ensure that your child is in class and ready to learn by 8:50am. 

 If your child is not well enough to attend school you have a duty to inform school as 
soon as possible by either phoning the school or coming in to the office.   

 To let the school know when you expect your child to return to school; if they are not 
able to return on the agreed date to contact the school informing them of the reasons 
for the continued absence. 

 To work with the school and the attendance officer to improve punctuality and 
attendance where issues have been identified. 

 To avoid medical and dental appointments during the school day wherever possible.  If 
your child has a medical or dental appointment please inform the school in advance 
and bring evidence of the appointment to the front office. 
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 To recognise if your child is avoiding attending school and work with the school to 
resolve any underlying issues. 

 To take all holidays during allocated school holidays. (Only in very exceptional 
circumstances will holidays in term time be authorised. See Term Time Leave of 
Absence (Holidays)) 

 

School responsibilities 

 To make sure all families understand why regular attendance is important, what 
percentage of attendance is considered good and what happens if their child falls 
below this standard. 

 To make sure all families know what to do if their child is unable to attend. 

 To record all absence calls and messages on the appropriate log. 

 To ensure that teaching staff complete the registers electronically at the beginning of 
morning and afternoon sessions. 

 To maintain a register in the office of children who arrive through the front entrance 
after 8:50am; each child is given a ticket to take to class to show that they have signed 
in at the office. Information from that register is then transferred to the electronic 
register. 

 To follow up absences and lateness if parents/carers have not contacted the school, 
initially with a first-day absence telephone call. First day absence calls are started as 
soon as the registers are submitted and no later than 9:20am. A first day absence call 
will be made if a child does not return from home dinners as expected; calls will done 
when the afternoon register closes at 1:15pm. 

 Where an unexplained absence is a cause for concern (including on the first day) a 
home visit will be carried out by two members of staff, usually the attendance officer 
and the emotional wellbeing worker. 

 To inform parents/carers of what constitutes authorised and unauthorised absences. 

 To have systematic and consistent daily records which track patterns of absence and 
lateness. 

 Where patterns of poor attendance or lateness are identified the attendance officer, 
emotional well-being worker and any other relevant staff or agenices (school nurse, 
social services) will work with the family to resolve the issues and improve attendance 
and punctuality.  Letters will be sent in the first instance alerting families to concerns 
about attendance and they will be invited into school to discuss any relevant issues 
with the attendance officers and the headteacher.   

 Texts are sent to the families of all children who are late. Where patterns of poor 
punctuality are identified a letter will be sent to the family alerting them to our 
concerns.  The attendance officer and emotional well-being worker will work with the 
family to improve the children’s punctuality.  If there is no improvement the family will 
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be invited in to discuss the issues with the Headteacher, attendance officer and/or the 
emotional well-being worker. 

 In exceptional circumstances where a family will not engage with the school and a 
child has high number of unauthorised absences the school may choose to follow legal 
proceedings in order to bring about an improvement in attendance. 

 To promote good attendance and punctuality by: 

o Celebrating good class attendance and punctuality each week in Celebration 
Assembly with certificates for every class which achieves 96%+ attendance in one 
week and a reward for any class who achieves 100% attendance in one week. 

o Awarding 100% attendance certificates and and a book to children at the end of 
each term with an additional prize for 100% attendance for the full year in the 
summer term. 

o Punctuality awards to be given termly. 

 

Authorised and Unauthorised Absences 

 All absences will be marked as either authorised or unauthorised.   
o An  absence is authorised when the school has accepted the explanation offered 

as a satisfactory reason for the child to be off school, or has agreed the absence in 
advance.  

o An absence will be unauthorised if the school has not received a reason for 
absence or has not approved a child’s absence from school after a parent’s 
request.  

 When a parent or carer telephones the school with information that their child is 
unable to attend due to illness, or other circumstances, this may not be automatically 
authorised. Your child’s current and previous school attendance including patterns of 
absence will be taken into consideration and as a result the absence may not be 
authorised. 

 Keeping a child off school for minor ailments such as a slight cold or a headache is not 
acceptable.  If your child is feeling slightly unwell they can still come into school, let 
the teacher know and we will keep a close eye on them.  If we feel your child is no 
longer well enough to remain in school we will contact you immediately. We can also 
arrange to give medication to children during the school day; please ask the office for 
a consent form.  (See also the Administering of Medicines Policy.) 

 If your child is repeatedly absent we will ask you to get medical evidence from your 
doctor’s surgery. This may be in the form of a date stamped compliment slip 
confirming your visit, or prescription or medicine bottle. Any of the above is to be 
shown to a member of the school office. (Please note: that the school is not asking any 
parent to incur a charge for such information and will not be liable for the cost.) 
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Punctuality 

Learning starts promptly at 8:50 for the morning session and at 12:45 for the afternoon 
session. Children who are regularly late for school miss out on vital learning opportunities and 
struggle to catch up with their peers. 

 Any child arriving after 8:50 must come in via the school office. 

 All children arriving late through the school office will be recorded in the late log and 
will be given a late slip to show the classteacher that they have been registered. 

 Morning registers will close at 9:50; any child arriving after this time will be marked as 
late after the register has closed (U) which will count as an absence. 

 Children who arrive back for the afternoon session after 12:45 will be marked as late. 

 The afternoon register will close at 13:15; any child arriving after this time will be 
marked as late after the register has closed (U) which will count as an absence. 

 

Term time leave of absence (holidays) 

The Education (Pupil Registration) (England) (Amendment) Regulations 2013 explanatory note states: 
 
Regulation 7 of the 2006 Regulations is amended to prohibit the proprietor of a maintained school 
granting leave of absence to a pupil; except where an application has been made in advance and the 
proprietor considers that there are exceptional circumstances relating to the application. 
 
Leave of absence taken without authorisation may be referred to the Education Welfare Service. This 
may result in prosecution proceedings, or a Fixed Penalty Notice. 

If a Fixed Penalty Notice is issued, a separate Notice would be issued to each parent for each child. 

As of 1st September 2013, the rate per parent per child will be £60 if paid within 21 days, rising to 
£120 if paid between 22 and 28 days. 

If the penalty notice is not paid each parent may be liable to prosecution at the Magistrates Court, and 
if proved, each notice may receive a criminal conviction and/or a fine to the maximum of £1,000 plus 
costs. 

 Leave of absence (term time holidays) will only be granted in exceptional circumstances e.g. a 
parent in the armed forces or where a child in the family is chronically or terminally ill. 

 Any parent wishing to request authorised leave of absence must apply to the Headteacher in 
writing.  The Headteacher will respond within 7 working days. 
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Appendix 1 
 
Procedure for first day absence calls. 
 

1. At 9:20am (or earlier where possible) attendance registers will be checked against the lateness 

log and absence log to identify those children who are absent without explanation.  

2. The member of staff dealing with first day absence calls will then go to classes to double check 

that children on the list are not in school. 

3. A call will be made to the parents or carers of the child to establish a reason for the absence. 

4. If the parents or carers do not answer a text will be sent. 

5. The member of staff dealing with the first day absence calls will log either the response or lack 

of response on SIMS. 

6. If there are concerns about a child or family and there is no response a home visit will be 

conducted. If there is no answer a letter will be left requesting the family to contact school.  

All home visits will be logged on CPOMS. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Attendance Policy 
_____________________________________________________ 

Review date: Summer 2022 
 

Appendix 2; First letter 

 

Dear Parents/Carers of # childs name 
 
ATTENDANCE and PUNCTUALITY 
 

The national expectation for attendance at school is a minimum of 96% and as part of our 

commitment to improving the attainment of our pupils we closely monitor children whose 

attendance drops below 96%.  We are therefore writing to you due to your child’s current level of 

attendance. 

 

Overall School Attendance: 

Authorised Absence is: 

Unauthorised Absence is: 

Amount of times late: 

Total lost minutes due to lateness: 

 

Please may I remind you to ring the school on the first day of absence to explain the reason why they 

are unable to attend school and provide an expected date when they will return to school.  If your 

child does not return to school on the date expected, please ring the school office to update us. Any 

absence that hasn’t been satisfactorily explained will be categorised as “unauthorised”.   

 

If your child is feeling slightly unwell they can still come into school, let the teacher know and we will 

keep a close eye on them.  If we feel your child is no longer well enough to remain in school we will 

contact you immediately. We can also arrange to give medication to children during the school day; 

please ask the office for a consent form.    

 

If you are having difficulties getting your child to attend school regularly, please speak to Mrs Holiday 

or Mrs Bacon as early as possible so we can support you and put plans in place to ensure                  you 

child’s attendance improves. 

 

Many thanks for your support in this matter and I look forward to seeing an improvement in                        
attendance. 
 
Yours sincerely, 

 
 
 
 
 

Louise Oddy 
Headteacher 
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Appendix 3: Unexplained absence letter 

Dear Parent/Carer 
 
According to our records, # NAME                   has recently been absent from school.  You will be aware 
that it is the parent’s responsibility to notify the school on the first day of a pupil’s absence to explain 
the reasons why they are unable to attend school and to provide an expected date when they will be 
returning to school.  Unfortunately we have not received any contact from you.   
 
I am therefore writing to you to give you an opportunity to explain the recent absences.  Please 
complete the tear off slip below and return it to the school as soon as possible.  Any absence that 
hasn’t been explained will be recorded as an unauthorised absence. 
 
If you have any concerns or queries, please speak to Mrs Holiday or Mrs Bacon as early as possible. 
 
Yours sincerely  

 
 
 
 
 

Louise Oddy 
Headteacher 
 

 
Please complete this slip and return to the school office as soon as possible. 
 
Dates of unexplained absence: 
 
 
 
 
 
Explanation for the above dates of unexplained absence: 

 
 
Parent/Carer Signature………………………… Date……………………….  
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Appendix 4: First letter after bout of illness 
 
Dear Parents and Carers 
 
ATTENDANCE and PUNCTUALITY 
 

The national expectation for attendance at school is a minimum of 96% and as part of our 

commitment to improving the attainment of our pupils we closely monitor children whose 

attendance drops below 96%.  We are therefore writing to you due to your child’s current level of 

attendance. 

 

Overall School Attendance: 

Authorised Absence is: 

Unauthorised Absence is: 

 

However, I appreciate that a bout of illness can have a significant impact on a child’s attendance 

record and the figure above may not necessarily reflect the usual level of attendance.  It would be 

useful for the school to understand any health related matters which may be affecting your child’s 

school attendance so that we can discuss the support we can offer and put plans in place if necessary.   

 

If your child is feeling slightly unwell they can still come into school, let the teacher know and we will 

keep a close eye on them.  If we feel your child is no longer well enough to remain in school we will 

contact you immediately. We can also arrange to give medication to children during the school day; 

please ask the office for a consent form.    

 

Please may I remind you to ring the school on the first day of absence to explain the reason why they 

are unable to attend school and provide an expected date when they will return to school.  If your 

child does not return to school on the date expected, please ring the school office to update us.  

 

If you would like to discuss any health related matters or any other concerns you may have, please 

speak to Mrs Holiday or Mrs Bacon as early as possible and as a school we can ensure that we support 

your child where possible. 

 

 
Yours sincerely, 
 
 
 
 
 
 
Louise Oddy 
Headteacher 
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Appendix 5: Continued absence due to illness letter 
 
Dear 
 
Since we wrote to you on                    ,   #NAME ‘s attendance has failed to improve significantly, and is 
now     %.  This is well below the national expectation of 96%. To put this into perspective: 90% 
attendance is equivalent to missing half a day each week, over a whole school year your child would 
miss four weeks of learning.  80 % attendance is equivalent to missing a day each week; over a whole 
school year your child would miss eight weeks or more than half a term of learning. Any child who 
misses this amount of time will fall behind and struggle to catch up with their learning. 
 
When looking into reasons given for the absences from school, the majority were linked to illness 
and/or medical reasons. I must ask that if any further absences occur, evidence must be received by 
the school that shows that while #NAME has been absent they are being supported by a health 
professional.  Some examples of evidence that could be used are: prescriptions, medication prescribed 
during the period of absence, Doctor’s notes and hospital appointment letters. If this evidence is not 
supplied when your child returns after an illness or medical absence, your child’s absence may be 
recorded as an “unauthorised” absence.   
 
We would like to discuss this matter further with you, and an appointment has been made on -----------
-------------------------------------.  At this meeting we would like to discuss if there is an ongoing health 
related matter which is causing these absences.  If so, we may be able to make a referral to the school 
nurse who will be able to offer additional support.   
 
Failure to attend the meeting or to contact us will be considered as failing to work with us to improve 
your child’s attendance.  We may in this instance, refer you to the Education Welfare Office for further 
advice and support, and make any other necessary referrals that could help support you to ensure 
your child’s regular attendance at school. 
 
We look forward to your co-operation and support. 
 
 
Yours sincerely, 

 
 
 
 
 
 
 

Louise Oddy 
Headteacher 
 
 
 
  


