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Attendance and Punctuality Policy 

Rationale:  

All children have a moral and legal right to the best possible education, and this means attending school on time every 

day unless they are too unwell or there are exceptional circumstances for absence. 

Good attendance is a shared responsibility between home and school.  

The law delegates the authorising of absence to the head teacher* of the school but sets strict guidance about whether 

absence should or should not be authorised.  The school follows this guidance and completes attendance registers using 

the codes set by the DfE. 

Aims:  

To achieve and sustain good levels of attendance and punctuality for the school, for groups and for individual children 

in order to raise standards of achievement.  

Why attendance matters  

Research shows that absence has a detrimental impact on children’s academic and social progress and that by the time 

children sit there GCSEs, there is a measurable impact on their grades. The table below shows that children whose 

attendance is 80% or below have to take examinations for which they have had nearly three years’ less preparation 

than their peers.    

When children are away, they miss lessons and they miss playtimes with their friends.  This time can never be made 
up because learning and games have moved on in the child’s absence.  Frequent, short absences are likely to have a 

more damaging impact than infrequent, longer absences.   

 

The table below shows the impact of absence: 

 

Attendance 
rate 

Days of 
education 

Days missed Lessons missed Impact by GCSE year Outcome 

100% 190 0 0 No school missed Best chance of 
success 

95% 180 10 50 Two terms missed Good chance of 
success, but below 
national average. 

90% 170 20 100 Four terms missed – MORE 
THAN A SCHOOL YEAR. 

Persistent 
absentee.  
Achievement will 
be affected. School 

will be working 
with parents to 
improve 
attendance 

80% 150 40 200 Eight terms missed – nearly 
THREE SCHOOL YEARS. 

Achievement will 
be severely 
affected.  May be 
court action and/or 
fixed penalty fines 
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Expectations 

We expect all children’s attendance to be between 96% and 100% unless there are documented reasons why it cannot 

(see Meeting Children’s Medical Needs Policy.)  If children have a medical condition which means they have to miss 

school, we will work with parents to help them keep up through home-learning. 

Absence from school  

Children’s absences are classified as authorised or unauthorised. The DfE expects all children to attend school every 

day it is open unless they are too ill to do so.  

School attendance is monitored by the Local Authority, and nationally. We aim for our attendance to be at least in line 

with national levels and for persistent absence rates to be reduced to the lowest possible level. 

Persistent Absence 

The national threshold for persistent absence has been lowered year on year as attendance has improved. It is now 

classified as attendance below 90%. 

Holidays and special events  

Missing school always has an impact as the time can never be made up, and so children should only be taken out of 

school in exceptional circumstances. In September 2013, the government updated its guidance to schools and removed 
any reference to term-time holiday. It stated that a request for term-time leave should only be granted where there 

are exceptional reasons.  Arun Villages Federation’s interpretation of this guidance is in line with the majority of local 

schools and with new advice from the NAHT, supported by the government. Therefore, we do not authorise any leave 
for term-time holidays taken for reasons of price or availability, but we may grant leave for special events which cannot 

be held during school holidays, or for significant family occasions such as weddings or funerals. However, the head 
teacher* has to decide the length that the absence can be, and can only authorise leave for the event itself; not for 

extended time. Unfortunately, if parents decide to extend the event into a holiday, the head teacher is now not allowed 

to authorise any of the absence, and a Code G would have to be used.  

The head of school and governors are always willing to support parents where it is made difficult for them to take their 

annual leave during school holidays, for example, by writing to the employer.  

All requests for exceptional leave of absence must be made in writing to the head of school, and permission will only 

be granted if the following criteria are met: -  

 The leave is for an exceptional reason, and the head of school/executive head teacher feel that the social and/or 

educational benefits to the child outweigh the impact of the absence from school  

 Permission is requested and granted prior to any bookings being made. 

Any leave that has not been authorised by the head of school or executive head teacher is by law classed as an 

unauthorised absence or unauthorised holiday, and the relevant code will appear on the child’s attendance record (O 

or G). This may result in the parent/carer facing a penalty notice. (See below).  

 

Other Planned Absences  

Parents and carers are asked to contact the school by telephone, email or in person if their child needs to be absent for 
part of the school day. Medical appointments should be arranged if possible outside the school day. Where this is not 

possible it is expected that pupils only miss part of the day.  

Where the child needs leave for a whole morning, afternoon or more, permission must be requested from the head of 

school.  

For medical appointments, we encourage parents to bring the child to school for registration and return them to school 

as quickly as possible so that they do not incur a whole session’s absence.  

Unplanned absences  

 We ask that parents and carers notify the school by telephone as early as possible if a child is ill.  

 We ask that parents and carers keep the school informed about the child’s illness and phone the school each 

day, unless the length of absence is already known.  

 If a child is absent and no telephone call is received, the school will contact the parents/carer both to establish 

the reason for absence and to ensure that the parent/carer is aware that the child is not at school.  

 If there is no explanation, or an unsatisfactory reason, for absence, or the school is unable to make contact 

with the parent/carer, the absence will be recorded as unauthorised.  
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Lateness  

School times have had to be adjusted in response to the coronavirus pandemic and children arrive and leave at 

staggered times.  These are under continuous review and parents are informed in good time of any changes. 

 The playground gate is closed once all children have entered the school. Children arriving after this time need to enter 

through the front door and are taken to class by a member of staff.  If they arrive after registers have closed, they are 

recorded in the late book.  By law, any child arriving more than thirty minutes after the register opens must be given U 

(unauthorised absence) for the morning session.  

Poor attendance/punctuality  

We try to address attendance issues informally and supportively in order to resolve them by working together. Our 

Attendance Team is responsible for monitoring attendance, first-day calling, and for working with parents to address 
attendance issues. However, where this is not effective and a child’s attendance and/or punctuality continue to cause 

concern, the school will make a referral to the Pupil Entitlement Investigator, who may issue a Fixed Penalty Notice or 

take legal action if he/she feels this is necessary.  

Penalty Notices  

The Pupil Entitlement Service, acting on behalf of West Sussex County Council, may issue a Penalty Notice as an 
alternative to the prosecution of a parent/carer for their child’s unauthorised absence from school or for persistent 

lateness, and requires the recipient to pay a fixed amount.  

The amount payable on issue of a Penalty Notice is £60 if paid within 21 days of receipt of the notice, rising to £120 if 

paid after 21 days but within 28 days.  

If the Penalty Notice is not paid within 28 days, the Local Authority must prosecute the parent/carer for failing to ensure 

regular school attendance under Section 444 Education Act 1996.  

Please see the WSCC leaflet via the link at the end of this policy. 

Circumstances when a Penalty Notices may be issued  

 A Penalty Notice may be issued to parents/carers who are failing to secure their child’s regular school attendance 

and are failing to engage with supportive measures to improve attendance proposed by the school or Education 

Welfare Officer. This includes twenty sessions (ten days) of unauthorised absence during any ten week period. 

 Where a child is taken out of school for a holiday during term time for 5 days or more without the authority of 
the head of school, each parent is liable to receive a penalty notice for each child. In these circumstances, a 

warning will not be given where it can be shown that parents had previously been warned that such absences 

would not be authorised.  

 Pupils identified by police and education welfare officers engaged on Truancy Patrols and who have incurred 

unauthorised absences.  

 Late arrival after the close of registration, on 10 occasions, during a six week period. The lateness will be 

recorded in accordance with the Lateness section of this policy.  

With the exception of unauthorised holidays taken in term time, parents will be sent a formal warning of 

their liability to receive such a notice before it is issued.  

 

Monitoring and Evaluation.  

The school will ensure that parents are aware of our attendance policy through the website, newsletters, the prospectus 

and induction meetings with parents. We use the following strategies to promote good attendance and punctuality: -  

 Certificates once a year for 100% attendance.  

 Certificates for children who show improved or outstanding attendance rates each half term. 

 Head of school monitors attendance regularly and ensures that effective action is taken where concerns are 

raised.  

 Inclusion of attendance section in new parents’ induction packs and through powerpoint at meetings. 

 Our SBM/Admin staff monitors and records absence daily, and makes contact with parents/carers as 

appropriate.  

 First-day calling when a child is absent. The absence-line procedure has been updated and parents are asked 

to leave the child’s name and class.  A member of the SBM/Admin staff will then call back to discuss the reason 

for the absence.   
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 Children’s attendance and punctuality are recorded on their annual report.  

 Teachers have attendance figures prior to parent consultations, so that this can form part of the discussion 

about a child’s progress.  

 Parents receive a summary of their child’s attendance for the term with an indication of whether it is a cause 
for celebration or concern, unless the family is already being supported by the school to improve their child’s 

attendance. 

 There are regular reviews of attendance registers and letters are sent to parents/carers whose children’s 
attendance is causing concern, or a meeting with parents/carers may be arranged either with members of 

school staff.  

 Governors monitor attendance and punctuality through the head teacher’s report.  

 Governors evaluate the impact of the policy through head teacher’s reports. They review the policy annually 

and amend it as appropriate.  

 
*By law, only the head teacher can authorise absences from school.  In our federation, this refers to the heads of school, who work under the 

direction and guidance of the executive head teacher. 

 

There was an adjustment to the expectations for attendance during the lockdown period caused by Covid-19 with attendance at 

school not a mandatory expectation.  As from the beginning of the academic year 2020-2021, this adjustment is no longer applicable 

and ALL children are required to be in school unless the following reasons are cited:  

 A child is showing symptoms of Covid-19 (new, persistent cough; high temperature; loss of sense smell and taste);  

 A child is awaiting a test result for Covid- 19 for themselves or a member of their household (once the test result is verified 
as negative, a child may return to school immediately);  

 A member of the child’s household has tested positive for Covid-19 and the household is self-isolating;  

 A child’s ‘bubble’ or school is required to close due to Covid-19.  

 

 

Code X would be used for any child required to be absent due to the Covid-19.  Code X counts as "attendance not required" and so 
does not adversely affect either the child or the school.  
 

Parents and children should be aware that, unless a child is ill with Covid-19 symptoms themselves, the child is expected to 
participate in home learning whilst self-isolating.  Home learning will be triggered by Office staff alerting school staff for the reasons 
given for a child’s absence.  An email detailing the home learning will be sent to the parent and there will be an expectat ion that 
work is submitted for feedback through the dedicated home-learning email address.    
 

                                                                                                                                                       


