
 
 
 
 

Abacus Primary School 
	  
	  
	  

Attendance	  
Policy	  

    
Written by: Heidi Danniells 

Headteacher 
On: November 2013 

    
Last Adopted 

on: 
 
27th November 2014 

 
By: 

 
Full Governing Body 

    
    

Future review date: Autumn Term 2015 
  



 1 

Attendance Policy 
 

It is a legal requirement that registered pupils of compulsory school age 
attend school regularly and punctually. The school will always expect 
regular and punctual attendance, even when the difficulties of individual 
pupils and families are recognised; 
 
Abacus Primary School is committed to providing an effective and positive 
educational experience to all pupils.  Our belief (backed up by research 
into school attendance) is that if pupils are to benefit from their 
education, good attendance is essential. 
 
Children learn best when they are happy and relaxed.  Abacus Primary 
School is a happy school where all staff show concern and care about 
each child’s welfare.  The school will actively promote, encourage and 
reward full attendance for its pupils.  We attach 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 so that problems 
preventing a child’s regular, punctual attendance are resolved as 
efficiently as possible.  Parents should be encouraged to understand the 
importance of arriving on time, in the correct uniform and with the right 
equipment. 
 
 
Aims and Principles  
 
We will: 

• Ensure that all staff are aware of the registration process and 
receive information on registration regulations and Education Law. 

• Complete accurate registers promptly at the beginning of each 
morning and afternoon session  

• Ensure that parents/carers are aware of the requirement to contact 
the school by 8.55 a.m. on the first day of absence.  The school will 
then authorise absences that are due to sickness. 

• Reward good and improved attendance of all pupils. 
• Promote positive staff attitudes to pupils on their return from 

absence, sending a clear message that if a pupil is absent, he/she 
will be missed 

• Consult with all relevant members of the school community and the 
Education Welfare Officer in maintaining the school Attendance 
Policy.  
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Communication  
 
We communicate with parents on attendance matters in a number of 
ways:  

• Information on lateness, illness and absence is given in the School 
Prospectus as well as on the school website. This highlights the 
importance of being at school on time, as well as regular punctual 
attendance and timely notification of absence for any reason. 

• Parents are reminded of the importance of regular attendance in 
newsletters. 

• Information on attendance is detailed in the Home School 
Agreement. 

• At the induction meeting held each year for children joining Abacus, 
the importance of regular attendance is discussed and explained. 
The importance of arriving at school on time is also stressed so that 
each child can be given the best possible start to each school day. 
Parents are asked to try to arrange their family holidays within the 
school holidays, rather than in term time so that their child’s 
education is not disrupted.  This information is also imparted to 
children admitted to the school mid-year into the various year 
groups. 

• Parents are asked to share any worries their child might have in 
school. Sometimes little things upset a child, which means they 
become unhappy and may not want to come to school. Parents 
need to be aware of this.  

• Authorised and unauthorised absences are explained to parents 
(this attendance policy is available to parents on request). 

• Towards the end of the summer term attendance figures will be 
published in the child’s progress report. 

• Attendance figures are reported termly to the Governors in the 
Headteacher’s report. 
 

 
Attendance Registers  
 
Attendance registers must legally be taken twice a day: at the start of the 
morning and afternoon sessions. Children will be allowed to go straight 
into their classroom from 8.45 a.m., and registers will be taken at 8.55 
a.m. The register must show whether an absence is authorised or 
unauthorised, using the appropriate code. 
 
Authorised absence is where approval has been given in advance or an 
accepted explanation has been received from the parent as satisfactory 
justification for absence. All other absences must be treated as 
unauthorised.  
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Authorised Absence  
 
Under Section 444 of the Education Act 1996, the parent of a child of 
compulsory school age registered at a school and failing to attend 
regularly is guilty of an offence punishable by law.  
 
An offence is not committed if it can be demonstrated that:  

• The pupil was absent with permission, 
• The pupil was ill or prevented from attending by any unavoidable 

cause, 
• The absence occurred on a day exclusively set aside for religious 

observance by the religious body to which the pupil’s parent 
belongs.  

 
In the case of absence through illness, parents should consult with a 
doctor to establish whether a child has an infectious illness/contagious 
condition and the recommended length of absence from school.   
 
In the case of vomiting/diarrhoea parents are to keep their child off 
school for a full 48 hours since the last bout of illness, in line with 
guidance from the Essex Health Protection Unit. 
 
Where absence is authorised, the school will remain vigilant to emerging 
patterns of non-attendance. 
 
 
Unauthorised Absence  
 
Unauthorised absence is absence without permission from an authorised 
representative of the school and includes all unexplained or unjustified 
absences.  
 
Schools need to exercise caution in the authorisation of absence. The 
school is not obliged to accept a parent’s explanation for pupil absence 
where there is a doubt as to the validity of that explanation. If they are 
suspicious of the explanation given by parents, the absence should be 
further investigated and left unauthorised until the matter has been 
clarified to the satisfaction of the school.  
 
Where a pupil’s attendance has previously caused concern, evidence may 
be sought to ensure the validity of the reason for absence (e.g. 
prescription for medication, appointment card). 
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In Cases of Absence  
 
First Day Contact  
First day contact is an important part of our Whole School Attendance 
Policy. First day contact sends a clear message to pupils and parents that 
attendance is very important and emphasises the responsibility of parents 
to inform the school of reasons for absence. It: 

• Raises awareness of the importance of full attendance, 
• Addresses problems before they grow, 
• Improves home-school links, 
• Sends a clear message to parents and pupils that if a child is absent 

they will be missed, 
• Assists parents and pupils to develop habits that reduce casual 

absence and encourages early contact from parents.  
 
No Notification 
If no contact is received from the parents/carers of an absent pupil on the 
first morning of absence by 8.55 a.m. we will:  

• Contact the parent by telephone/text, or if the parent is 
unobtainable; leave a message on the answer phone.  

• Write a letter requesting information; if a satisfactory explanation 
has not been received by the end of the week (see no notification 
procedure above). 

• If the absence continues the case will be further discussed with the 
Education Welfare Officer for the school and further action planned.  

 
A letter must be sent in on the first day a child returns following 
illness/other absence without prior agreement, explaining the reason for 
the absence.   
 
If a child has returned to school but no notification has been received to 
explain the child’s absence (see first day contact procedure) the 
Headteacher will send a letter to the parent requesting a reason for 
absence. The first letter can be sent via the child, the second (if 
necessary) going by post.   
 
Until a reason is given for the absence it is recorded with a ‘N’ (no reason 
given).  Once a reason is given the absence may then be recorded as an 
unauthorised absence or with another coding depending on the 
information provided. 
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Holiday Absence  
 
Parents are asked to arrange annual holidays in school holiday time, 
where possible, so that their child’s education is not disrupted.   With 
effect from 1st September 2013 there has been an amendment to the 
Education Regulations (Pupil Registration – Regulation 7) (England). This 
amendment prohibits the Headteacher granting any leave of absence 
during term time, unless the circumstances surrounding the request are 
considered to be exceptional. Where holiday absence is requested, 
parents are asked to complete a Leave of Absence Form (available from 
the office or from the school’s website) which must be accompanied by a 
letter, outlining the ‘exceptional circumstances’.   
 
When considering whether a request is ‘exceptional’ the school will also 
take into account the attendance percentage for the preceding 12 weeks, 
the current academic year and previous academic year. If any child’s 
attendance falls below 96% it is a cause for concern as it can have a 
significant impact on their academic progress. As such, Leave of Absence 
Forms should not be submitted to the school for consideration until 12 
weeks prior to the dates requested in order that we can gain a true 
picture of up-to-date attendance percentages.  The school office keeps a 
record of all holiday taken.  
 
Any request for leave of absence during May will not be authorised as 
SAT’s and other tests take place for all children during this time. Holiday 
absence will also not be authorised during September due to the impact 
that absence at this time may have on academic and social progress.   
 
Other Leave of Absence 
 
From time to time, exceptional circumstances may occur which will 
necessitate a child’s leave of absence from school. These may include 
such things as: religious festivals; family bereavements; family weddings; 
special occasions; events or other out of school activities; public 
performances. Requests for leave of absence should be submitted to 
school, giving as much notice as possible, using a Request for Leave of 
Absence Form (available from the office or from the school’s website).   
 
Each request will be considered on its merits and is at the discretion of 
the Headteacher. In reaching a decision, consideration will be given to the 
effect the leave of absence might have on the child’s education, taking 
into account the child’s attendance pattern and punctuality record to date, 
the nature of the event, the amount of notice given and achievement and 
progress to date. The school will develop a close and clear working 
procedure with the Education Welfare Service in order to promote regular 
school attendance.  
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Penalty Notices 
 
If an unauthorised holiday is taken the school may apply for a penalty 
notice to be issued for £120 (or £60 if paid within 28 days) to each 
parent, for each child taken out of school, which if left unpaid can lead 
to prosecution. This information is stipulated on the school’s Request for 
Leave of Absence Form. 
 
 
Late Arrival 
 
In cases of lateness  
A child arriving at school after 8.55 a.m. should report to the school office 
where the time of arrival and reason for being late will be recorded.  
The school registers are closed at 9.10 a.m. each morning. Children who 
have not arrived by the end of registration are marked absent.  
 
If a child is late the appropriate code will be entered in the registers, i.e: 

• Code L is used for arrival after registration at 8.55am but before 
registers close at 9.15 a.m. 

• Code U is used after the registers close at 9.10 a.m. 
 
All children arriving late are recorded in a ‘late book’.  The Headteacher 
will be made aware of any child who is late on a regular basis and contact 
the parents. 
 
Persistently Late 
A pupil’s punctuality is a legal requirement and the parents/carers of a 
pupil who is persistently late are guilty of an offence. The law treats 
persistent lateness in the same way as irregular attendance and parents 
can be prosecuted if late arrival is not resolved.  
 
Some effects of persistent lateness are:  

• Persistent lateness can be as damaging to a pupil’s school career as 
persistent absence. A child who is frequently late may miss 
instructions for completing pieces of work. 

• Pupils who arrive late disrupt not only their own education but that 
of others. 

• Punctuality shows reliability and is a valuable attribute for future 
working life.   

• Poor punctuality may indicate problems within the pupil’s home 
which the pupil may need help to deal with.   

 
In cases of persistent lateness, we will: 

• Note the time of all late arrivals, 
• Follow up persistent lateness in the same way as persistent 

absence, 
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• Identify all pupils with serious punctuality problems, 
• Ensure that all parents are well informed and understand the legal 

requirements of punctual and regular school attendance,  
• Work in partnership with parents to identify and resolve the issue. 

 
 
Children Missing from Education 
 
Research shows that children who go missing from education are at a 
greater risk of: 

• Physical harm and exploitation 
• Substance abuse 
• Anti-social behaviour 
• Crime 
• Illegal employment 

 
If a child is absent from school for a period of longer than 5 days and the 
school have been unable to establish the reason, they will follow the 
procedures outlined in the Essex County Council document ‘Missing 
education – missing out’. This can involve referrals to Social Care or the 
Police.  A referral form can be obtained from the Attendance Section of 
Essex County Council’s website: 
www.essex.gov.uk/education-schools/attending-school/attendance-and-truancy 
Further information is also available by telephone (01245) 436741 or 
email (cme@essex.gov.uk). 
 
 
Registration Procedures / General Procedure  
 
There is a legal requirement for pupils to be offered 190 days of education 
per year. This is equivalent to 380 sessions per year. Information on 
attendance and absence is passed annually to the DSCF, Governors and 
parents. It is the responsibility of the class teacher to informally monitor 
attendance. Registers should be marked in accordance with guidelines 
displayed on class registers.  Registers should be returned to the School 
Office within ten minutes of the start of the a.m. and p.m. sessions. 
 
All absences are required to be supported by a letter on the first day the 
child returns to school.  Absence letters should be placed in the back of 
the register, then collated and filed weekly by the office. Attendance and 
lateness is recorded electronically on a weekly basis. Teachers should 
liaise with the Headteacher when a child’s attendance or punctuality is 
causing concern.  
 
Once any absence for holiday has been approved this is marked in the 
front of the class register.  
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Advance warning of dental / medical appointments is required (where 
possible) and should be reported to the office in order to he noted and 
authorised.  
 
The Headteacher will formally monitor attendance on a termly basis and 
contact parents if problems are identified.  
 
Any child who has to leave school during the school day must be collected 
by an adult and must leave school via the school office. Registers and 
dinner records will be amended by the Office Staff. 
 
 
Monitoring of Attendance 
 
The registers are monitored regularly by the Headteacher.  If patterns of 
absence or lateness are noted, the Educational Welfare Officer will be 
informed. A meeting will be arranged if appropriate to discuss strategies 
to resolve the absence or lateness patterns.  
 
Children are expected to average 95% attendance over the school year. If 
a pupil’s absence falls significantly below this and is not supported by a 
valid explanation e.g. illness his/her parents will receive a letter from the 
Headteacher raising concerns, also inviting them to a meeting to discuss 
their child’s attendance. 
 
The Educational Welfare Service acts on behalf of the Local Authority and 
has responsibility to enforce school attendance and will take court action 
where necessary.   Legal proceedings may be brought in severe cases of 
irregular, unauthorised absence defined as follows:  

• Four disrupted weeks in a half-term period,  
• Prolonged unauthorised absence — i.e. more than ten consecutive 

days in a half-term period, 
• Persistent lateness during a half-term period.      

 
 
 
 
 
 

• This document was developed and first approved in 2013 
through a process of consultation with the Governing Body. 

• This Policy will be reviewed annually. A schedule for the 
review of this, and all other documents, is set out in the 
School Development Plan. 


