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ATTENDANCE POLICY RATIONALE: 

Regular school attendance is vital if pupils are to take full advantage of the educational opportunities 

available to them. Irregular attendance can undermine educational progress and lead to under-

achievement. Horton Mill Community Primary School will support every child’s regular attendance and 

take any problems, which may lead to a child’s absence, very seriously. In law, a child’s parents have 

a duty and the responsibility to ensure that their child attends school regularly. This responsibility 

extends beyond making sure that a child attends every day. Parents should make sure that their 

children arrive at school on time and in a condition to learn. For example, not tired – because of 

watching TV late at night; not hungry – because of missing breakfast. Parents must see themselves as 

partners with school in the education of their children – this means encouraging their children to learn, 

praising their achievements in school and respecting their teachers. 

 

Aims and Objectives: 

This attendance policy ensures that all staff and governors in our school are fully aware of and clear 

about the actions necessary to promote good attendance. 

 

Through this Policy we aim to:  

 

 Improve pupils’ achievement by ensuring high levels of attendance and punctuality.  

 Achieve a minimum of 95% attendance for all children, apart from those with chronic health issues.  

 Create an ethos in which good attendance and punctuality are recognised as the norm and seen 

to be valued by the school.  

 Raise awareness of parents, carers and pupils of the importance of uninterrupted attendance and 

punctuality at every stage of a child’s education.  

 Ensure that our policy applies to Nursery and Reception aged children in order to promote good 

habits at an early age.  

 Work in partnership with pupils, parents, staff and the School Attendance Improvement Service so 

that all pupils realise their potential, unhindered by unnecessary absence.  

 Promote a positive and welcoming atmosphere in which pupils feel safe, secure, and valued, and 

encourage in pupils a sense of their own responsibility.  

 Establish a pattern of monitoring attendance and ensure consistency in recognising achievement 

and dealing with difficulties.  

 Recognise the key role of all staff, but especially class teachers, in promoting good attendance. 

 

 

 

 



We maintain and promote good attendance and punctuality through:  

 

 Raising awareness of attendance and punctuality issues among all staff, parents and pupils.  

 Ensuring that parents have an understanding of the responsibility placed on them for making sure 

their child attends regularly and punctually.  

 Equipping children with the life skills needed to take responsibility for good school attendance and 

punctuality appropriate to the child’s age and development.  

 Maintaining effective means of communication with parents, pupils, staff and governors on school 

attendance matters.  

 Developing and implementing procedures for identifying, reporting and reviewing cases of poor 

attendance and persistent lateness. 

 Supporting pupils who have been experiencing any difficulties at home or at school which are 

preventing good attendance.  

 Developing and implementing procedures to follow up non-attendance at school. 

 

REPORTING ABSENCE TO SCHOOL: 

If a child is absent, parents must inform the school of the reason as soon as possible, normally on the 

first day the child is absent. If a child is ill, parents should tell school about the illness and, if possible, 

when s/he is likely to return to school. The registers will be checked each morning and, if no message 

has been received regarding a child who is absent, we will make every effort to contact parents. 

 

RECORDING ABSENCES: 

All schools are required by law to keep an attendance register for every class. The register is marked 

each morning and afternoon to show whether a pupil is present in school or absent. If a child is absent, 

the absence must be categorised as “authorised” or “unauthorised.” Within the context of the law, 

only the school can “authorise” a child’s absence. The Governors have authorised the Headteacher 

and Deputy Head to grant “leave of absence.” 

 

LATENESS:  

Children who are regularly late for school seriously disrupt their own learning and the work of other 

children in their class. The register is closed at 9.10am and children arriving after the start of school but 

before that time will be marked as “late.” If a child arrives after 9.15am and there is no genuine reason 

for a child being late, it will be marked as an unauthorised absence for that session. Children whose 

lateness gives cause for concern will be followed up. 

 

ILLNESS, MEDICAL AND DENTAL TREATMENT: 

If a child is absent because s/he is ill, the absence will be authorised with confirmation of a medical 

note or appointment. If a child has an appointment with a doctor or dentist in school hours, the school 

will grant leave of absence to attend when a parent provides confirmation of the appointment e.g. a 

note, appointment card or telephone call. 

 

FAMILY HOLIDAYS: 

Local authority legislation introduced in Sept 2013 states that no holidays will be allowed during term 

time. Holidays in term time cannot be considered to be authorised absences, therefore they will 

always be unauthorised absences. At Horton Mill we apply Oldham Council’s protocol of issuing fixed 

penalty notices for 10 sessions of unauthorised absence and if this is unpaid, parents will be 

prosecuted. Children also risk losing their school place. 

 

RELIGIOUS FESTIVAL DAYS: 

The law allows a child to be absent to share in major religious festivals with their family – for example, 

Ascension Day, Eid and Diwali. A child’s absence on major festival days in the parent’s faith will be 

“authorised.” We authorise up to 2 days in any one school year, e.g. 1 day Eid ul Fitr and 1 day Eid ul 

Adha. Should the religious festival fall at a weekend then school would expect the child to attend as 

normal on the Friday or Monday preceeding or following the festival. 

 

TRIP AND VISITS: 

Where a child is taking part in a residential trip, for example to Robinwood or Castleshaw, or an 

educational visit, his/her absence will be marked as an “approved educational activity. 
 



EXCLUDED PUPILS: 

If a child has to be temporarily excluded from school, the absence will be treated as authorised. 

 

OTHER OCCASIONS: 

In all other circumstances, when deciding whether to authorise a child’s absence, the law requires 

staff at school to take into consideration the following factors:  

o The specific reason for the child’s absence. 

o How often the child is absent for that reason. 

o Whether the child’s parent has told school beforehand about the absence. 

o The overall attendance pattern of the child. 

 

For example, a child’s absence because of severe weather conditions (heavy snow, flooding) would 

be authorised. Absence because of shopping during school hours or looking after brothers or sisters 

would not be authorised. 

 

REPORTING ABSENCES: 

Parents will receive details of their child’s attendance in the annual report. The school is required to 

inform the local authority (LA) about any child who has been absent continuously for two weeks or 

more and about children who do not attend regularly (except where parents have provided a 

medical certificate from their doctor). The Local Authority has the legal responsibility for enforcing 

school attendance. If a child’s absences are not authorised, the LA may prosecute the child’s parents. 

The LA may also apply to the Courts for an Education Supervision Order if a child is not attending 

regularly. The Local Authority will issue a fixed penalty notice on behalf of the school when a child has 

10 sessions or more of unauthorised absence. Figures for overall school attendance are reported to the 

Governors on a termly basis. Persistent Absence figures are reported to the Local Authority on a half 

termly basis. 

 

ATTENDANCE PROCEDURES: 

The role of the Governors: 

The governing body is actively engaged in promoting good attendance at the school by:  

 Taking part in public celebrations of good attendance.  

 Supporting staff in the development of a whole school approach to promoting attendance.  

 Delegating authority to a member(s) of staff who may “authorise” absence on their behalf.  

 Making arrangements to ensure their functions relating to the conduct of the school are exercised 

with a view to safeguarding and promoting the welfare of pupils. 

 

The role of the Headteacher: 

The Headteacher demonstrates a commitment to good attendance by:  

 Leading and supporting the implementation of the attendance policy. 

 Celebrating good attendance at assemblies.  

 Rewarding individual pupils and/or classes who present consistent good attendance over the 

academic year. 

 Reporting to the School Governing Body the attendance figures.  

 Being available to parents who may wish to discuss specific problems with attendance, and 

securing support for them as necessary. 

 

The role of the School Administrator: 

The School Administrator manages attendance by:  

 Ensuring that registers are renewed weekly, and marked correctly.  

 Ensuring that the attendance figures are entered daily.  

 Ensuring that telephone calls home are made on the first day of absence whenever possible, if no 

contact has been made by the parents.  

 Sending out standard letters to parents where an absence remains unexplained. 

 Supporting School Attendance Improvement Officers in supporting hard to reach families. 

 Maintaining the Attendance records in an orderly manner.  

 Producing LA returns as required. 

 

 

 



The role of the class teachers: 

Class teachers are ideally placed to assess whether the explanations for a child’s absence are 

reasonable, or if the child is developing an unacceptable pattern of absence. They can promote 

good attendance by:  

 Praising those pupils who attend well.  

 Using the registration system accurately and consistently in accordance with school guidelines.  

 Taking steps to assist children returning to school after an absence.  

 Providing a positive role model.  

 Referring concerns to the Headteacher, Deputy Headteacher, School Administrator or Learning 

Mentors. 

 

The role of Learning Mentors and/or Bilingual Support Staff: 

Our Learning Mentors, clerical and Bilingual Support staff provide a great deal of support for teaching 

staff in promoting good attendance by:  

 Passing information received from parents to class teachers regularly and consistently.  

 Sending text messages, making telephone calls and, if necessary, home visits on the first day of an 

unexplained absence.  

 Inviting parents of pupils with below average attendance to attend meetings to discuss the reason 

and offer support where necessary.  

 

This attendance policy will be evaluated on an annual basis. The results of this process including 

achievements for the current year and targets for the coming academic year will be presented to the 

governing body. 


