Calow Church of England (V.C.) Primary School
Pupils’ Attendance Policy
Introduction
Calow Church of England Primary School seeks to ensure that all its pupils receive a full-time education which maximises
opportunities for each pupil to realise his/her potential.
The School strives to provide a welcoming, caring environment, whereby each member of the School community feels
happy, safe and secure.
Regular attendance in School has a direct and positive impact upon pupil attainment. However, some pupils do not have
regular attendance due to poor habits from the family home, rather than pupils making an active choice not to attend
School, or for other reasons on an individual case basis.
Aims
•
•
•
•
•
•
•

To encourage parents to ensure their children are at School, on time, every day the School is open, unless the reason
for the absence is unavoidable.
To work in partnership with parents to establish good attendance patterns.
To provide support, advice and guidance to parents and pupils.
To develop a systematic approach to gathering and analysing attendance related data.
To further develop positive and consistent communication between home and School.
To promote effective partnerships with the Educational Welfare Service and with other services and agencies.
To improve rates of attendance for all pupils in School, thereby attaining national expectations for attendance.

Implementation of Practice
Children should be at School, on time, every day the School is open, unless the reason for the absence is unavoidable.
Permitting absence from School without a good reason is an offence by the parent.
Every half-day absence from School has to be classified by the School, (not by the parents/guardians), as either
AUTHORISED or UNAUTHORISED. This is why information about the cause of each absence is always required,
preferably in writing or by telephone message.
Authorised absences are mornings or afternoons away from School for a good reason like genuine illness, hospital
appointments or other unavoidable causes. Application by parents for a child’s leave of absence from School for
exceptional circumstances must be made in writing by completing a form available from the school office.
Unauthorised absences are those which the School does not consider reasonable and for which no ‘leave’ has
been given.
If a pupil causing concern is absent without reason, we make telephone contact with the parent/guardian on the first day of
absence to ascertain the reason for non-attendance. If we are unsuccessful in making telephone contact a letter will be
sent home requesting notification of the reason for the absence. If an unknown absence continues for 3 days we will write
to the family asking them to contact us by return with the reason for the absence. If no reply is forthcoming we will ask the
Education Social Worker to visit the family. If we are unable to ascertain the reason for any absence or are unsatisfied with
the reason given the absence will be marked as ‘unauthorised’.

We ensure clearly defined late registration procedures, writing on a half-termly basis to parents of all children who are
persistently late.
We review individual pupil and whole School attendance regularly and include absence data in the pupils’ annual School
reports. The Governors’ Attendance Committee is responsible for monitoring Calow Primary’s attendance data.
Calow Primary clearly defines the roles and responsibilities of each staff member within the School staffing structure.
School Sessions
The School sessions are from 8.55 a.m. to 12 noon (Key Stage One) 12.15 p.m. (Key Stage Two) and from 1.00 p.m. to
3.05 p.m.
Registration opens at 8.55 a.m. and closed at 9.25 a.m. Any pupil arriving before registration closes is marked as present; if
arrival is after 9.25 a.m. the pupil is marked as late after registration closed (which counts as absent).
Problems regarding pupils’ attendance
Children are sometimes reluctant to attend School. Any problems with regular attendance are hopefully resolved between
School, parents/guardians and the child. If a child is reluctant to attend, it is never better to cover up their absence or to
give in to pressure to excuse them from attending. This gives the impression that attendance does not matter and may
make things worse.
Parents/Guardians are expected to contact School at an early stage and to work with the staff in resolving any problems
together.
If difficulties cannot be sorted out in this way, the School may refer the child to the Education Welfare Officer from the Local
Education Authority. He/she will also try to resolve the situation by agreement but, if other ways of trying to improve the
child’s attendance have failed, these Officers can use warning letters, further monitoring for fifteen days, followed by fixed
penalty notices if an improvement is not seen.
Derbyshire County Council may issue a Penalty Notice as an alternative to the prosecution of a parent/guardian for
their child’s unauthorised absence from school and requires the recipient to pay a fixed amount. The amount
payable on issue of a Penalty Notice per parent 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/guardian for failing to ensure regular school attendance under Section 444 Education Act
1996. Parents/guardians may be prosecuted for further periods of non-attendance not covered by Penalty Notices.
A Penalty Notice may be issued to parents/guardian 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.
Persistent Absenteeism
A pupil becomes a ‘persistent absentee’ when they miss 10% or more schooling across the school
year for whatever reason. Absence at this level is doing considerable damage to a child’s education and we need parent’s
fullest support and co-operation to tackle this. We as a school monitor all absences and the reasons given thoroughly. Any
case that is seen to have reached Persistent Abesenteeism or is at risk of moving towards that, is given priority and we will
seek to take action immediately.

Holidays in term-time
Calow Primary will not grant absence from school for reason of holidays. Any parent suspected of taking their child on
holiday during term-time may be issued with a Penalty Notice.
Children Missing Education
If families move away from the area, or wish to transfer their child to another school, the
Headteacher must be informed in writing. Children cannot be removed from the school roll until we have been notified by
another school that a place has been offered and accepted. Children who stop attending and who cannot be traced cannot
be removed from the school roll. They are reported to the local authority Attendance Service. Where a child is missing from
education, Local Authority guidance will be followed.
Working together to improve pupil attendance
Roles and responsibilities of the Pupils:
•

To attend School every day, arriving on time and ready for learning.

Roles and responsibilities of Parents/Guardians
•
•

•
•

Parents/Guardians have a legal duty to ensure their children attend School regularly and on time.
If their child is genuinely unable to attend School, parents/guardians are expected to contact School at the start of each
day of absence to provide a reason for absence. On the child’s returning to School, a letter signed by the
parent/guardian, explaining absence should be provided.
Parents/Guardians are requested to make routine medical or dental appointments outside School hours.
Parents/Guardians are discouraged from taking holidays during term-time.

Roles and responsibilities of Staff
•
•
•
•

To ensure the register is maintained accurately at the commencement of each School session. Registers are legal
documents and can form evidence base in court cases.
Pupil Registration Forms need to be completed in black ink.
To report any notable and concerning patterns of absence to the Headteacher and Education Welfare Officer.
To operate first-day calling for pupils, where attendance is below 90%.

Roles and responsibilities of the Headteacher
•
•
•

•

•

The Headteacher is responsible for managing pupil attendance within School.
The Headteacher rewards 100% attendance at the end of each ‘two terms’ with pupils presented with a certificate for
each ‘two terms’ full attendance.
Each year a target group of pupils, whose attendance the previous year is below 90%, is formed. Letters are sent to
parents/guardians outlining the concern of the Headteacher regarding attendance. The rate of attendance for this target
group of pupils is monitored each month and reports discussed with the school’s Education Welfare Officer.
Each term, the Education Welfare Officer and Headteacher reviews the registers and identifies any patterns of
attendance that are of concern. Where appropriate visits are made to the family home by the Education Welfare
Officer. In some instances, parents may be invited to participate in a review meeting of their child’s attendance.
Each year a report on school attendance is provided for the consideration of the Governing Body.

Roles and responsibilities of Governing Body
•
•
•

•
•
•

Attendance has always been a matter of concern to our School Governors. The Governing Body ratifies policies and is
required by legislation to see that our registers are kept accurately.
Governors have an invaluable role to play in establishing the importance of School attendance matters and in
supporting measures taken to improve attendance.
The Governing Body produces an annual School Profile which provides key information about our School e.g. our
School’s performance, how our absence rates compare with other Schools along with other information input by our
School.
The Governing Body sets attendance targets for rates of absence each year and reviews progress towards these
targets annually.
Governors consider the Headteacher’s report on School Attendance each year.
Ensure the effectiveness of the Governors’ Attendance Committee is supporting good attendance.

Success Criteria

We will know if this policy is being implemented when:
•
•
•
•

a greater number of pupils are awarded 100% attendance certificates.
a smaller number of pupils comprise the target group of below 90% each year.
rates of pupils attendance increases closer to the national average.
Targets set for attendance are met.

Monitoring, Evaluation and Review
School staff will monitor each individual’s attendance daily. The monitoring of patterns and rates of attendance takes place
at the end of each term, as detailed above. The monitoring of the effectiveness of this policy is undertaken annually by the
Headteacher, as part of his report to Governors.
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