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CLYTHA PRIMARY SCHOOL 

ATTENDANCE POLICY 
 
 School Attendance  

Promoting positive behaviour and excellent attendance is the responsibility of the whole school and wider 

community. All children should be at school, on time, every day the school is open unless the reason for absence is 

unavoidable such as illness. Schools have a legal duty to publish attendance figures and to promote attendance. 

Equally, parents have a legal duty and responsibility to ensure that their children attend school on a regular basis. 

We believe that children, regardless of ethnic group, age, disability, gender and additional educational needs can 

reach their full potential only by receiving full-time education, through regular and structured attendance.  All 

children should have an expectation of receiving an education of the highest possible quality, part of which relies 

on children arriving on time and being ready and prepared for the day’s learning, without interruption from late 

arrivals.  

 

We expect all children on roll to attend every day, as long as they are fit and healthy enough to do so.  We do all we 

can to encourage the children to attend, and put in place appropriate procedures.  We believe the most important 

factor in promoting good attendance is development of positive attitudes towards school.  

 

The Governing Body set annual attendance targets.  For 2021-2022, the target is 96%. Attendance has been 

impacted by the pandemic. 

 

AIMS 

 To offer a safe and friendly environment which welcomes children regardless of race, gender or ability. 

 To keep accurate and up to date attendance data 

 To improve the attendance in the school 

 To reduce the occurrence of lateness in the school 

 To create a partnership between school and home based on the understanding of the importance of 

regular attendance at school 

 To create an ethos of punctuality in the school 
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 To ensure all pupils are safe and to follow the local authority’s ‘Children Missing in Education’ guidance 

 To reward those pupils who have made significant progress in raising attendance levels. 

 

 

COMMUNICATION 

 

Information on punctuality and attendance is set out in the school handbook.  Parents are informed about the 

importance of attendance and punctuality during the New Intake Meeting for parents in the summer term prior to 

their children starting in the following September, during annual Meet the Teacher Events in September and 

through our weekly newsletter where attendance celebrations and issues are included.    

 

REGISTRATION 

 

School is open from 8.50am.  Registers are taken by all class teachers at the start of every morning and afternoon 

session.  A child is late if they arrive after 9.00am and before 9.30am.  If a child arrives after 9.30am they are 

marked as absent. Registers are taken at 1.30pm in the afternoon session.  All children arriving after 9.00am or 

1.30pm must report to the school office before going to class.   

Starting the School Day  
● Teachers are prepared to receive the children from 8.50am with a designated task, either a morning activity or 
perhaps focused work in an intervention group with a Teaching Assistant. If your child is absent from this short but 
vital session, their work for the whole day may be affected. Late arrivals are often disruptive to the class and can 
also be an embarrassment for your child; most importantly children miss crucial learning opportunities.  
● Morning registration is at 9.00am. This is the latest time your child should arrive in the classroom.  
● Children arriving after 9.00am must report to the School Office where a late mark will be recorded. The school 
gates are locked at 9am and parents will need to telephone the School Office for admittance. 
● Patterns of late arrival at school will be closely monitored, and concerns addressed with parents.  
● The Educational Welfare Officer monitors school attendance and pupil punctuality both through school logs and 
sporadic late monitoring.  

 

IF A CHILD IS ABSENT 
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Parents are requested to contact the school by telephone before 9.00am on the first day of absence to inform 

school of the reason for non-attendance.  If contact with school hasn’t been made by the family, one of the school 

administration officers will phone home to confirm the absence and reason.  When the child returns to school, a 

written note from the family explaining the absence should be given to the class teacher.  

 

TYPES OF ABSENCE 

 
 Attendance Definitions  

Schools are required to take an attendance register twice a day, and this shows whether the pupil is present, 

engaged in an approved off site activity, or absent. If a pupil of compulsory school age is absent, every half day 

absence from school has to be classified by the school, as either authorised or unauthorised. 

An absence is classified as authorised when a child has been away from school for a legitimate reason and the 

school has been notified by a parent or guardian.  Only the Headteacher can authorise an absence.  Unexplained 

absences will be recorded as unauthorised. 

 
 Authorised Absence  
Authorised absences are mornings or afternoons away from school for a good reason such as illness or other 
unavoidable causes (e.g., bereavement of a close family member). Where possible medical appointments should be 
booked outside of the school day. However, if this is not possible then such absences will be recorded as 
authorised if proof of the appointment is provided. Parents should be made aware that unless there is a valid 
medical reason, then a child should return to school following such appointments.  
Where the absence is authorised, schools will use the appropriate code to record the absence.  
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Unauthorised Absence  
Unauthorised absences are those which the Local Authority do not consider to be reasonable and for which no 
‘leave of absence’ has been agreed by the school.  
These include:  
● Holidays during school time  
● Parent condoned absence  
● Truancy  
● Absences which have never been properly explained 
 
 
Reporting a Child’s Absence  
● We request that all parents contact the school at the earliest opportunity should their child be absent through 
illness. Messages can be left on the school’s answerphone. These are picked up by the school officer promptly each 
morning, and regularly throughout the day.  
● Medical appointments should be made out of school hours or during school breaks. If this unavoidable, the 
appointment must be reported to the school prior to the appointment day.  
 

SCHOOL PROCEDURES 

 

Parents are expected to contact school on the first day of absence and to provide reasons for their child’s absence. 

This will then need to be followed up by an explanation note and handed into the class teacher which will then be 

kept on record in the office. 

● We operate a First Response system from the close of registration whereby all unexplained absences are 
followed up with a phone call to the parent in order to establish a reason for a child’s absence.  
● Parents informed by letter (s) if their child’s attendance falls below 90%.  
● The Education Welfare Officer will work closely with the school to monitor on-going concerns.  

If parents fail to contact school, then the school will make every effort to contact the parents and also other 

persons listed as a point of contact. The absence will be recorded as unauthorised if no contact is made. Failure to 

receive any contact may result in the involvement of the EWO. 

As a school, we have a duty to safeguard all our pupils and under the Education and Inspections Act 2006, requires 

the local authority to make arrangements to enable them to establish the identities of children residing in Newport 

who are not receiving an education. The duty lies within the Local Authority to investigate further. The Common 

Transfer File (CTF) will be sent to the forwarding school once being notified. 

 

REQUESTS FOR LEAVE OF ABSENCE 
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We believe that children need to be in school for all sessions, so that they can make the most progress possible.  

However, we do understand that there are circumstances under which a parent may request leave of absence for a 

child to attend e.g. a wedding of a close relation.  In these circumstances, we expect parents to complete a ‘Leave 

of Absence’ form and return to the Head teacher for approval, four weeks in advance.  Forms can be obtained from 

the school office or from the school website.  A letter stating whether this absence will be authorised will be 

returned to the family prior to the event.  

Regulation 8 of the Education (Pupil Registration) Regulations 1995 (amended) gives schools discretionary power to 

grant leave for the purpose of an annual family holiday during term time. Parents do not have an automatic right 

to withdraw pupils from school for a holiday, and in law, have to apply for permission in advance by completing 

a Request for Holiday Absence Form. All requests for holiday leave are required to be in writing and the 

application must be made by parent/parents with day-to-day care of the child even if they are not actually going on 

holiday themselves. If the parent with whom the child lives does not give consent to the holiday, leave cannot be 

given lawfully by the school except by a Court Order.  Such permission is granted in accordance with arrangements 

made by the governing body of the school.  

Parents should not expect, or be led to expect, that schools will agree to family holidays during term time. The 

Headteacher will consider each request individually – there is no ‘blanket approval’. The Governing Body have 

agreed that school will not authorise any absence if a child’s attendance is below 96.0% for the two terms 

preceding the holiday.  

If a parent requests a holiday absence of more than 10 days a discussion between the Headteacher and family 

must take place and if the holiday takes place a Home School Contract for Extended Holidays must be completed 

and signed by the parent/ guardian prior to the holiday commencing.  The additional days will be classified as 

unauthorised.  If the child does not return to school on the agreed date and contact hasn’t been made with 

school, the child’s place at school is at risk.  The maximum period for extended holidays is four weeks, after this 

time the child’s place at the school is at risk.   

FIXED PENALTY NOTICES  

The Local Authority has recently adopted a Code of Conduct for Fixed Penalty Notices which came into effect on 1st 
September 2014. The law empowers designated Local Authority (LA) officers, head teachers, including their 
nominated deputies to issue Fixed Penalty Notices to the parents of children who have unauthorised absence from 
schools.  
Fixed Penalty Notices may be considered appropriate from September 1st 2015, as agreed by School Governors, 
when:  
● At least 10 sessions (5 school days) are lost due to unauthorised absence during the current term. These do not 
need to be consecutive;  
● Unauthorised absences of at least 10 sessions (5 school days) due to holidays in term time or delayed return from 
extended holidays; or  
● Persistent late arrival at school, i.e. after the register has closed. ‘Persistent’ means at least 10 sessions of late 
arrival in any academic year;  
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● Truancy, where the child has come to the attention of the Police or public during school hours for being absent 
from school, without an acceptable reason.  

PUNCTUALITY 

 

Any child who attends school between 9.00am and 9.30am and between 1.30pm and 2.00pm is recorded as being 

late alongside the reason.  School monitors punctuality closely and keeps a running total of those late arrivals to 

school.  If a child’s punctuality is causing concern, the Head teacher will request a meeting with the family to find 

ways to resolve the issue.  If punctuality does not improve, the school may refer the family to the Education 

Welfare Officer. 
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In Summary  
Parents can do a great deal to support regular and punctual attendance of their children.  
● Take an active interest in their child’s school life and work;  
● Attend, when possible, parents’ evenings and other school events;  
● Ensure that their child completes his/her homework and goes to bed at an appropriate time;  
● Be aware of letters from school which their child brings home;  
● Ensure that their child arrives at school on time each day;  
● Ensure that their child only misses school for reasons which are unavoidable or justified, such as illness or days of 
religious observance;  
● Always notify the school as soon as possible - preferably on the first morning of any absence;  
● Avoid booking family holidays during term-time;  
● Talk to the school if they are concerned that their child may be reluctant to go to school.  

 

 

 

KEEPING SCHOOL REGISTERS 

 

The school’s register is a legal document and the school is required to keep an accurate record of attendance. 

Registers need to be marked twice a day, once in the morning and once in the afternoon. 

Registers may be needed in a court of law if deemed appropriate. 

By the end of the week, the school’s overall attendance registers will be completed and overall attendance figure 

will be calculated by the school. 

 

 

PROMOTING AND REWARDING GOOD ATTENDANCE 

 

School understands the importance of rewarding good attendance.  There is ‘Attendance Ted’ which is given to the 

class with the highest weekly attendance in our Friday assembly.  This is communicated with families in our regular 

newsletter.  Each week, one child in every class who has achieved 100% attendance the previous week will have 

their name put into our ‘Attendance Box’ to get the chance to win a special treat. All 100% classes will receive a 

treat, e.g an extra play or Art session, for example.    Children with 100% attendance for the whole term are 

rewarded with a certificate and a badge. Our school operates a ‘Callio’ process which provides parents with 
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information of the links between attendance and attainment and colour codes attendance with 100% being gold 

and less than 92% being red. Each parent will receive a ‘Callio’ letter on a termly basis informing them of which 

category their child is in.  

  Children who have 100% for the whole academic year receive a gift voucher and certificate in the last assembly of 

the year in July.  Children who meet the school’s attendance target at the end of the year also receive a certificate 

in the last assembly of the year.  

 

 

SCHOOL WEBSITE 

 

Our school website will also provide parents, pupils, governors and the public with all the relevant information 

including our Attendance Policy and all other school procedures. 

 

TRACKING OF ATTENDANCE 

 

The school monitors attendance and punctuality on a daily basis.  The Headteacher works closely with families 

where attendance and/or punctuality is of concern and aims to set up additional rewards and motivation schemes 

to improve attendance.  There is a focus on developing positive working relationships with parents to remove any 

possible barriers to good attendance. 

 

The school provides parents with a termly attendance update for their child and school issues this at Learning 

Review Meetings or with the end of year annual report.   Individual attendance is also recorded on a child’s end of 

year school report. The Head teacher will contact families to discuss attendance where there may be a concern and 

follow-up letters are sent from school to families if there is limited improvement. 

 

School works closely with the Education Welfare Officer, with whom there are half termly meetings.  At these 

meetings, the Headteacher will raise any pupils of concern whom she feels would benefit from a discussion with 

the EWO.   
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The Headteacher provides whole school attendance data to the Governing Body on a half termly basis. It is the 

Governing Body who has the responsibility for this policy and for seeing that it is carried out.  Attendance rates are 

published in the Governors’ Annual Report to Parents.   

 

 


