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Attendance 

 
All children benefit from regular and punctual school attendance, which is essential to every child’s 
academic, social and personal development. Being absent from school means a lost learning 
opportunity. Similarly, children who arrive to school late miss out on an important part of the school day; 
and disrupt not only their own, but also other pupils’ learning.  

 Attendance  Description
  

 Approx. days 
lost per year 

 Approx. weeks 
lost per year 

 99-100%  Excellent  0-4  Less than 1 

 97-99%  Expected  5-9  1-2 

 96%  Less than expected  10-13  2-3 

 90-95%  Unsatisfactory  14-18  3-4 

 Below 90%  Persistent Absence  More than 19  More than 4 

 

School Aims 

 

 To raise pupil achievement 

 To improve pupils’ attendance to 97% or better 

 To reduce all absences- authorised and unauthorised 

 To reduce lateness 

 To clarify procedures and expectations for staff, parents and pupils regarding attendance and 
dealing with absence from school. 

 To encourage a genuine ‘partnership’ with parents/ carers. 

 To work effectively with the Education Welfare Officer (EWO) and the Local Authority  

 

Expectations 

Parents 

At The Minster Junior School, we have high expectations of parents in relation to attendance and in line 
with Government and Local Authority we expect them to: 

 Support the school in its aim to raise the achievement of their child through full attendance at school; 

 Ensure that their child arrives at school on time, properly dressed, with the right equipment and in a 
condition to learn; 

 Ensure their child attends school every day;  

 Book medical and other appointments outside school hours wherever possible and to bring in a copy of 
the medical appointment cards if this has been unavoidable; 

 Offer a reason for any period of absence, preferably before the absence or on the first day of absence; 

 Take all holidays and trips during school holiday periods; 

 Work closely with the school and Education Welfare Officer (EWO) to resolve any problems that may 
impede a child’s attendance; 
 



 

The School will; 

 

 Create a school ethos that pupils want to be part of; 

 Meet the legal requirements set out by Government to ensure efficient and accurate registration of 
pupils; 

 Ensure parents/carers are made aware of the schools attendance policy and their roles and 
responsibilities relating to attendance; 

 Give a high priority to punctuality and attendance making immediate contact with parents/carers if a 
child fails to attend without a satisfactory explanation; 

 Continue with procedures that enable the school to identify, follow up and record unauthorised absence, 
patterns of absence and parent condoned absence with effective monitoring and intervention; 

 Consistently record authorised and unauthorised absences within the guidance of the 1996 education 
act; 

 Develop a range of effective strategies to follow up intermittent and long-term absenteeism and promote 
good attendance; 

 Encourage open communication channels between home and school; 

 Develop procedures for the reintegration of long term absentees; 

 Follow escalation procedures including a formal referral to the EWO; 

 Promote and celebrate good attendance and punctuality (including significant improvement) with 
certificates, letters home, etc. 

The Attendance Officer will: 

 Ensure registers are being taken at the start of each session; 

 Check with teachers/ support staff that any child marked as absent has not arrived late; 

 Ensure that attendance and lateness records are up to date; 

 Ensure that appropriate attendance codes are entered into the register (National Attendance 
Codes); 

 Send out a first day of absence text to parents/ carers of non-attendees and update the register 
accordingly; 

 Send a letter to any parents/ carers who cannot be contacted via text/ call requesting a reason for 
absence; 

 Send a letter to parents/ carers when attendance falls below 97% over a reasonable period of time, 
stating that an improvement is necessary; 

 Make referrals to the Family Liaison Officer to offer support to the family; 

 Make referrals to the Education Welfare Officer to meet with the parent/ carer. 
The Class Teacher will: 

 Administer class register (am/pm) using SIMS 

 Communicate expectations for attendance and punctuality at parents meetings and workshops; 

 Challenge poor attendance and punctuality at the classroom door and during parents meetings; 

 Report patterns of poor attendance and punctuality to the Attendance Officer / Designated 
Safeguarding Officer. 

The Family Link Worker (FLW) will: -  

 Build relationships with parents/ carers to support them in ensuring attendance and punctuality 
remain within our targets; 

 Support members of staff with parent meetings to discuss attendance concerns; 

 Liaise with the Attendance Officer to discuss any concerns regarding families or children 

 Follow up all referrals made by the Attendance Officer; 

 Meet with parents/ carers and the Education Welfare Officer to produce target setting initiatives and 
to ensure that these targets are being met; 

 Make home visits where necessary to implement this policy. 
 



The Education Welfare Officer (EWO) will: 

 

 Meet regularly with the Attendance Officer and the Family Liaison Officer to discuss concerns, 
evaluate work undertaken and plan further action.  

 Report actions and outcomes to the school’s senior leadership team; 

 Collate evidence of continued persistent absences or lateness; 

 Monitor closely the attendance and punctuality of pupils who are persistently absent (below 90%) 
and put appropriate actions/ support in place; 

 Make home visits where necessary; 

 Follow up all referrals made by the Attendance Officer or Family Support Officer by contacting the 
families concerned; 

 Refer persistent absentees and those taking unauthorised leave of absence to the Local Education 
Authority. 

 Support the school in the completion of Children Missing from Education and Elected Home 
Education referrals to the Local Authority 

 Provide regular updates and reports to the Headteacher and Governing Body 

  
The Governing Body 

          As part of the whole school approach to maintaining high attendance, the governing body       

 Ensure that the importance of attendance is made clear by promoting the relevant school policies 
and guidance directed at parents and staff; 

 Annually review the school’s attendance policy and ensure that all provisions are in place to allow 
school staff, parents/ carers, and children to implement the policy effectively; 

 Nominate or identify a member of the governing body who will take the lead role in monitoring 
attendance and punctuality as well as coordinating provision and policies for attendance; 

 Ensure that all legislation regarding attendance is complied with and that up-to-date guidelines are 
communicated to parents/ carers, children and staff; 

 Take time at governor’s meetings to review and discuss attendance issues that have arisen in order 
to stay on top of expected attendance targets for the year; 

 Ensure that the school is implementing effective means of recording attendance and organising that 
data. 

Legal Framework 

The Education Act 1996 states that: 

 The parent/carer of every child of compulsory school age shall cause them to receive efficient full-time 
education suitable 

a) to their age, ability and aptitude, and 

b) To any special educational needs they may have, either by regular attendance at school or 
otherwise. 

 A person begins to be of compulsory school age 

a) when they attain the age of five, if they attain that age on a prescribed day, and 

b) Otherwise at the beginning of the prescribed day next following their attaining that age. 

 A person ceases to be of compulsory school age at the end of the day which is the school leaving date 
for any calendar year. 

a) if they attain the age of 16 after that day but before the beginning of the school year next following, 

b) if they attain that age on that day, or 

c) (Unless paragraph (a) applies) if that day is the school leaving date next following their attaining that 
age. 



Registration Procedures and Punctuality 

The school has a statutory responsibility to record and monitor the punctuality and attendance of pupils for 
both the morning and afternoon sessions. A register of attendance has to be taken once at the start of the 
morning session and once during the afternoon session. The register has to record whether a pupil is 
present, engaged in an approved educational activity offsite or absent. If a pupil is absent the register must 
record whether the absence was authorised or unauthorised. 

 

School starts at 9:00am and registers will be completed by the class teacher at 9:00am. This is done 
electronically using SIMS. If a pupil is not present when his/her name is called an absence is recorded.  If 
the child arrives before the end of the time set aside for registration the time of arrival is noted and the child 
can be credited with an (L) attendance and counted as present. 

Dealing with Lateness (School Protocol) 

1. Any children arriving at school after the register has closed and has been submitted to the office will 
be asked to register at the office if they have not already done so.   

2. Pupils arriving between 08.50-09.00 will be marked as present but their time of late arrival will be 
noted.  

3. Pupils arriving after 09.30 will be marked as an unauthorised absence until a note/evidence is 
provided from parents and the school authorises it.  

4. Pupils who are regularly late will receive a letter from the Attendance Officer informing the family of 
the time lost and the impact this has on learning. 

5. If punctuality fails to improve, pupils and families are referred to the Education Welfare Officer who 
will provide additional support and set appropriate attendance targets. 

 

Understanding Types of Absence 

Authorised absence is defined as absence that is unavoidable and will be considered if the parents/carers 
provide an acceptable explanation by telephone, email and letter or in person.  The specific reason for an 
absence will be recorded on the on-line register alongside the child’s name. (For example, “unwell” is not 
specific enough). 

It is the responsibility of the Headteacher to authorise any child’s absence from school.  Therefore, 
absences will be treated as unauthorised until the school is satisfied that it should be authorised.  
Parents/carers cannot authorise absences and should be aware that while calling the school or 
providing a note for an absence complies with safeguarding procedures, it does not automatically 
mean an absence will be authorised. 

Doctor/dentist/medical appointments are not absences unless the child misses the whole session.  A 
child who registers as normal and is then collected for an appointment will be credited as having attended 
for the whole session. If however the appointment is at the beginning of the day or afternoon and the child 
misses registration then providing the parent has provided an appointment card an authorised absence will 
be recorded.  Parents/carers should make every effort to ensure these appointments are made outside of 
school hours. Where it cannot be avoided, children should attend school for as much of the appointment 
day as possible.  Medical evidence may also be required in the form of a copy of a prescription, 
appointment card, etc.   

Religious Festival absence must be supported by a letter from the parent/carer prior to the proposed 
absence and needs to be authorised by the school. 

Special circumstances for absence will be considered at the discretion of the Headteacher (e.g. death in 
the family, moving house, etc). If there is persistent absence that is authorised through sickness and that 
absence is affecting the pupil’s progress the school will invite the parents/carers into the school to discuss 
what support can be offered.  

The school will investigate the pupil’s circumstances within the school in an effort to identify any school 
based difficulties that may be affecting the child’s attendance, e.g. bullying, or to investigate and establish if 
inappropriate parenting is the reason. Support may be offered to the parent/carer if this is the case. 

Unauthorised absence is defined as absence that is avoidable and where the child would be able to 
attend school if the parent(s)/carer(s) had not deemed otherwise.  Reasons include: family holiday, 



religious observance which exceeds the entitlement as specified by the Department for Education, weather 
conditions and appointments which are not essential to the health and well-being of the child, children 
being kept away from school to look after parents/family members, child care arrangements. 

Persistent Absence is when a pupil misses 10% or more schooling across the school year for whatever 
reason.  Absence at this level is doing considerable damage to any child’s education and we need parent’s 
fullest support and co-operation to tackle this.  We monitor all absence and the reasons given thoroughly.  
Any case that is seen to have reached the persistent absence mark or is at risk of moving towards that 
mark is given priority and we will inform the parents/carers immediately. Medical evidence will be requested 
to support any absence. 

Legal sanctions 

Schools can fine parents for the unauthorised absence of their child from school, where the child is of 
compulsory school age. 

If issued with a penalty notice, parents must pay £60 within 21 days or £120 within 28 days. The payment 
must be made directly to the local authority. 

The decision on whether or not to issue a penalty notice ultimately rests with the headteacher, following the 
local authority’s code of conduct for issuing penalty notices. This may take into account: 

A number of unauthorised absences occurring within a rolling academic year 

One-off instances of irregular attendance, such as holidays taken in term time without permission 

Where an excluded pupil is found in a public place during school hours without a justifiable reason 

If the payment has not been made after 28 days, the local authority can decide whether to prosecute the 
parent or withdraw the notice. 

 
Term time leave of absence 

All requests for term time leave of absence must be put in writing to the headteacher using the Request for 
Leave of Absence during Term Time form.  

From 1st September 2013 the Education (Pupil Registration) (Amendment) Regulations state that 
headteachers may not grant any leave of absence during term time unless there are “exceptional 
circumstances.” 

At The Minster Junior School we believe that exceptional circumstances should be of a unique and 
significant emotional, educational or spiritual value to the child which outweighs the loss of teaching time. 

Decisions will be made on a case by case basis but will normally be refused. 

In the event of the child still being taken out of school after the Headteacher declining the request, a referral 
will be made to the Education Welfare Officer may refer to the Local Education Authority who may take 
legal action. 

Child Protection 

The Minster Junior School recognises that poor attendance can be an indication of child protection 
concerns therefore special attention is paid to children identified as vulnerable or susceptible to harm. 

Obtaining a clear and precise reason for any absence is an important element of identifying Child 
Protection concerns.   

If a child who is subject to a child protection plan is absent for two days then social care will be notified. 

Dealing with Non-Attendance (School Protocol)  

CHECK PROCEDURES 

1. Contact on the first day of absence is the central part of our attendance policy. A text/telephone call 
is made to all parents/carers making parents aware that their child has not arrived at school. When 
the parent calls the school a decision will be made as to whether an authorised or an unauthorised 
mark will be given. If the parent is unaware of their child’s whereabouts the police will be informed 
immediately. 

2. Unexplained absences are followed-up by a telephone call to request a reason for any such 
absence. If no reason is given the absence will be challenged and marked as unauthorised. 



3. When attendance drops below 92%, a letter from the Attendance Officer is sent reminding families 
of the impact of excellent attendance on learning and to remind families to avoid appointments 
during school time. 

4. If attendance drops below 95%, a meeting is triggered with the Family Link Worker who will provide 
additional support and set appropriate attendance targets.  

5. For persistent absence without an explanation (below 90%), the parent will be referred to the 
school’s Education Welfare Officer (EWO).  The EWO will write to the families concerned and 
arrange a meeting where further support and targets are set.  

6. If the family fails to engage at this stage, the EWO will arrange a home visit.  Further failure to 
engage will result in a referral to the Local Education Authority to consider statutory action.   

 Children Missing in Education 
Children Missing Education (CME) are those who are not registered students at a school, and are not 
receiving suitable education otherwise than at a school. CME are at significant risk of underachieving, 
being victims of abuse, and becoming NEET (Not in Education, Employment or Training) later on in life. 
Those children identified as not receiving suitable education should be returned to full time education either 
at a school or in alternative provision.  
 
Parents’ responsibilities   
Parents have a duty to ensure that their children of compulsory school age are receiving efficient full-time 
education. Some parents may elect to educate their children at home and may withdraw them from a 
mainstream school at any time to do so, unless they are subject to a School Attendance Order.  Where a 
parent notifies the school in writing of their intention to home educate, the school will inform Croydon’s 
children missing education officer without delay.    
 
Knowing where children are during school hours is an extremely important aspect of Safeguarding. Missing 
school can be an indicator of abuse and neglect and may also raise concerns about others safeguarding 
issues, including the criminal exploitation of children. 

We monitor attendance carefully and address poor or irregular attendance without delay. 
We will always follow up with parents/carers when students are not at school. This means we need to have 
a least two up to date contacts numbers for parents/carers. Parents should remember to update the 
school as soon as possible if the numbers change. 
 

 
In response to the guidance in Keeping Children Safe in Education (2019) the school has: 

         Staff who understand what to do when children do not attend regularly. Appropriate policies, procedures and 
responses for students who go missing from education. Staff who know the signs and triggers for travelling 
to conflict zones, FGM and forced marriage. 
Procedures to inform the local authority when we plan to take students off-roll when they: 
 

 leave school to be home educated 

 move away from the school’s location 

 remain medically unfit beyond compulsory school age 

 are in custody for four months or more (and will not return to school afterwards); or 

 are permanently excluded 
 

We will ensure that pupils who are expected to attend the school, but fail to take up the place will be 
referred to the local authority. When a pupil leaves the school, we will record the name of the student’s 
new school and their expected start date. 
 
Further information can be found in ‘Children missing education: statutory guidance for local authorities 
 
All schools must inform the local authority of any student who fails to attend school regularly, or 
has been absent without the school’s permission for a continuous period of 10 school days or 
more, at such intervals as are agreed between the school and the local authority. 
 
School will first make ‘reasonable enquiries’ to establish the new school and family’s contact details, e.g. a 
telephone call to the parent or carer’s last known contact number, or a call to any sibling’s school if known.  



If enquiries are unsuccessful, the school will write to the parent or carer’s last known address with a one 
week deadline for a response.  
 
If, after all reasonable enquiries the school have been unable to make contact, a referral will be made to the 
Children Missing Education Officer and a CME form completed.  The CME Officer, will try to contact the 
parents or carers and follow up any reasonable leads.  If the pupil is located, the reasons for absence 
should be established and the child must return to school as soon as possible.  
 
Schools also have safeguarding duties under section 175 of the Education Act 2002 in respect of their 
pupils, and as part of this should investigate any unexplained absences. Any concerns regarding a 
student’s safety will be reported without delay to the Single Point of Contact at Croydon Council, which will 
be able to provide advice. 

Rewarding Good Attendance and Punctuality 

100% attendance certificates and incentive gifts are awarded every term to pupils who qualify. At the end of 
the school year, pupils with 100% attendance are rewarded with a gold level certificate  

Attendance is also celebrated in newsletters.  This makes attendance and punctuality more visible and 
reinforces the school’s high expectations. 

Absence Analysis 

The Minster Junior School analyses patterns of attendance/ absence by group. Monthly reports are 
produced for SEN, Gender and Disadvantaged pupils. Data is used by the school to inform the following: 

 Planned actions triggered to prevent the negative impact of poor attendance and punctuality on 
learning and progress; 

 The impact of actions undertaken by the Family Liaison Officer, Attendance Officer, Senior 
Leadership Team and Education Welfare Officer; 

 Priority areas for future school improvement. 

 

 

 

 

 


