
 
 
  

Clearwell C. of E. Primary School 
 

ATTENDANCE POLICY 
 
 
Clearwell C of E School recognises that good attendance of pupils, staff and governors is central to 
raising pupil standards and attainment.  To achieve the greatest benefit from education it is vital that: 
 

• Pupils attend regularly and arrive at school, on time, every day the school is open unless the 
reason for the absence is unavoidable.  Any absence affects the pattern of a child’s schooling 
and regular absence will seriously affect learning.  In addition, pupil’s absence or late arrival 
disrupts teaching routines and may affect the learning of others in the same class. 

• A high level of staff attendance is critical to ensure pupils’ continuity of education 
• Parents accept responsibility for their child’s regular attendance at school as permitting 

absence from school without a good reason creates an offence in law and may result in 
prosecution. 

 
Promoting Regular Attendance 
To help everyone within the school community focus on creating a pattern of regular attendance, the 
school will: 

• Mark registers twice daily, in accordance with the Education (Pupil Registration) Regulations 
1995. 

• Provide regular details on attendance, e.g. in the weekly newsletter 
• Report to parents/carers twice a year on their child’s attendance record 
• Contact parents/carers when their child’s attendance falls below 90% 

 
Definition of Absence 
The decision as to whether an absence is authorised or unauthorised rests solely with the school not 
with the parents/carers. 
 
Examples of Authorised Absences: 

• illness 
• medical/dental appointment 
• family bereavement 

• examination 
• sporting activity 
• religious observance/festival 

 
Examples of Unauthorised Absences: 

• pupils who arrive at school after 9.20 a.m. 
• truancy  
• parents keeping pupils off school unnecessarily 
• absences which have never been properly explained 
• day trips and holidays in term time that have not been agreed 

 
In the event of a child’s absence the parent/carer must contact the school before 9.20 a.m. on the first 
day of absence.  Parents/carers will be contacted if a reason for absence has not been received. 
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Persistent Absenteeism (PA) 
A pupil becomes a ‘persistent absentee’ when they miss 10% or more schooling across the school 
year for whatever reason

 

.  The full support and co-operation of the child’s parent/carer will be sought 
to improve attendance rates as absence at this level does considerable damage to any child’s 
education. 

Lateness 
Poor punctuality is not acceptable.  The school day starts at 8.45 a.m. and pupils are expected to be 
in the playground before this time ready to enter school. 
 
Class registers are marked by 9.00 a.m. and pupils will receive a late mark if they are not in by that 
time.  At 9.20 a.m. the registers will be closed and the pupil will be given an unauthorised absence 
mark on the register.  All pupils (or the parent/carer) arriving after 9.00 a.m. will be asked to sign a 
record file stating their arrival time. 
 
Excluded Pupils 
A pupil who has been temporarily excluded remains on the school roll.  The pupil is absent as a result 
of the school’s decision to exclude them, thus the absence is authorised.  Work is set for the period of 
the exclusion. 
 
Holidays in Term Time 
There is no automatic entitlement in law to time off during term time to go on holiday.  In accordance 
with Section 444(1) of the Education Act 1996, leave of absence will only be authorised in exceptional 
circumstances, up to a maximum of 10 school days in any school year, e.g. a special family event, 
return/departure of a member of Her Majesty’s Armed Forces.  Advance permission must be sought 
on a ‘Leave of Absence’ request form obtained from the school office.   If a holiday is unauthorised 
then the pupil will be marked accordingly on the register. 
 
Education Welfare Service 

• Annual attendance targets are agreed between the school and the Education Welfare Office. 
• Where a pupil’s attendance or punctuality record is poor, the school reports the matter to the 

Educational Welfare Officer (EWO) who then contacts the family to discuss the situation.  
Wherever possible, the headteacher and EWO will work with the family to improve attendance.  
If the situation continues to be unresolved, these Officers can use court proceedings to 
prosecute parents or to seek an Education Supervision Order on the pupil.  The maximum 
penalty on conviction is a fine of £2,500 and/or 3 months imprisonment.   

 
Monitoring and Evaluation 

• The Administrative Officer monitors attendance on a daily basis 
• The Administrative Officer regularly collates and analyses attendance data to identify trends and 

enable action to be taken.  This information is shared with the headteacher and the Education 
Welfare Officer.   

• Attendance is a regular agenda item at Governing Body meetings.   
• If a pupil’s attendance falls below 90%, parents/carers are informed of the situation and the 

school will work with towards improving the pupil’s attendance rate. 
• Annual school attendance figures are collated and sent to the DfES.  
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This policy has been adopted by the Governing Body, on   
and will be reviewed and updated annually if necessary. 
 
Signed ………………………………………… 
Headteacher 
Signed…………………………………………. 
Chair of Governors. 
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