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Introduction
This policy was developed and agreed by the Governing Body and has the full
agreement of the whole staff, governing body and the Education Welfare Service.
The Governing Body reviewed the existing policy and ratified the new one in the
December of 2021 at a full governing body meeting.
Attendance remains a high priority at Crabtree Farm Primary School, we have a
dedicated Attendance Officer- Miss Ratcliffe to carry out this work since September
2013. It is recognised by Governors and staff that good attendance and punctuality
are two key issues which have a huge impact on children’s achievements and
progress. Irregular attendance is a contributory factor in social exclusion and underachievement. Good attendance is expected from foundation level and upwards.
Overall Aims
 To ensure that every child is safeguarded and there right to education is
protected.
 To ensure the school attendance target is achieved, through rewards and
incentives for good attendance.
 To raise standards and ensure every child reaches their full educational
potential, through regular school attendance and punctuality.
 To ensure all the stakeholders, governors, parents/carers, pupils and staff
receive regular communication about the importance of good attendance
and punctuality.
 To keep accurate, up to date records and have a robust and rigorous
system for analysing data.
 To comply with the legal requirements.
 To identify causes of low attendance and punctuality with individuals,
classes and groups of pupils and address them.
 To work with external agencies, in order to address barriers to irregular
attendance and overcome them.
Principles
To be able to aspire to achieve our aims, everyone needs to be involved – Class
teachers, Pupils, Parents/Carers, Headteacher, Deputy Headteacher, Attendance
Officer, Education Welfare Service (EWS), School Administration staff, Governors
and the Local Authority Admissions and Inclusions when appropriate.
All members of staff are responsible for:
 Ensuring the attendance register is completed accurately and at the
correct times.
 Follow all procedures for attendance and registration.
 Providing a welcoming, secure and inclusive atmosphere which
encourages good attendance and promotes the best performance from
children.
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Establishing good and effective communication links with persons with
parental responsibility. Regularly reminding and discussing with children
and persons with parental responsibility about the importance of good
attendance through structured meetings where attendance is a concern.

Roles and Responsibilities
Attendance Team, which includes: Headteacher/Deputy Headteacher/
Dedicated Attendance Officer
 To ensure legal requirements are being met with regard to attendance.
 To analyse authorised and unauthorised absence, class by class, each half
term.
 To be responsible for the operational management of the attendance policy.
 To remind staff at the beginning of the academic year about the contents of
this policy and correct procedures for completing registers.
 To discuss attendance at new intake events for parents/carers and children
who are admitted to the school part way through a term.
Attendance Officer
 To analyse authorised and unauthorised absence, class by class, each week.
 To monitor whole school attendance, persistent absence and punctuality.
 Send letters home to persons with parental responsibility whose child/ren
missed more than 10% of their educational entitlement during the previous
half term.
 To follow up individual pupils, classes or year groups and analyse attendance
data to identify trends, which can then enable the school to target their efforts.
 To discuss any attendance cases with EWS.
 To discuss with class teachers any individuals who are not attending
regularly.
 To closely monitor those pupils whose attendance and punctuality are causing
concern and to take action to help resolve the situation as early as possible.
 To operate a First Day response system.
 To generate every week the following reports and printed off by the
Attendance Officer:
 Continuous absence
 Persistent lateness trends
 Minutes late
 Less than 95% attendance
Governing Body
 To know about the attendance procedures within Crabtree Farm Primary
School
 Have a designated Governor responsible for monitoring and supporting the
school with attendance.
 Perform their duties as critical friends within governors Pupils and Personnel
meetings.
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Class Teachers
 To ensure that pupils attend school regularly it is important that class teachers
monitor their register to detect any absence patterns that are emerging and
report any concerns to the Headteacher/Attendance Officer.
 To ensure registers are completed in accordance with this policy.
 Record verbal messages from parents/carers on SIMS.
 To discuss with the Attendance Officer any individuals who are not attending
regularly.
Early Years Centre Staff
 Early Years Centre staff have an important role to play in establishing good
practice from an early age. Swift intervention with parents/carers will lead to
improved attendance when the children reach statutory school age.
Parents/Carers are responsible for:
 Ensuring their child attends school and is punctual each day.
 Promoting a good attitude to learning by ensuring their child/ren attend school
in the correct uniform and with the basic equipment for lessons.
 Keeping the school informed of the reasons for any absences on the first day
and onwards.
 Providing school with any documents or evidence that support the absence,
such as appointment cards, prescriptions etc.
 Arranging routine medical and dentist appointments out of school time.
 Working in partnership with school and other agencies in the best interests of
their child, this includes informing the school about significant influences and
changes in the child’s life, which may impact on learning.
 Providing school with a current phone number and two alternative contact
names and numbers.
 Responding to school phone calls, texts messages and letters.
Children are responsible for:
 Taking an increasing role in responsibility for attendance.
 Take an increasing role in responsibility to get to school on time.

Celebrating good attendance and punctuality
The school recognises that one powerful way of increasing attendance and
punctuality is to ensure that it has a high profile within the school. We aim to achieve
high levels of attendance and punctuality (above 96%) through rewarding good
attendance and punctuality.


A weekly attendance assembly is held. The class with the best weekly
attendance receives a certificate and ‘Top Dog Trophy’, that is displayed in
the classroom, to keep for the week. We also have a weekly ‘Zoom Award’,
which recognises the class with the least number of children late that week.
At the end of each term the classes who have won the Attendance or ‘Zoom
Award’ the most wins an amount of money for a treat e.g. Pizza & Film Party.
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Children, whose attendance is between 95-100% at the end of each half term,
will receive a certificate.
The teacher can also nominate a pupil for a certificate whose attendance has
risen significantly, but did not reach 90% (i.e. from 70% to 87%)

Punctuality
School operates two pedestrian entrances, (a single gate on Steadfold Close and a
single gate on pathway from Clayfield Close shops). Due to current Covid-19 safety
measures in place, the classroom doors open at 8.40am, allowing children time to
get settled and reduce the amount of people on the school site. The gate to the
playground is then closed at 9 am, each day and the register is then taken. From
9am until 9.20am any child arriving is greeted by the Attendance Officer, logged as
late and issued with a disposable late pass and sent to their classroom doors via the
playground. After 9.20am, all pupils arriving must enter through the main reception,
where they will also be marked with an ‘L’ code. After 9.30am. any child arriving late
will be marked as an unauthorised absence, due to the amount of learning time
missed already.
Families that choose to attend out of the catchment area are expected to attend
punctually and are not exempt from the agreed sanctions. Five unauthorised codes
in two weeks is considered as persistent lateness and will result in further actions,
including penalty notices.
These gates remain closed until 11.55am when they are open for parents/carers to
collect and drop off children at the Early Years Centre. The pedestrian gates will
close at 12.25 pm after the start of the afternoon EYFS session. The pedestrian
gates and the playground gate will be open each day at 3.00pm to 3.20pm to allow
parents/carers onto the playground and to wait socially distanced at classroom doors
for their children to be dismissed. The 20 minute collection time is a Covid-19 safety
measure to reduce the amount of people on the school site at any one time.
Improving Punctuality
 The class with the most improved lateness each term will be given an
award.
 Class teacher should promote punctuality to improve their class lateness
 School is open early to facilitate prompt starts to the school day.
 All children should be in class and ready to work at 9.00am.
 Breakfast club will usually be in place (Covid-19 safety measures allowing)
for those with punctuality issues.
Late Log
The ‘late log (computerised signing in system)’ records the date, time of arrival and
reason for lateness. This is then transferred to the individual pupil’s database on
SIMS.
Punctuality is monitored by the Attendance Officer on a regular basis. If a child’s
punctuality is a cause for concern, the parents/carers will be notified by a letter.
Parents/carers will also be phoned and invited into school for an attendance
meeting.
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After a maximum of four weeks the situation is reviewed and if there is no significant
improvement with regards to punctuality, a penalty notice will be issued under
section 444a of the education act.
If the parent has been invited to a meeting but fails to turn up, a letter will be sent
advising them that if their child continues to be late and there is no significant
improvement after a maximum of two weeks, then a penalty notice will be issued
under section 444a of the education act.
Registers
Registers are a statutory legal document, which must be completed accurately by a
member of the teaching staff. Attendance registers are taken twice a day - at the
start of the morning session and afternoon sessions using the SIMS electronic
system.
This policy contains instructions on the completion of the registers and these must
be followed precisely. The recommendations for using different codes to mark
authorised, unauthorised and present marks should also be followed. Please refer to
Appendix 1, for a breakdown of the codes used in our school.
Where a member of staff is in any doubt they should seek assistance from the
school office or the Attendance Officer, Miss Ratcliffe, who may in turn obtain advice
from the EWS.
Registration Procedures
Class teachers mark attendance registers in accordance with the instructions and
codes in SIMS.
9.00am
Present before register closes
/
9.00am to
L
Register closed, pupil arrives late
9.30am
If prior warning of possible lateness given
After 9.30am
L
e.g. doctors appointment
U
If no warning of lateness and pupil arrives
After 9.30am
(unauthorised
late
late)
Absences
Where a pupil is absent without a known reason, the teacher must record this using
the ‘N’ code until the correct reason is ascertained.
Recording attendance in relation to COVID absences
From the beginning of the new academic year, schools were advised to return to
using the attendance and absence codes in use before the outbreak, in addition to
using the X code for ‘not attending in circumstances related to coronavirus (COVID19)’:
 pupils not attending a session who meet the criteria for ‘not attending in
circumstances related to coronavirus (COVID-19)’ should be recorded using
code X e.g. self isolating or in quarantine.
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schools should continue to use code X for non-compulsory school aged pupils
who are not expected to attend a session, as they did before the outbreak

Authorisation of Absence
The absence may only be authorised once the Attendance Officer is satisfied that
this is the case. It is important to note that an absence is authorised by the school
and is not the decision of the parent/carer.
If a member of staff is concerned that an absence/pattern of absences are not
justified, then this should be reported to the Deputy / Headteacher / Attendance
Officer / Office staff who may refer this to the EWS (Education Welfare Service).
Before such a referral is made the Attendance Officer should try to establish why a
pupil is absent. Even where a reason is offered for an absence, the school may feel
that the reason is unacceptable and the matter should be referred to the
Headteacher / Deputy / Attendance Officer / Office staff. Similarly, where a pupil is
missing school regularly through illness it may be appropriate to refer the matter to
the EWS before the absence is authorised. The EWS may decide to make a visit on
welfare grounds to discuss the level of attendance.
If an unauthorised absence has not had a valid reason given after the duration of
one school week, then the mark is to remain unauthorised.
Categorising Absence
Children should only be away from school if they are ill or have a medical
appointment. It is not acceptable for children to be away from school for day trips,
shopping, haircuts or purchasing school uniform and shoes. The codes that the
school consistently uses to categorise absence can be found in Appendix 1.
Religious Observance
One day for each religious festival and not more than three days in one academic
year should be counted as an authorised absence. Additional days off for shopping
and extended celebrations should be treated as unauthorised absences.
The Law
Under Section 7 of the Education Act 1996, the ‘parent’ is responsible for making
sure that their child of compulsory school age receives efficient, full-time education
that is suitable to the child’s age, ability and aptitude.
Compulsory school age is defined as beginning from the age of five when a child
should attend school from the start of the term commencing on or after their fifth
birthday.
Section 444(1) if a child of compulsory age who is a registered pupil at a school fails
to attend regularly at the school, the parent is guilty of an offence. You may be liable
on summary conviction to a fine not exceeding level 3 on the standard scale: A
MAXIMUM FINE OF £1000
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Section 444(1A) If in the circumstances mentioned in subsection (1) the parent
knows that their child is failing to attend regularly at the school and fails without
reasonable justification to cause him/her to do so, they are guilty of an offence. You
may be liable on summary conviction to a fine not exceeding level 4 on the standard
scale: A MAXIMUM FINE OF £2500 or IMPRISONMENT FOR A TERM NOT
EXCEEDING THREE MONTHS or both.
Taking Holidays During Term Time
Holidays are no longer authorised. A leave of absence can be applied for and may
be granted only in exceptional circumstances.
Our Leave of Absence Form clearly states government guidelines and they are
pointed out when the form is requested. Unless exceptional circumstances can be
demonstrated, all requests for leave will be unauthorised.
Extended leave of absence must always be exceptional. Each individual case
should be discussed with the parents/carers and the headteacher or attendance
officer, Miss Ratcliffe, to explore why such leave is necessary and to agree a clear
date for the pupil’s return. If the pupil does not return on the due date they will be
taken off roll.
School will explain:
 The effects of any term-time absence will be damaging to the child’s
continuity of learning and may impact on exam results and future
achievements.
 The importance of setting high standards for attendance.
 How school monitors the absence and consequences of non-compliance.
If leave of absence is refused and still taken Penalty Notices will always be applied
for.
If we have good reason to believe that holiday/leave of absence has been taken
without permission we will be asking for medical evidence that the child’s absence
warrants time from school and home visits will be undertaken by the Attendance
Officer. If medical evidence cannot be produced, or families are not at home when
they say that they are ill, a fixed penalty fine will be applied for.
It is not our responsibility to prove that a child is ill; the onus is on the parents/carers
to produce medical evidence. This can be in the form of labelled medicine containers
or a doctor’s appointment card or hospital letter.
Approval for Leave of Absence:
 It is at the headteacher’s discretion whether the request meets the
‘Exceptional Circumstance’ criteria. Approval must be sought at least 4
weeks prior to the leave commencing.
 Permission may not be granted by the school, unless the pupil’s
attendance in the previous six months is at least 95%.
 Each request for leave of absence will be considered individually.
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Approval may not be granted to students in Years 2 and 6 who are
involved in SATs examinations or Year 1 during Phonics Screening.

Should a child be absent from school on any dates which; have not been granted by
the school, for which the school has no notification, then a Penalty Notice will be
issued under Section 444a of the Education Act 1996.
From September 2015, the Penalty Notice is now £60 per child, per adult if paid
within 21 days increasing to £120 per child, per adult if paid within 28 days.
After this time, if the fine remains unpaid, it becomes a matter for the courts.
It is also for the headteacher to decide how many days leave is appropriate,
depending on the circumstances. However, persons with parental responsibility need
to be aware that a penalty notice will be issued should the child be absent on any
period that has not been granted by the school.
If the child fails to return on the given date then school will inform EWS and the
school may take the child off role.
Children Missing in Education
When a child is absent from school, it is possible that this is due to other behaviours
or activities that places them at risk. At Crabtree Farm Primary School, we refer any
child that we think should or may be removed from roll due to non-attendance,
whether the onward school is known or not. The referral is made to the Children
Missing in Education department of the Education Welfare Service. If we believe the
child has moved areas, the referral must be made within 10 days.
A ‘lost pupil’ file is created on the National Lost Pupils’ Database School to School
(S2S), to assist in locating them in the future.
Monitoring
In order to improve the attendance and punctuality of our pupils at Crabtree Farm
Primary School, we have a dedicated Attendance Officer. The role involves
monitoring whole school attendance, persistent absence and punctuality.
Attendance is monitored on a daily basis by the Attendance Officer. If a child’s
attendance is either a cause for concern or falls to 90% or below, the Attendance
Officer will raise attendance issues with persons with parental responsibility, in order
to support them to improve their child’s attendance. A letter will be sent detailing the
child’s attendance. If the attendance does not improve then the parents/carers will be
asked to attend a meeting at school to discuss this.
Referring cases to the EWO
At risk of becoming a Persistent Absentee (PA)
If a child is at risk of becoming a persistent absentee (PA), then a referral form will
be completed to the EWS if the child has unauthorised absences. However, if the
absences are due to illness or other medical reasons, a referral will be made to the
School Nurse or other medical professionals to seek advice.
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Persistent Absentees (PA)
Every half term, the EWS remote into the school attendance system. They pull off
the attendance of those children who have missed a pre-determined number of
sessions (equivalent to 90% or less). The EWS service will then contact the school
regarding the attendance. These pupils are considered persistent absentees. From
September 2015, the new PA figure is 90% or below. The table below gives a
breakdown of absence days per term to be considered as a PA:
Term
Term 1
Term 2
Term 3
Term 4
Term 5
Term 6

Number of days absent
3.5 days absence or more
7 days absence or more
10 days absence or more
12.5 days or absence or more
15.5 days absence or more
19 days absence or more

Any further absences from this point will not be authorised unless medical evidence
is presented. Any hospital visits/stays will be discussed and support signposted.
Immediate Referral
Any child who has missed 20 sessions over a 10 week period will be referred to
EWS.
First Day Absence Procedures
Parents/carers are requested to inform the school by telephone/text, in person or via
a representative, on the first day of absence. Children who are off school with an
illness must not be out in the community unless attending a medical appointment or
this will be deemed as an unauthorised absence.
Miss Ratcliffe, Attendance Officer will contact parents/carers of non-attendees on
first day of absence where possible. Increased use of text messaging service is
improving replies from parents/carers.
This contact will either be through:
 the ‘Text Messaging’ service (School Comms) to mobile phone
 the School Gateway app
 a telephone call
 a home visit
This is for all pupils and targeted groups of poor attenders. The target groups are
reviewed regularly.



First Day Absence report is printed off between 9.30 - 10am and a text
message is sent to all absent pupils, who have not already contacted
school.
If no communication has been received by the above time, each child
receives either a phone call or a home visit to ascertain the reason for the
absence. All phone calls and visits are recorded daily.
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Integrating pupils who have been absent for an extended period of time or
never attended school before
At Crabtree Farm Primary School we find three main types of pupils that need
reintegrating successfully back into education and school. These are:
 Children who have got to the age of six or seven years and never attended
a school before;
 Children who have had a lengthy period in hospital;
 Parents/carers who have had difficulty in getting their child into school for
whatever reason.
For all of the above an initial meeting is held with the parents/carers, EWS and the
Headteacher to discuss and agree a programme that will benefit the child. In
exceptional medical circumstances a school health worker will be invited to attend
the meeting. The agreed programme is put into place at the earliest convenience,
with follow up meetings to discuss progress / worries.
Strategies to improve attendance rates














The school to be aware of the reason for absence on the first day.
Miss Ratcliffe to telephone/text home/home visit.
Record verbally given reasons for absence in writing in the ‘Absence book’
and mark electronic register accordingly.
All absences to be monitored by Miss Ratcliffe.
Inform parents/carers if attendance percentage of child falls below 90%.
Miss Ratcliffe to hold meetings in school with parents/carers and
headteacher to discuss attendance levels if no improvement is made.
Attendance of all pupils to be monitored by school
Parents/carers of children falling below 90% will be classed as a Persistent
Absentee from September 2015 and will be required to attend an absence
interview with the Attendance Officer.
Miss Ratcliffe and the headteacher to meet to oversee and address
current outstanding difficulties.
Breakfast club in place (Covid-19 allowing) for those with punctuality
issues.
Miss Ratcliffe to provide half-termly attendance statistics to headteacher.
Headteacher/Attendance Officer will talk to parents/carers of new intake
children.
Attendance and punctuality statistics will be mentioned in the newsletters.

Parent/Carer Meetings
Parents/carers may be invited into school to discuss the attendance and or lateness
of their child/children if:
 Overall attendance is below 95%
 Your child is continually late
 There is no improvement in either lateness and or attendance
 Your child is deemed to be at risk of becoming a persistent absentee (PA)
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An unauthorised holiday is taken

Collecting Children After School
We reserve the right to refer families to Social Care for children who are repeatedly
not collected by parents/carers at the end of the school day as we consider this to be
wilful neglect.
The school also reserves the right to take children, who are not collected, to the local
police station when the parent/carer cannot be contacted to find out why the
child(ren) have not been collected.
Setting Targets
Targets for attendance for the academic year are set within the Annual Performance
Review APR during the autumn term by the Chair of Governors, LA Advisor, deputy
headteacher and headteacher. These are realistic targets based upon the previous
year’s attendance figures. Any targets not successfully reached are analysed and
discussed with Governors.
Attendance is an agenda item within Governing Body meetings that is monitored and
discussed regularly. Discussions include patterns and trends for individual classes
along with comparative data for other schools when available. In addition to this a
section on attendance is written into the termly headteacher report for Governors.
Attendance percentages for each class are shared regularly with the whole staff
team within a briefing / staff meeting.
At the end of each half term an attendance breakdown for every pupil with less than
90% attendance is created. This is then discussed with staff and the Attendance
Officer.
Racial Equality & Equal Opportunities
All children have equal access and inclusive rights to the curriculum regardless of
their age, gender, race, religion, belief, disability or ability. We plan work that is
differentiated for the performance of all groups and individuals. At Crabtree Farm
Primary School we are committed to creating a positive climate that will enable
everyone to work free from racial intimidation and harassment and to achieve their
full potential.
Pupil’s attendance patterns are reported to:
Parents/Carers
 On the front cover of the annual written reports
 Twice yearly at open evenings in the autumn and spring terms
 Once at the informal open evening in the summer term

ATTENDANCE AND PUNCTUALITY POLICY
EVERY CHILD, EVERY CHANCE, EVERY DAY, WORKING TOGETHER




Through ongoing conversations, correspondence and meetings with
parents/carers throughout the year to air concerns and praise increased
attendance
Through attendance statistics that are published in the school profile

Staff
 Information is available for staff to monitor attendance on an immediate and
long term basis using a comprehensive list of reports from SIMs.
Transfer Schools
 Passing on of common transfer forms
 National Curriculum assessment records
 Passing on annual written reports
Local Authority and the Department for Education (DfE)
 Attendance returns

This policy will be reviewed in December 2021.
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Appendix 1
Register Codes – in line with SIMS
Code

Description

/

Present am

\

Present pm

B

Educated off site (not Dual Reg)

C

Other authorised circumstance

D

Dual registration

E

Excluded

G

Family Holiday (not agreed)

H

Family Holiday (agreed)

I

Illness

J

Interview

L

Late (before the close of register)

M

Medical/Dental appointment

N

No reason yet provided

O

Unauthorised absence

P

Approved sporting activity

R

Religious observance

S

Study Leave

T

Traveller absence

U

Late (after the close of register)

V

Educational visit or trip

W

Work Experience

X

Non compulsory school age absence / not attending in
circumstances related to coronavirus (COVID-19)

--

All should attend, no mark recorded
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