
 

Introduction 

We believe that every child at Gillamoor CE Primary School has a fundamental right to be educated with 

good attendance being the key to personal development, learning and to achieve their full potential. 

Parents, carers and teachers have a duty to encourage maximum attendance at school. 

Aims  

• To maintain a high level of attendance so that pupils can achieve their full potential. 

• Promote a positive and welcoming atmosphere in which pupils feel safe, secure and valued. 

• To make attendance and punctuality a priority. 

• To work in partnership with parents and provide support, advice and guidance to parents/carers 

and pupils if required. 

• To promote opportunities to celebrate and reward pupil’s successes and achievements. 

• To raise the awareness of the importance of good attendance. 

• To recognise the needs of an individual pupil when planning reintegration following significant 

periods of absence.  

• To ensure that attendance is monitored effectively and reasons for absence are recorded promptly 

and consistently. 

 Gillamoor Church of England School 

Our rural and community focused school aims to enable everyone in our 

community to flourish through a focus on nurturing first the blade, then 

the ear, then the full grain (Mark 4:28); from the youngest child to the 

oldest member of the village. Inspirational learning through curiosity and 

commitment will encourage aspiration and the desire to be the best they 

can, in their work and through the respect, care and love they have for 

each other. Enabling a life lived in all its fullness. 
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Nurture Principles followed in school; 

• Children’s learning is understood developmentally. 

• The classroom offers a safe base. 

• Nurture is important for the development of wellbeing. 

• Language is understood as a viral means of communication. 

• All behaviour is communication. 

• Transitions are significant in the lives of children. 
 

Our Behaviours for Learning; 

• Help each other 

• Show independence 

• Be resilient and persevere 

• Take an active part in lessons 

• Show Active Listening 

• Complete your work 

Our School Values; 

• Honesty 

• Love and Care 

• Respect 

First the blade, 

then the ear, then 

the full grain.  
Mark 4:28 



• To ensure that systems are in place to identify and respond to the needs of different children’s 

reasons for absence. 

• To identify patterns of non-attendance at an early stage and working to resolve personal/social 

difficulties. 

• To promote good practice, which encourages children to take a pride in their attendance and 

punctuality rates. 

Context of the school attendance measures 

Parents are responsible for making sure that their children of compulsory school age receive a suitable full-

time education. This can be by regular attendance at school, at alternative provision, or otherwise (e.g. the 

parent can choose to educate their child at home). 

What is expected of families? 

• To do all they can to attend school regularly and punctually. 

• To be well prepared for the school day. For example had enough sleep and eaten breakfast. 

• To recognise that children’s achievement depends on good attendance.  

Parents need to know 

• We recognise that individual children and families may from time to time have problems. Or aim is 

to support regular attendance. 

• Lateness will be investigated and parents made aware of our expectations regarding prompt 

attendance.  

• The school is not obliged to accept parental notes where there is reason to doubt the validity of the 

explanation offered. 

• Parents need to be aware of curriculum requirements and be especially vigilant with regards to 

attendance during important academic times such as SATS. 

• Families should see themselves as partners with the school and instil respect for education and 

those who teach their children. 

• Parents need support their child and recognise educational achievements. 

• Parents need to ensure their child arrives at school on time, properly dressed, with the right 

equipment, and ready to learn. A reason should be offered for lateness. 

• No parent or carer can demand leave of absence as a right. An application for pupil leave in 

exceptional circumstances during term time should be completed as far in advance as possible and 

at least six week before the first date of the period of leave being requested. Each application will 

be individually considered. See Appendix 1. 

Strategies for improving punctuality and attendance 

Staff at the school are committed to doing all they can to ensure children attend punctually and regularly. 

In order to ensure that our attendance rates are good we: 

• Keep a record of those who arrive late each day. 

• Keep a record of parents and carers who have telephoned to explain their child’s absence; e.g. keep 

a record of parents and carers whom we have telephoned or left a message on the answering 

service. 



• Talk with parents and carers to identify whether support is needed for a particular problem. 

• Involve governors in our monitoring procedures. 

• Each term for attendance below 95% parents will be notified by letter and encouraged to get their 

child in to school as much as possible. 

• Each term for attendance below 90% parents will be notified by letter and encouraged to get their 

child in to school as much as possible, more regular monitoring will also take place. Where 

attendance is below 90% for 2 or more terms in succession with no reasonable evidence as to why,  

a referral may be made to the LA as there is a rick of persistent absence. This referral maybe to the 

prevent or health team where a child has had a lot of time off due to illness 

• Each term for attendance below 85% parents will be notified by letter and encouraged to get their 

child in to school as much as possible, more regular monitoring will also take place. A referral may 

also be made to the LA as this is persistent absence. This referral maybe to the prevent or health 

team where a child has had a lot of time off due to illness.  

• Award 100% attendance certificates to pupils. 

Authorised absence 

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

reason and the school has received notification from a parent or guardian. For example, if a child 

has been unwell and the parent telephones and writes a note to the school to explain the absence. 

• Only the school can make an absence authorised. Parents do not have this authority. Consequently 

not all absences supported by parents will be classified as authorised. For example, if a parent takes 

a child out of school to go shopping during school hours, this will not mean it is an authorised 

absence. 

Unauthorised absence 

• An absence is classified as unauthorised when a child is away from school without the permission of 

both the school and a parent. 

• Therefore the absence is unauthorised if a child is away from school without good reason, even 

with the support of a parent. 

Registration and Procedures 

• Children must attend school punctually and regularly. 

• Lessons start at 9.00am and children may arrive at school from 8.45am and should be ready to start 

lessons at 9.00am 

• Registration period is 10 minutes after classes start. 

• Any child arriving after 9.00am but before 9.10am is late and is marked L (authorised late) the 

attendance and dinner registers are then amended with the child being marked late. 

• All registers are closed at 9.10 am and any arrival after this time is marked as unauthorised absence 

(unless the child is late because of a valid, agreed prior appointment). 

• If a child is absent, parents and carers are asked to telephone, or e mail,  the school on the first day 

of absence by 9.10am and send a note of explanation, or an e mail, when they return so that the 

absence is not recorded as “unauthorised ” 

• If we do not receive a telephone call or message on the first day of absence by 9.10am we 

telephone the child’s parent or carer to ask why the child is not in school. 



• If we have previous concerns about a child’s welfare e.g. the child is on the child protection register 

or we believe could be in danger, we notify our ESW and/or the police or Social Services at the end 

of the first day of absence. 

A reason for absence is always required. The school will decide if it wishes to authorise the absence. This 

decision is made within the guidance set out in the 1996 Education Act which identifies the following as 

acceptable reasons for absence, 

• The child is ill or prevented from attending school by unavoidable cause. 

• The child is absent on days exclusively set apart for religious observance in their particular faith. 

• The child is absence with “leave” due to exceptional circumstances. 

Leave of absence in term time 

From September 2013 the head teacher can only authorise leave of absence in term time under 

exceptional circumstances. The following are examples of the criteria for leave of absence, which may be 

considered as ‘exceptional’: 

• Service personnel returning from active deployment 

• Where inflexibility of the parents’ leave or working arrangement is part of the organisational or 

company policy. This would need to be evidenced by the production or confirmation from the 

organisation/company 

• Where leave is recommended as part of a parents’ or child’s rehabilitation from medical or 

emotional problems. Evidence must be provided. 

• When a family needs to spend time together to support each other during or after a crisis 

This is not an exhaustive list the head teacher will consider the individual circumstances of each case when 

making a decision on this matter. Leave is only acceptable against exceptional circumstances and will not 

be granted on the basis of attendance record, academic performance or the ‘experience’ offered by being 

out of school. Where a headteacher feels that there may be exceptional circumstances which does not fit 

the criteria, they may refer to the local authority for advice. The decision of the Headteacher is, however, 

final. 

The ability to access a reduced cost of a holiday does not constitute an exceptional circumstance. 

Long-term absence 

• When children have an illness that means they will be away from school for over five days, the 

school will do all it can to send material home, so that they can keep up with their school work. 

• If the absence is likely to continue for an extended period, or be a repetitive absence, the school 

will contact the support services, so that arrangements can be made for the child to be given some 

tuition outside school. 

School Attendance Orders 

If it appears to the local authority that a child of compulsory school age is not receiving a suitable 

education, either by regular attendance at school or otherwise, then they must begin procedures for 

issuing a School Attendance Order. The order will require the child’s parents to register their child at a 

named school. If they fail to comply with the order the parent can be prosecuted. 



Prosecutions by local authorities 

If a child of compulsory school age fails to attend regularly at a school at which they are registered or at a 

place where alternative provision is provided for them the parents may be guilty of an offence and can be 

prosecuted by the local authority. Only local authorities can prosecute parents and they must fund all 

associated costs. Local authorities should consider the Attorney General’s Guidelines for Crown 

Prosecutors in all prosecution cases. 

Local authorities must conduct all investigations in accordance with the Police and Criminal Evidence 

(PACE) Act 1984. 

Local authorities have the power to prosecute parents who fail to comply with a school attendance order 

(section 443 of the Education Act 1996) or fail to ensure their child’s regular attendance at a school 

(section 444 of the Education Act 1996). 

Section 444 has two separate but linked offences: Section 444(1): where a parent fails to secure the child’s 

regular attendance; and section 444(1A) where a parent knows that the child is failing to attend school 

regularly, and fails to ensure the child does so. Section 444ZA applies the offence to where parents fail to 

secure the regular attendance of their child at a place where alternative provision is provided. There are 

statutory defences for parents to use under the Act. The fines available to the courts if parents are found 

guilty of the section 444 (1) offence include a level 3 fine of up to £1,000. If they are found guilty of the 

section 444 (1A) the fine is at level 4, up to £2,500 and the court can also sentence them to imprisonment 

for up to three months. Local authorities have the power to prosecute parents of pupils found in a public 

place during school hours after being excluded from school. The fine is a level 3 fine of up to £1,000 10. 

Education Supervision Orders The local authority must consider applying for an Education Supervision 

Order (ESO) before prosecuting parents16. A local authority may apply for an ESO instead of or as well as 

prosecuting parents. The order is placed on the child and the local authority is appointed by the court to 

supervise that child’s education either at a school or at home for a specified period of time. 

Penalty Notices 

Penalty notices are fines of £60/£120 imposed on parents. They are an alternative to the prosecution of 

parents for failing to ensure that their child of compulsory school age regularly attends the school where 

they are registered or at a place where alternative provision is provided. Penalty notices can be issued to 

each parent liable for the attendance offence or offences. 

Penalties can be used where the pupil’s absence has not been authorised by the school. Penalties may also 

be issued where parents allow their child to be present in a public place during school hours without 

reasonable justification during the first five days of a fixed period or permanent exclusion. The parents 

must have been notified by the school at the time of the exclusion of this and the days to which it applies. 

 The Education (Penalty Notices) Regulations 2007 set out the details of how the penalty notice scheme 

must operate. This includes a requirement that every local authority must draw up and publish a Code of 

Conduct for issuing penalty notices, after consulting all schools, including academies, and the police. The 

code should set out the criteria that will be used to trigger the use of a penalty notice. These could include: 

a number of unauthorised absences, perhaps within a rolling academic year; one-off instances of irregular 

attendance such as holidays taken during term time without the school’s permission; and where an 

excluded child is found in a public place during school hours without a justifiable reason. 



The local authority administers the scheme for all schools in its area, including academies and Free Schools. 

Payment of Penalty Notice 

From the 1st September 2013 the penalty is £60 if paid within 21 days of receipt rising to £120 if paid after 

21 days but within 28 days. The payment must be paid direct to the local authority. The parents can only 

be prosecuted if 28 days have expired and full payment has not been made. 

There is no right of appeal by parents against a penalty notice. If the penalty is not paid in full by the end of 

the 28 day period the local authority must decide either to prosecute for the original offence to which the 

notice applies or withdraw the notice.  

Can schools decide whether parents should be prosecuted or not? No. Only local authorities can make 

decisions on whether parents should be prosecuted for school attendance offences. All schools (including 

academies) have a duty to refer regular absence (authorised and unauthorised) to the relevant local 

authority. This may include any evidence to show how they supported the pupil and parent to improve 

attendance. It is for each local authority to judge each referral on its own merits and make a decision on 

the next probable cause of action. 

It is the statutory duty of local authorities to carry out investigations including witness statements leading 

up to prosecutions. Local authorities should conduct all investigations in accordance with PACE and 

Attorney General’s Guidelines for Crown Prosecutors Local authorities cannot delegate this function to 

schools (including academies) or charge them for this service. 

Monitoring and review 

• It is the responsibility of the governors to monitor overall attendance, and they will request an annual 

report from the headteacher. The governing body also has the responsibility for this policy, and for seeing 

that it is carried out. The governors will therefore examine closely the information provided to them, and 

seek to ensure that our attendance figures are as high as they should be. 

• The school will keep accurate attendance records on file for a minimum period of three years. 

• Class teachers will be responsible for monitoring attendance in their class, and for following up 

absences in the appropriate way. If there is concern about a child’s absence, speak to the 

Headteacher immediately. If there is a longer-term general worry about the attendance of a 

particular child, this will be reported to the head teacher, who will contact the parents or guardian. 

• This policy will be reviewed by the governing body every year, or earlier if considered necessary. 
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