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POLICY: Attendance Policy  

DATE IMPLEMENTED : July 2018 

REVIEW DATE: July 2019 

 
Aim 
We aim to provide an environment, which encourages all our pupils to attend school every 
day available to them. This is vital if we are to ensure they succeed in school and in their 
future lives.  The whole school community recognises its responsibility for promoting 
excellent attendance: (Parents/Carers, pupils and all school staff). 
 
Parents/Carers/Carers’ responsibilities 
The Education Act 1996 states that all children should attend school every day available 
to them and punctually. Section 444 of the Act says:-  
"If a child of compulsory school age who is a registered pupil at a school fails to attend 
regularly at the school, their parent is guilty of an offence".   
If a pupil is prevented from attending school because of sickness or other unavoidable 
cause, it is the responsibility of the parent to notify the school of the pupil's absence. This 
should be by telephone on the first day of absence and confirmed in writing.  
Parents/Carers should avoid making medical/dental appointments for their children during 
school hours. 
 
School's responsibilities 
All the staff at Riverwalk School place a high value on regular attendance and good 
punctuality.   
School staff are responsible for ensuring that pupils have good attendance by: 
          

• ensuring that attendance registers are kept accurately; 

• differentiating appropriately between authorised and unauthorised absence (a 
letter or message from a parent does not in itself authorise an absence - only the 
Headteacher can decide whether the parent's explanation justifies authorising the 
absence); 

• responding to absenteeism firmly, consistently and with care; 

• informing the Headteacher when concerned about a pupil’s absences, so that 
Parents/Carers can be contacted; 

• informing the Headteacher if a pupil’s attendance continues to give cause for 
concern, so that the Education Welfare Officer can be contacted: 

• promoting regular school attendance (for example, by contacting Parents/Carers if 
Parents/Carers have not contacted the school); 
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In addition, our Home-School Agreement includes clear understanding about attendance 
and punctuality. 
 
The named members of the Senior Leadership Team responsible for attendance are 
Kenneth Spence, Deputy Headteacher (Secondary Department) and Andrew Severn, 
Deputy Headeacher (Primary Department) and the named member of the Governing Body 
is Chris Hodgson. 
 

Reviewing the policy 
The school will review this policy when appropriate with its allocated Education 
Welfare Officer or annually whichever comes first. 
 

 
A Guide for Parents/Carers 
 

When does my child need to be in School? 
Your child should be ready in good time for the transport to ensure that they arrive in 
school on time. The school day starts at 9:00 am and ends at 3:00 pm (for statutory school 
age pupils). 
 
Does the School need letters explaining my child’s absence or will a phone call do? 
We would expect a parent to contact the school on the first day of every absence.  If you 
do not contact us, we will phone you.  If we do not receive an explanation for absence, or 
if the explanation is unsatisfactory, we will not authorise the absence, and this will be 
shown on your child’s annual review report. 
 
What reasons will the school accept for absence? 
 

• the school has granted leave of absence; 

• the child is prevented from attending school because sickness or some other 
unavoidable cause; 

• the child is absent for a day of religious observance in the parents’ religion; 

• the child lives more than 2 miles (in the case of a child under 8) or 3 miles (in the 
case of a child aged 8 or over) from the school and the local education authority has 
failed to provide transport.  (It is not a defence where no transport has been provided 
because parents have chosen to register their child at a school outside the 
immediate area). 

 
Expect in the case of illness, you should ask for permission for your child to miss school 
well in advance, giving full details. In cases of recurring absence through illness, you may 
be asked to produce a medical certificate. 
 
Will the school contact me if my child is absent? 

• Parents should inform the school on the first day of absence regarding sickness or 
other unavoidable cause for non-attendance. 

• Where possible, make routine medical/dental appointments after school or during 
school holidays. 

• The school will phone you, if we have not heard from you. This is to ensure your child’s 
safety, as well as their regular school attendance. 
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If we are concerned about aspects of your child’s attendance or punctuality we will contact 
you to discuss the best way forward. 
 
Can we take leave of absence during term-time? 
Family holidays should, wherever possible, be taken during school holidays.  If, in 
exceptional circumstances, you need to request permission for your child to accompany 
you on a family holiday during term time, you should complete a holiday application form, 
at least three weeks in advance, stating the exceptional circumstances for why  the holiday 
must be taken in term time.   
 
What can I do to encourage my child to attend school? 
Make sure your child gets enough sleep and gets up early in plenty of time each morning. 
Ensure that he/she leaves home in the correct clothes and properly equipped. Show your 
child, by your interest, that you value his/her education. Contact your child’s class teacher 
and openly discuss your worries.  It is important that we identify the reason for your child’s 
reluctance to attend school and work together to resolve the problem. 
In some cases you may find it helpful to discuss the circumstances of your child’s 
difficulties with an Educational Welfare Officer.  The school may also refer you to an 
Education Welfare Officer who works with staff and families if difficult with attendance 
arise. The Education Welfare Officer can be contacted through the school office. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
A Guide for Staff 
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Registration 
 
Calling the registers: 

• Classroom teachers are responsible for attendance registers (a list of statutory 
register codes is attached) 

• Registers will be called promptly at 09:15 and 13:30 by the class teacher 
• Registers will close at 09:30 and 13:45 
• If a pupil fails to arrive before the register closes he/she will be marked absent 

 
Who will amend the register? 

• Office staff will amend the registers to indicate lateness if a pupil arrives after 
the register closes 

 
First Day calling 

• Office staff will call Parents/Carers on the first day a pupil is absent without 
explanation to establish reason for absence 

• Staff to inform office staff which Parents/Carers/carers to phone. 
 
Monitoring procedures 

• Attendance registers will be monitored half-termly by the office staff and the 
Education Welfare Officer, any concerns regarding attendance will be 
highlighted and passed to the Headteacher.   

 
Authorised/Unauthorised 
 
Providing an explanation is received, an absence can be authorised for: 

• Illness 
• Dental/medical appointments 
• Day of religious observance 
• Family bereavement 
• Exceptional circumstances eg family wedding 
• The pupil is not within walking distance and no suitable travel arrangements 

have been made by the LA 
 
It will remain unauthorised: 

• If no explanation is received from Parents/Carers 
• For shopping trips 
• For unexceptional special occasions eg birthdays 
• For family holidays where prior permission was not sought or was refused 

 
If staff are unsure how to mark the register they should consult with the Headteacher. 
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Keeping of Notes 
• Absence notes should be kept in the back of the class register.  These notes 

should be passed to the office staff for filing into individual pupil’s files 
 
Following up absences 

• Rapid responses are essential if there is no contact from the Parents/Carers 
• In cases where there is doubt about an explanation received, contact should be 

made with the parent 
 
Strategies employed to support pupils and Parents/Carers 

1. On a daily basis office staff will go through the registers and any absences will 
be noted.  If no explanation has been received school will attempt to contact the 
parent 

2. If the child returns to school with no written explanation of the absence a letter 
will be sent to the parent requesting this information* 

3. If a pattern of concern re attendance is developing the Headteacher will speak 
to the parent about their child’s pattern of absences 

4. If there is no significant improvement the Headteacher will contact the 
Parents/Carers and invite them into school to discuss attendance 

5. Once point 4 is reached the Education Welfare Officer should receive copies of 
all previous attempts made 
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Letter to Parents/Carers re: absence 

 

<<date>> 
 
«address_block» 
 
 
 
 
Dear «salutation» 
 
«forename» «surname» 
 
According to our records «forename» was not in school the date(s) shown below and as 
this is recorded as an absence from school, we require a written note confirming the 
reason for the absence(s). 
 
We ask that you phone us on 01284 764280 if your child is going to be absent but this 
should also be followed up with a written note confirming the reason for the absence. 
 
Will you please enter the reasons for «forename»’s absence next to the dates on the slip 
below and return it to «his_her» to school. 
 
Yours sincerely 
 
 
 
 
Jan Hatchell 
Headteacher 
------------------------------------------------- ------------------------------------------------------ 
 
«forename» «surname»      «class» 
 
«periods_of_absence» 
 
I have written the reasons for absence next to the dates. 
 
Signed ………………………………………………….. Date: ……………………….. 
Parent/Carer 
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Registers 

Statutory Requirements 

Do’s Don’ts 

• Ensure all sessions are marked and coded 
appropriately 

• Ensure all entries are in ink 

• Ensure all non-pupil days are clearly and 
correctly marked 

• Ensure all corrections are visible and an 
explanation given 

• Leave sessions unmarked – if a pupil is not 
present at registration put a red circle in the 
register. 

• Use pencil 

• Use correction fluid 

• Write on top of an existing code – add an 
explanation in the column below  the 
error/change 
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Statutory Requirements for Completing a Register 

Do’s 

Ensure all sessions are marked and coded appropriately 

Ensure all entries are in ink 

Ensure all non pupil days are clearly and correctly marked 

Ensure all corrections are visible and an explanation given 

Don’ts 

Leave sessions unmarked – if a pupil is not present at registration put a red circle in 
the register 

Use pencil 

Use correction fluid 

Write on top of an existing code – add an explanation at the bottom of the page 

 

A Reminder 

• A Register is a legal document 

• It can be called to court for evidence (not just for education cases) at any time 

• There are statutory regulations in place which govern how a Register should be 
kept 

• Schools are required by law to mark their Attendance Register at the start of the 
morning session and once during the afternoon session  

• A Register must never remain unmarked in anticipation of a reason for absence 
being given  

 

Good Practice 

• Ensure that your register has the correct date at the top of the page 

• Ensure that you use a consistent pen colour (guidelines state black/red only) 

• Ensure that your register is free of notes – these should be filed away regularly 

• Ensure that the pupil details are correct at all times (ie legal names used and 
addresses updated) 

• Registers must not be take off the school premises 

 
Measuring the Impact of the Policy  
 
This policy will be evaluated and monitored via a termly report presented to the 
Teaching and Achievement Committee for the impact on pupils, staff, Parents/Carers 
and carers from the different groups that make up our school.  


