
Ingleton Church of England Primary School 
 

ATTENDANCE POLICY 
 

1. Statement of Intent  
 
Ingleton Church of England Primary School recognises the importance of full attendance and aims 
to ensure that all pupils achieve and maintain high standards of attendance and punctuality.  
Regular attendance and punctuality is a prerequisite to a good education and therefore is a priority 
for the school. Ingleton Primary School is committed to providing a full and inclusive educational 
experience for all pupils.  
We aim to develop pupils to their full potential; parents have a responsibility to aid the education 
process by ensuring that pupils attend the school regularly, on time, and in a suitable condition to 
learn.  
Irregular attendance is likely to place the child at an educational disadvantage. As a school, 
therefore, we aim to pursue the goal of regular pupil attendance. In this matter the partnership 
between school and home is important. School aims to develop children to their full potential; 
parents have a responsibility to aid the education process by ensuring that children attend school 
regularly, on time, properly dressed and in a suitable condition to learn.  
We expect our parents to value the school and their child’s education and to support our school’s 
procedures.  
 
2. School Attendance – The Statutory Framework  
Education Act 1944 – Establishes the duty of parents to ensure regular attendance of pupils.  
Pupil Registration Regulations 1995 (amended) gives school discretionary powers to grant leave 
for the purpose of a family holiday in term-time.  
The Education (Pupil Registration) Regulations 1997 (amended) provides the new registration 
categories of Approved Educational Activity. (Amended Regulation 3(2), (3), (5) of the Education 
Regulations 1995).  
Education Act 1996 places a legal obligation on the Local Authority to provide education suitable 
to a child’s age, aptitude and ability and to any special educational needs they may have and also 
Section 444 states that “The parent of a child of compulsory school age registered at school and 
failing to attend regularly is guilty of an offence punishable by law”.  
Education Act 2002 (Section 53) enables an overall absence target to be set, covering authorised 
and unauthorised absence, supporting school improvement and raising community awareness of 
the issue (September 2003).  
The Anti-Social Behaviour Act 2003 made provision for Penalty Notices (section 23(1)) to be 
issued in certain cases of unauthorised absence. The Penalty (fine) will require the parent of a 
child of compulsory school age, whose attendance has been unsatisfactory, to pay £50 if paid 
within 28 days or £100 if paid within 42 days.  
 
Attendance Records 
Parents and Carers are informed of their child’s attendance termly in the pupil report sent home. 
 Attendance figures are reported termly to the governors in the Head’s Report. The school aims to 
promote, among parents/carers and children, a high level of awareness of the need for regular and 
prompt attendance.  

 Parents/carers are advised of the school’s expectations during the induction meetings for new 
children.  

 Parents/carers are reminded regularly in newsletters and the school’s website of the importance 
of good attendance and timekeeping.  
Parents are requested to ring school by 10.00am to notify us that their child is absent. The school 
will then authorise absences that are due to sickness.  
 



3. Registration  
There is a legal requirement upon schools to keep an attendance register on which, at the 
beginning of each morning and afternoon sessions, pupils are marked present or absent. The 
Education (Pupils Attendance Record) Regulations 1991 introduced a further requirement that 
attendance registers must show whether an absence of a pupil of compulsory school age is 
authorised or unauthorised.  
 



Both staff and pupils should see that taking of registers as an integral part of the school day, as 
was indeed intended in law. Particular attention should be paid to accurate registration and to the 
preservation and security of registers.  
The register in this school is kept electronically and staff use symbols, as indicated in the 
attendance programme, to denote pupil attendance and any absence. This can then be collated 
for the school’s attendance records. 
In accordance with current legislation, each class in school has an attendance register. It is school 
policy that registers are completed by 9:10 a.m. in the morning and 1:10 p.m. in the afternoon. 
It is our policy to record a late mark for children who arrive at school after class registration has 
taken place.  
We believe that pupils arriving late seriously disrupt their work and that of others. Our policy is to 
encourage punctuality. 10 minutes will be allocated for registration purposes at the beginning of 
each session. Children will be recorded as being late once registration has taken place.  
 

 
4. Absence 
 It is the parent’s /carer’s responsibility to inform school of the reason for a child’s absence. We 
would like to receive notification as soon as the child is absent from school. If parents do not 
contact school on the first day of their child’s absence, the parents may be contacted to ascertain 
reasons for the absence and offer advice and support where appropriate. It is important that 
contact with parents early in the absence to ensure that parents are aware that the school is 
concerned about their lack of attendance.  
A child’s absence will be recorded as unauthorised if no satisfactory explanation is given for 
absence or if the school considers the information received from a parent/carer is not an 
acceptable reason for absence.  

Parents/carers will be informed of their child’s low attendance level and invited to discuss their 
child’s attendance when a child’s attendance drops below 90% for no specific medical or other 
acceptable reason.  
 Where a pattern of unauthorised absence persists or attendance does not improve, despite the 
school’s involvement, the Educational Welfare Officer will be contacted and asked to visit the 
home.  
 The School Secretary monitors attendance daily and telephones home for a reason for absence.  

 If the School Secretary is concerned about the level of attendance or punctuality of any pupil she 
informs the Head teacher.  

 
An excessive amount of unauthorised absence can seriously disrupt continuity of learning and 
encourage disaffection. We must be alert to emerging patterns of authorised absence. We may 
authorise absence retrospectively where we are satisfied as to the explanation offered. Absences 
of pupils of compulsory school age without valid reason or for which no explanation has been 
provided will be treated as unauthorised.  
Section 444 of the Education Act 1996 provides that no offence is committed where a pupil of 
compulsory school age is prevented from attending school by reason of illness. If we are satisfied 
that a pupil is absent as a result of illness the absence will be treated as authorised.  
 
 
 
If a pupil has a  

 



long-term absence due to illness or a medical condition, Ingleton School will make a referral to 
home or hospital tuition.  
Where we have reason to doubt the validity of an explanation offered in respect of a particular 
absence, further information will be requested by the teacher from the child’s parents. If the school 
continues to be dissatisfied then the absence will be treated as unauthorised.  
Where there is doubt about the authenticity attributed to illness, the School or the Education 
Welfare Officer can refer the matter to a doctor working in the School Health Service to arrange a 
special medical, or to make contact with the pupil’s GP.  
Leave for medical or dental appointments will be given (i.e. the absence will be authorised) where 
confirmation has been received from the parent (either in person, in writing or by a telephone call) 
or on production of an appointment card. To minimise absence from school, parents are requested 
to return children to school after medical and dental appointments if they are well enough to be at 
school (i.e., following dental check ups or routine appointments).  
School staff will monitor absence through the use of SIMS Attendance Manager. Teachers are not 
asked to do analysis of attendance but are asked to make use of the outcomes of analysis which 
may have relevance to pupil achievement.  
The Education Act 2002 enables us to set an overall absence target, covering authorised and 
unauthorised absence.  
 
Term-time Holidays  
 
 The current regulations allow Head Teachers to grant leave of absence for the purposes of a 
family holiday during term-time in "special circumstances" of up to 10 school days per year. Head 
Teachers can also grant extended leave for more than 10 school days in exceptional 
circumstances.  
 
 Amendments to the 2006 regulations remove references to family holidays and extended leave as 
well as the 10 day threshold.  
 
 The amendments make clear that Head Teachers may not grant any leave of absence during 
term-time unless there are exceptional circumstances. Head Teachers should determine the 
number of school days a child can be away from school if the leave is granted.  
 
Penalty Notice 
 The 2007 Penalty Notice Regulations set out the procedures for issuing penalty notices (fines) to 
each parent who fails to ensure their children's regular attendance at school, or fails to ensure that 
their excluded child is not in a public place during the first five days of exclusion. Parents must 
currently pay £60 if they pay within 28 days; or £120 if they pay within 42 days.  
 
Amendments to the 2007 regulations will reduce the timescales for paying a penalty notice. From 
1 September 2013 parents must pay £60 within 21 days or £120 within 28 days. This brings 
attendance penalty notices into line with other types of penalty notices and allows LAs to act faster 
on prosecution.  
 
Fixed Penalty Notices can  now be issued to all parents/carers  who have parental responsibility 
and can be traced. In practice this means that both Father and Mother will receive separate fines 
and in cases of unauthorised holidays in term-time relating to more than one child in the same 
family, the fines are multiple, as each child’s absence is classed as a separate offence  
 

 
 
5. Reporting of Absence Procedure  
Parents/carers are expected to telephone school or send a note on the first day of their child’s 
absence. This will allow the class teacher to interpret the category of absence. If information is not 



received, the school will contact the parent/carer to discover the cause of the absence. If the family 
is not on the telephone a letter may be sent.  
The teacher will keep all notes and records of telephone messages and a record of any verbal 
explanations, dated, in the register. When returned to the school office the School Office will check 
all registers for notes and explanations before contacting parents/carers  of those children who are 
absent.  
If no response follows within three school days, the matter will be taken up with the Headteacher 
who will send a further letter. However, if this has no result the Head teacher will mark the 
absences as unauthorised and inform the Educational Welfare Officer (EWO).  
Parents should complete a Leave of Absence Form /Holiday Form which they may obtain from the 
school office if they intend to remove their child from school for any purpose. It should be 
completed and returned to the child’s class teacher before the absence.  
When the request is for holiday the school will check the amount of holiday already taken that 
school year and will consider the impact the absence from school will have on the child’s 
education and whether the absence is ‘exceptional’.  If the decision is made that the holiday can 
be authorised, this will be indicated on the Leave of Absence/ Holiday form and return to parents/ 
carers,  which also reminds them that it is up to the school to authorise the absence. If the decision 
is made that the holiday cannot be authorised (unauthorised absence), parents may be contacted 
to come and speak to the Head Teacher. If, following this meeting, the holiday request is still 
declined, the Head Teacher will send a formal letter to the parent/s detailing the reasons for 
refusal to authorise the absence. Any requests that are declined should be reported to the EWO, 
whom in turn will send a penalty notice warning letter to the parents.  
A penalty notice can be issued to parents for taking their child out of school for the purpose of a 
holiday, if the absence is not authorised by the Head Teacher. The penalty notice would be issued 
by Durham County Council following consultation with the EWO.   

 



Parents do not have a legal right to take children out of school on holiday. The law says 
that schools have the discretion to grant up to 10 days authorised holiday in one school 
year. This is at the discretion of the Head Teacher only. Up to 10 days of holiday period will 
be considered for authorisation in any academic year. Consideration will be given to all 
holiday requests on an individual basis.  
Where a pupil is present for registration but then has to attend an appointment, school need take 
no action beyond recording the fact that (for the purpose of emergency evacuation) the pupil, 
although registered, is not physically present. Similarly the school must note the presence of a 
pupil (again for purposes of emergency evacuation) who was not there when the register was 
being taken but returns later from an appointment.  
 
6. Categorising Absence  
Our policy deals in general with the categories of absence and cannot cover every eventuality. It 
will be necessary on occasion to exercise reasonable discretion when investigating some 
absences. However the following key points must be remembered:  
Registered pupils of compulsory school age are required by law to be in school  

Whilst it is right that schools should recognise that individual pupils and families have problems the 
aim should always be to expect regular attendance  

Lateness should be actively discouraged  

Where a pupil is absent without prior authorisation an explanation is required. If one is not 
forthcoming (for whatever reason) or cannot be sought by the school, the absence must be treated 
as unauthorised and the register completed accordingly  

We are not obliged to accept parental notes where there is reason to doubt the validity of the 
explanation offered  

Explanations such as minding the house, looking after other children, or shopping trips within 
school hours will not be acceptable reasons for absence  

Parents should not expect, or be led to expect, that, as of right, schools will agree to family 
holidays during term time. Each application will need to be considered on its merits  

Even where absence is authorised, we should be alerted to emerging patterns of absence, which 
may seriously disrupt continuity of learning  

In promoting regular attendance, we will work in partnership with appropriate Local Authority and 
external agency personnel.  
 
7. Lateness  
It is our policy to actively discourage late arrival. In recognition of local circumstances (such as bad 
weather or occasional public transport difficulties), we may keep registers open for a reasonable 
period.  
For registration to mean anything at all, a firm line will be taken on late arrivals. To do otherwise 
undermines the whole purpose of registration and may serve to encourage other pupils to arrive 
late. Particular attention will be paid to emerging patterns of late arrival.  
Anyone arriving late must report to the School Office, and the child’s name and class will be 
entered in the relevant late book. A late mark will be recorded in the class register for that date, for 
that child.  
In responding to lateness, we will of course need to take account of the individual circumstances of 
each case. In some instances enquiries may reveal that the late arrival stems from difficulties at 
home or other genuinely unavoidable circumstances, such as transport. The school will seek an 
early meeting with parents of those pupils who persistently fail to arrive on time with valid reason 
and look at ways to improve attendance and punctuality in future. If the parents do not have any 
valid reason for the child’s persistent lateness the school will monitor the situation. If no 
improvement is noted as a result of the monitoring plan, the EWO will be notified.  

 



8. Role of Education Welfare Officer (EWO)  
The role of the designated Officer is to:  
Liaise, where appropriate, between home and the school (following school intervention)  

Investigate irregular attendance or lateness which may give rise to concerns that a child may be at 
risk  

Complete a regular register check; giving feedback and advice on improving attendance  

Ensure the school is keeping accurate and appropriate records for attendances and its systems 
and practices are robust  

Enforce the Local Authority Statutory Duties to secure school attendance where applicable  

Advise and or assist school in setting attendance targets.  

Liaise with other agencies to support the child and/ or the family.  
 
9. Referral to the EWO  
Referral to the EWO will be made in the following circumstances:  
Absence is regular and/or repeated and therefore affecting the child’s education  

When a pupil has been absent for two consecutive weeks and the absence is unauthorised the 
child can be referred to the EWO as ‘missing’  

The intervention by school has failed to secure a pupil’s regular attendance.  
 
Referrals can only be made through the designated members of staff. A referral form will be 
completed for each pupil. Information regarding school interventions will also be shared with the 
EWO as evidence.  
Progress reports on referrals will be given to the school at regular intervals by the EWO (as agreed 
between school and the EWO).  
When making a referral to the EWO, it is important that the following information is included:  
Parents/pupils attitudes towards school  

Parental reasons for non-attendance  

Action taken by school to resolve any identified problems  

Information regarding any special educational needs the pupil may have academic attainments 
and support being provided by the school  

Information regarding potential aggression from the parents.  
 
10. Role of the school in Monitoring/Improving Attendance  
To promote and safeguard the welfare of the children that the school comes into contact with  

To contact parents/carers on the first day of absence to ascertain reasons for missing school  

To work with pupils on a one-to-one or group basis to identify and work out any barriers to good 
school attendance  

To be an integral part of schemes and initiatives in the school aimed at improving pupil attendance 
and improving punctuality  

To liaise with teachers over the attendance of pupils and to establish early contact with 
parents/carers  

To assist in the development and evaluation of strategies aimed at resolving issues relating to 
non-attendance and lateness  

To assist in the speedy and effective exchange of pupil information between schools following the 
transfer of a pupil  

To assist in the induction of children into the school with regard to the general ethos of the school, 
rules and behaviour guidelines  

To work in partnership with pupils, parents/carers, school staff, the Local Authority, relevant 
agencies and support units  
 

 



 
To support and motivate parents on matters relating to attendance and behaviour  

To prepare and present reports as necessary, to maintain appropriate records and statistics  

To assist the Head Teacher in the preparation of information relating to attendance  

To have due regard to confidentiality, child protection procedures, health and safety issues, 
appropriate statutory requirements and relevant policies of the Local Authority.  
 
11. Rewarding Good Attendance and Punctuality  
As well as taking appropriate action against parents who fail to secure the regular attendance of 
their children, we will take steps to reward good attendance and punctuality at Ingleton School 
when the need arises.  
 
12. Improving Punctuality  
When children are regularly late for school weekly or a pattern is emerging over a period of time, 
the class teacher will bring this to the attention of the Head teacher who will then arrange an 
appointment to discuss this with the parents/carers  

If unauthorised lateness persists it may be necessary for the school to Register the child as a 
Cause for Concern and invite the parent/carer to come into school to discuss targets set for their 
child  

However, if this causes no improvement or if the improvement is short lived Head teacher will 
bring it to the attention of the EWO . 

There will be regular half termly reviews of the achievement of the targets set.  
 
 
  
Signed – Mrs Judith Pressley 
Head teacher  
 
Autumn 2016 
 
 
  
 


