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INGHAM SCHOOL ATTENDANCE POLICY September 2018 

 

The school aims to work together with parents to ensure that all children registered at the school 
attend both regularly and punctually. 

 
Aims: 
It is recognised that 

 

 All pupils of statutory school age have an equal right to access an education in Ingham 

School in accordance with the National Curriculum regulations. 

 No pupil should be deprived of their opportunity to receive an education that meets their 

needs and personal development. 

 In the first instance it is the responsibility of pupils and their parents to ensure attendance at 

school as required by law. 

 Many pupils and their parents may need to be supported and rewarded at some stage in 

meeting their attendance obligations and responsibilities. 

 Situations beyond the control of pupils and /or parents may impact on attendance. We will, 

with agreement and support of parents, work in partnership with external agencies to resolve 
these. 

 
The vast majority of pupils want to attend school to learn, to socialise with their peer group and to 
prepare themselves fully to take their place in society as well-rounded and responsible citizens, with 

the skills, knowledge and understanding necessary to contribute to the life and culture of their 
communities. 

 
Parents' Responsibilities 

 Parents have a legal duty to ensure that children of compulsory school age attend on a regular 

and full-time basis. 

 Parents should ensure that if their child is to be absent from school for any unavoidable reason 

such as sickness they should contact the school as soon as possible, preferably on the first 
morning of absence.  This may be done by phone, by letter or in person. 

 Parents may not authorise their child's absence - only the school can do this on the basis of the 

explanation provided by the parents.  (Should parents fail to provide a satisfactory reason 
for their child's absence the school will record such absence as unauthorised.) 

 Parents should ensure that their child arrives as the doors open at 8.50 am in order that they 

are in the classroom for the start of registration (at 9.00 am).  If a child arrives after 9.00am 
his/her parent should report directly to the school office. 

 Parents must not book family holidays during term-time unless there are exceptional 

circumstances.  If this is absolutely unavoidable they should complete the absence request form 

which is available from the school office and on the school website.  This form needs to be 
submitted to the Headteacher before booking any holiday and at least four weeks in advance 

of the period for which leave is to be requested.  (Leave will only be granted in exceptional 
circumstances.) 

 
School Responsibilities 

 The school will record and monitor attendance in accordance both with the statutory 

requirements and with the principle that regular, uninterrupted attendance is vital to a child's 

educational progress. 

 Registers will be taken twice daily (at 9.00 and at 1.00).  Registers will close at 9.15 and at 

1.15.  Any child arriving in the room after 9.10am will be recorded as 'late' for that session; 

any arriving after the register has closed will be marked as an unauthorised absence for that 
session. 



Ingham Primary School  Attendance Policy 

 

Page 2 of 12 

 Teachers will complete registers in accordance with the guidance contained in the staff 

handbook.  The registers are checked each week in order to ensure that these are being 
satisfactorily maintained and to ensure that any potential attendance difficulties are identified 
at an early stage. 

 Should a class teacher have particular concerns about an individual child's attendance or 

punctuality the Headteacher should be informed as soon as possible.   

 Should a child be absent, the class teacher will enter the appropriate code in the register.  

Should no explanation be received from the child's parent, the school administrator will 

endeavour to make contact with the parent.   

 All absence notes from parents should be passed to the school office.  Only notes concerning 

absences about which there are concerns/queries should be brought to the attention of the 
Headteacher (who may then choose to speak to the parents concerned). 

 The Headteacher will regularly collect attendance data and discuss any concerns with 

governors.  
 

Encouraging Attendance through Good Practice and Reward 
Attendance can be encouraged in the following ways: 

 

 Accurate completion of the registers at the beginning of each session and within 30 minutes 

of the start of each session. 

 A ‘gold’ award using the Lincolnshire County Council’s Certificate for 100% attendance 

achieved throughout the year (Attendance is 100% if there has been no absence) 

 Identifying and supporting pupils who have attendance problems in advance of transition 

between KS2 and 3. This should include the sharing of relevant information with the 
destination school 

 Establishing a mechanism for working with those parents who are concerned that their 

children may be experiencing difficulty in attending school 

 Where appropriate  sending parents Termly / weekly absence reports, together with targets 

for improvement 

 The efficient use of computerised registration systems provide valuable year group, class and 

pupil level attendance data which enables speedy analysis and timely responses by the 

school 
 
Responding To Non-Attendance 

When a pupil does not attend, the school will respond efficiently and effectively 
 

 If a note, telephone call or email is not received from parents, the parents will be contacted 

on the first morning of absence by telephone. If there is no response the EWO will be 
contacted. 

 A second phone call will be made on the second day of absence. A letter will be sent after 

three days of unexplained absence or there may be a visit from a member of the school 
staff or the Education Welfare Officer (EWO) where the service is already involved.  If, 
after 3 days of unexplained absence, the school has been unable to contact the parents to 

satisfy itself that all is well then the police will be requested to make a ‘safe and well check.’ 

 Where non-attendance continues, the case will be discussed with the EWO and further action 

planned. This may, in appropriate cases, result in referral to EWS 

 After 10 days, unless other action is planned, the parents will be invited to attend a meeting 

in school. The meeting will include the appropriate staff, EWO, parent and pupil and will aim 
to identify and solve the problems that are preventing the pupil from attending school 

 If there is no improvement then the case will be discussed again with the EWO with a view 

for a formal referral being made to the EWS, if one has not been made at an earlier stage. 

If a referral has already been made then the case will be reviewed and further action 
planned. 
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 The school will send letters out to parents of any child whose attendance has fallen below 95% 

in any term.  These letters will be sent out at the end or terms 1- 6 (see appendix 4) 

 Should a child’s attendance fall below the National figure for ‘persistent absence’ (currently 

90%), the school will initiate a meeting with the parents of the child which may take the form 
of an Attendance Panel. 

 Attendance Panel meetings will be chaired by the Headteacher and will be attended by a 

representative governor and the child’s class teacher.  They may also be attended by the 
SENCO and the Education Welfare Officer.  The purpose of the meeting will be to agree 

actions and set targets for improvements in attendance and to offer support where this is 
needed. 

 

Reintegration: 

 The return to school for a pupil after long-term absence requires special planning. For 

example, it may be appropriate to establish a Pastoral Support Programme as detailed in 

the DfES Social Inclusion: Pupil Support Guidance (Circular 10/99) 

 Designated staff should be responsible for deciding on the programme for return and for the 

management of that programme. 

 All staff need to be aware that this is a difficult process that will require careful handling 
and that any problems should be notified to the responsible staff member as soon as 

possible. 

 Programmes may need to be tailored to meet individual need and may involve phased, 

part-time re-entry with support in class as appropriate. Support from the SENCO may be 

required. 
 

The success of the Pastoral Support Programme will require the involvement of appropriate school 
staff, other agencies, the young person and the parents. Programmes should be reviewed and 
amended as necessary. 

 
Staff will be notified of the return of the long-term absentees. 

 
Liaising With External Agencies 

Research has shown that schools in partnership with the full range of support services have a greater 
impact on school attendance than when they act alone.  We therefore build strong relationships with 

services who work with children such as: 
 

 The Working Together Team (formerly EBSS) 

 Educational Psychologists 

 SEN services 

 Social Services 

 Local Police 

 
Implementation 

This policy received the full agreement of the Governing Body and was agreed at their meeting in 
September 2018. 

 
Review 

This attendance policy will be reviewed annually. 
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APPENDIX 1:  GUIDANCE FOR CLASS TEACHERS 
 

Under Section 7 of the Education Act 1996, it is the legal responsibility of parents to see that their 
child receives regular education suitable to their age, aptitude and abilities. 
 

Categorising absence: 

 Only the school, in the context of the law can authorise absence, a note or explanation 

from parents does not guarantee authorisation. If a class teacher does not accept the 

explanation offered as a valid reason then the matter must be referred to the Headteacher. 

 Emerging patterns of authorised absence should be reported to the Headteacher 

 Reasons for absence should be entered in the register by the appropriate code symbol 

 Class teachers who experience difficulty in receiving a parental note should inform the 

Headteacher 
 

Authorised and Unauthorised Absence: 
 

Authorised absence is where the school has either given approval in advance for a pupil to be 
away or has accepted an explanation offered afterwards as a satisfactory reason for absence. 

 
All other absence will be regarded as unauthorised 
 

The following may be reasons for authorising absences. 

Illness - It is wholly appropriate for parents to keep children away from school when they are not 

well enough to attend lessons. But it is equally inappropriate for parents to keep children away from 

school for trivial ailments, particularly ailments which would not keep parents away from work. 

If we have concerns that a pupil has been unnecessarily absent, we will challenge the parents' 

explanation and seek evidence of the illness.  

Family Holidays 
Government legislation states that parents should not normally take children on holiday during the 
school term other than in exceptional circumstances.  In the absence of further guidance from the 

government, the school is defining ‘exceptional’ as circumstances which are unlikely to be 
repeated during the course of the child’s time in our school.  Each request from parents will be 

considered individually taking into account:  

 The child’s age 

 The time and duration of leave 

 The child’s ability 

 The child’s record of achievement and progress 

 Whether the absence will have an educational or welfare benefit to the child 

 Previous term time leave  

 
The decision to grant or decline a holiday request will be made collaboratively between the 

Headteacher, Senior Management, the Class Teacher and the Governors of Ingham School.  A letter 
will be sent home with the decision of the school.   
If a request is not granted and the parent takes the child on holiday, the absence will be 

unauthorised.  If a request is granted and the holiday goes on for longer than agreed, the extra 
days will be unauthorised. 

Attendance patterns are monitored and unauthorised or excessive absence could be subject to a fine 
or prosecution. 
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Approved Educational Activities  
Pupils who are absent from school but taking part in an approved educational activity should be 

marked in the usual way but are counted as present for the absence returns to the DfE to avoid 
confusion in emergency situations pupils who are off site should not be marked as present. The 
following activities fall within this category. 

 

 Field trips and educational visits both in this country and overseas. 

 

Absences will NOT be authorised under the following circumstances. 

 Shopping trips 

 Holidays in term time where the permission of the school has not been given 

 Lateness if registration is missed without a suitable explanation 

 Medical appointments that cannot be verified 

 No reasons given 

 School staff have cause to believe that the note is not genuine or not valid. 

 
Unusual circumstances may arise that lead to a child being absent from school. It is for the 
Headteacher to decide whether the explanation offered is reasonable. In such situations, the 

individual circumstances, previous attendance pattern and frequency of such incidents should be 
considered. More advice is available in DfES Circular no 10/99 

 
Lateness: 

Schools should actively discourage late arrival by challenging the parents of children who are 
persistently late or arrive late without reasonable explanation. 

Our school policy is that the register remains open until 9.15am, fifteen minutes from the beginning 
of registration. In the event of severe weather, this period may be extended. 
 

Where a pupil arrives during the period after the register has begun but before 9.15am they will 
be marked as late.   

 
When a pupil arrives after the closure of the register without a good reason, they will be coded in 

the register as an unauthorised absence. 
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Appendix 2:  GUIDANCE FOR PARENTS 
 

The Home-School Agreement underlines the importance of regular and punctual attendance to 
school.  
 

Our school is committed to providing a quality education for all pupils. We believe that pupils can 
only benefit from the education in our school through regular school attendance. We will therefore 

strive to achieve the maximum possible attendance for all pupils and we will make sure that any 
problems are identified and resolved quickly. Wherever possible we will make contact with parents 

where a pupil is absent from school without good reason 
 

How parents can help us: 
 

 Ensure that your child attends school regularly and that they arrive on time 

 Contact the school whenever your child is absent (before the start of the school day), giving 

details of the reason for absence and the length of time the child will be away 

 Help your child to prepare for the school day by ensuring that homework has been done and 

that the child has everything he/ she needs for the day ahead. 

 Attend parent’s consultation evenings to discuss progress or problems and talk to the staff at 

other times if there are problems or changes in family circumstances that may affect the child. 

 Contact the school if problems arise which may keep your child away from school, so that 

school can help. 

 Only take family holidays in term-time in exceptional circumstances. Term time absences can 

seriously affect the progress of your child as the curriculum continually builds on previous 
learning. Children who have been on holiday during term time often miss key areas of 

learning and key skills which are difficult to catch up with on return to school. School’s policy 
is to not send home work for the child to do whilst on holiday. 
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APPENDIX 3:  FAMILY HOLIDAYS DURING TERM TIME AND EXTENDED VISITS OVERSEAS, 
INFORMATION FOR PARENTS AND CARERS 

 
Introduction 
Children of school age who are registered at a school, must, by law, attend that school regularly. 

Regular attendance is important not just because the law requires it, but because it is the best way of 
ensuring that a child makes the most of the educational opportunities which are available to him or 

her. There may be occasions when a child has to miss school for example if he or she is unwell 
(however it is inappropriate for parents to keep children away from school for trivial ailments, 

particularly ailments which would not keep parents away from work).  Any other absences should be 
kept to an absolute minimum. In particular, parents should do all they can to avoid taking their 

children out of school during term-time in order to go on holiday. 
 
What the Law says 

Government legislation states that parents should not normally take children on holiday during the 
school term other than in exceptional circumstances.  Each request from parents will be considered 

individually taking into account:  

 The child’s age 

 The time and duration of leave 

 The child’s ability 

 The child’s record of achievement and progress 

 Whether the absence will have an educational or welfare benefit to the child 

 Previous term time leave  

 
The decision to grant or decline a holiday request will be made collaboratively between the 

Headteacher, Senior Management, the Class Teacher and the Governors of Ingham School.  A letter 
will be sent home with the decision of the school.   
If a request is not granted and the parent takes the child on holiday, the absence will be 

unauthorised.  If a request is granted and the holiday goes on for longer than agreed, the extra 
days will be unauthorised. 

Attendance patterns are monitored and unauthorised or excessive absence could be subject to a fine 
or prosecution. 

 
What Are ‘Exceptional Circumstances’? 

It is the decision of the school as to what might constitute exceptional circumstances and each request 
for term-time leave will be considered on an individual basis. .  In the absence of further guidance 
from the government, the school is defining ‘exceptional’ as circumstances which are unlikely to 

be repeated during the course of the child’s time in our school.  Parents will be expected to 
explain why they believe the circumstances to be exceptional at the time of application for absence. 

 
The school will also look very closely at the child’s previous attendance record and other issues and 

any other concerns.  If the child’s average attendance is below 95%, it is not likely that the school 
will agree to authorise any further absence. 

 
Issues Parents Need To Be Aware Of 
Should the school not agree to grant leave and the parents take their child on holiday regardless 

then this will be counted as unauthorised absence – this is the same as truancy.  Should leave be 
granted but the child remains absent for longer than agreed then this extra time will be recorded as 

unauthorised absence.  Should a child fail to return to school within 10 days of the agreed return 
date and there is no contact from the parents the school may remove the child from the school roll. 

The school will also inform the Education Welfare Officer. In these circumstances the parents would 
be responsible for ensuring that their child was registered at and attended another school. (In such 

circumstances parents would not be entitled to receive any assistance with regard to transport) 
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Avoiding Term Time Holidays 

We recognise that parents circumstances (financial circumstances, working commitments etc) vary 
enormously, but schools are required to ensure that children only miss school if it is absolutely 
unavoidable.  We want to minimise the amount of time lost to learning because we believe that a 

child’s absence during term time can seriously disrupt the continuity of learning.  When a child misses 
school he or she not only misses the teaching provided on the days they are absent but is also less 

prepared for the lessons building on from those missed. There is a consequent risk of 
underachievement which schools and parents both wish to avoid. 
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APPENDIX 4: TERMLY LETTERS TO CHILDREN WHOSE ATTENDANCE HAS FALLEN BELOW 95% 
 

 
 
Attendance Less than or equal to 90% 

 
I am writing to you because this term 's attendance is  %.   

 
A letter has been sent to the parents and carers of all children whose attendance fell below 95% in 

term X.   
 

The Government considers all children with attendance of 90% and below as a persistent absentee, 
regardless of the reasons for absence.   An attendance of less than 80% means an average of at 
least one day off every week and this will harm 's future if it is not improved.   I realise that there 

may be good reason for 's recent absence and you may have already told us about it.  However, it 
is vital that all pupils at our school attend over 95% and therefore we will be monitoring 's 

attendance over the next term.  If at the end of this period 's attendance is still less than 95% and 
we have concerns about the reasons for absence you will be contacted to arrange a time that we 

can meet in school to discuss the reasons for absence and how we can work together to improve 's 
attendance.  

 
We know that you are as concerned about 's learning and progress as we are and that you 
recognise that attendance plays a significant part in this. We can only make such improvements with 

your help and support and I hope that we can work together to return 's attendance to a good level 
as soon as possible.  

 
I would like to thank you in anticipation of your co-operation in this matter.  

 
Yours sincerely 
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Attendance at 91 – 94% 
 

I am writing to you because since the start of term 's attendance is  %.   A letter has been sent to the 
parents and carers of all children whose attendance fell below 95% in term X.  
 

I realise that there may be a good reason for your child's absence and you may have already told 
us about it.  However, it is vital that all pupils at our school attend over 95% and therefore we will 

be monitoring 's attendance over the next term.  If at the end of this period 's attendance is still less 
than 95% and we have concerns about the reasons for absence you will be contacted to arrange a 

time that we can meet in school to discuss the reasons for absence and how we can work together to 
improve 's attendance.  

 
We know that you are as concerned about 's learning and progress as we are and that you 
recognise that attendance plays a significant part in this.  We can only make such improvements with 

your help and support and I hope that we can work together to return 's attendance to a good level 
as soon as possible.  

 
I would like to thank you in anticipation of your co-operation in this matter.  

 
Yours sincerely 
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Follow on letter, improvement made 
 

Following on from the letter I sent you last term about 's attendance, I am pleased to say that his/her 
attendance has risen from  % to %.  
 

I would like to thank you for the support you have given in bringing about this improvement.  I hope 
that 's attendance will continue to improve over the next term, which will inevitably enhance her/his 

attainment and achievement in school.  
 

Yours sincerely 
 

 
Follow on letter, no improvement made 
Dear  

  
I am writing to you following the letter sent to you at the end of last term regarding’s attendance.  

 
In term X ,’s attendance was %  

This term X, ’s attendance was  %  
 

The Government considers all children with attendance of 90% and below as a persistent absentee, 
regardless of the reasons for absence.  An attendance of less than 80% means an average of at 
least one day off every week and this will harm 's future if it is not improved. 

 
I realise that there may be good reason for 's recent absence and you may have already told us 

about it.  However, it is vital that all pupils at our school attend over 95% and therefore I would like 
to offer you the opportunity to meet together to discuss any issues there may be that are affecting ’s 

attendance and look at ways that we can work together to improve things.  
 

Please could you contact the school office to arrange a convenient time to discuss this further.  
 
I would like to thank you in anticipation of your co-operation in this matter.  

 
 

Yours sincerely 
 

 
Attendance less than 95%, known medical condition  
 

At the end of each term we review the attendance of all children in the school, aiming for attendance 
which exceeds 95%.  Over this last term, ‘s attendance has been %.  A letter has been sent to the 

parents and carers of all children whose attendance fell below 95%.  
 

Thank you for keeping the school informed about ‘s ongoing medical condition.  We are aware of 
the difficulties that this brings in terms of attendance and know that you are as concerned about 's 

learning and progress as we are and recognise that attendance plays a significant part in this.   
 
If there is anything that school can do to further support you regarding attendance or any other 

matter related to ‘s ongoing medical condition then please get in touch with us.  We can only make 
improvements with your help and support and I hope that we can work together to provide x with 

the best education possible.  
 

Thank you for your help and support.  
 

Yours sincerely, 
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Request for a meeting 
 

Dear  
 
Attendance at School – Terms   

 
Following on from the letters sent to you in term(s) and regarding’s attendance at school, I see from 

the data produced for that he/she is still not reaching the 95% attendance benchmark which is set 
for all children of school age. 

 
I would like to see ’s attendance improve, and would welcome the opportunity to speak with you 

personally about this matter.  Please would you telephone the school office to make an appointment 
to see me, in order that we can work together on improving ’s attendance going forward. 
 

I look forward to hearing from you. 
 

Regards 
 

 
 

Punctuality  
 
Dear  

 
 

I am writing to you because since the start of term we have noted that X has been late to school on X 
occasions.   A letter has been sent to the parents and carers of all children who are marked in the 

morning register as being late on more than 3 occasions in term X.  
 

I realise that there may be a good reason for your child's lateness, however it is important that all 
pupils are present at the start of the school day as tasks are set, and your child may miss valuable 
preparation time for their day ahead. 

 
We will be monitoring X’s punctuality over the next term.  If at the end of this period his/her 

punctuality has not improved, and we have concerns about the reasons for lateness, you will be 
contacted to arrange a time that we can meet in school to discuss the situation and how we can work 

together to improve punctuality.  
 
I would like to thank you in anticipation of your co-operation in this matter.  

 
Yours sincerely 

 


