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1. Aims:  
 To promote and achieve regular, punctual attendance for our children. 

 To satisfy the statutory (legal) requirements set out in The Education Act 1996, The Education (Pupil 

Registration (England) Regulations 2006 and subsequent amendments. 

 To fulfil our obligations under the Equality Act 2010 and UN Convention on the Rights of the Child. 

 To set out the roles and responsibilities of all parties (local authority, staff, governors, parents and children) 

with respect to attendance.  

 

It is a legal requirement that children of compulsory school age receive full time education. Regular and 
punctual school attendance is an essential foundation to achieving positive outcomes for children.  Put 

simply: absence means missed learning and causes the learning process to become fragmented and 
unsatisfactory. This affects both the individual child and the other children in their class. 

 

Regular attendance is key to: 

 Maximising educational opportunities. 
Government research indicates that children with the highest attainment at the end of KS2 and KS4 

have higher rates of attendance compared to those with lower attainment. Evidence suggests that 

seventeen (17) missed school days a year equates to one GCSE grade drop in attainment 
 

 Effective safeguarding 

School attendance is a protective factor for children. Irregular or poor attendance may place children 

at risk of harm. Associations have been established between absence and some forms of criminality. 

 

 

We take the issue of attendance very seriously. We want every child in our school to fulfil their potential 

and thrive. Our community is aspirational: we are ambitious for all our children and give the same level of 

attention to attendance as to other matters concerning their wellbeing and achievement.  

This is a whole school-community endeavour. 

 

 

2. Our Expectations    
Attendance is a national priority.  
All schools must submit data electronically (both in an aggregated form and on an individual pupil basis) 
every term.  It is a key indicator of an effective school and will be scrutinised by OFSTED. National data 
shows a correlation between high attendance rates and high examination performance.   
 
We strive to secure 100% attendance and expect a minimum attendance of 96%.  
The vast majority of our children achieve this.  
 
We understand that absence is sometimes unavoidable, especially due to illness, which usually comes in a 
block of time over a continuous period. Children should not, however, have more than one or two broken 
weeks in an academic year. Regular broken weeks are a cause for concern and will be investigated. 
 
 

 

3. School Day 
The school day is from 08:30 – 15:15. 

Children should arrive promptly each morning and be collected promptly each afternoon. 
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4. Registration 
• The school gates open at 08:20 and close at 08:35. 

• Children should arrive in class between 08:30 and 08:35 when doors will close.  

• Any child arriving after 08:35 must enter through the school office. 

• Morning registration is at 08:35. The register will remain ‘open’ until 09:00 for late arrivals.  

Those children will be marked as present but late (L) for the morning session. 

• Afternoon registration is at the end of lunch (12:30 / 13:00 / 13:30 according to year group). The register 
will remain ‘open’ for 15 minutes (until 12:45 / 13:15 / 13:45) for late arrivals who will be marked as 

present but late (L) for the afternoon session. 

• Any child who arrives after the register has closed will be marked as late and arriving after registration (U). 

 

5. Collection 
• The school gates open at 15:10 and close at 15:25 

• Children should be collected from their classroom at 15:15 and by 15:20 at the latest. 

• Any child who has not been collected by 15:20 will be taken to the office  

• The reason for late collection will be recorded.  

 

Please note: 

The school reserves the right to impose sanctions for persistent late collection. 

 
 

6. Authorised Absences  
The school can only authorise absence in exceptional circumstances. 

Valid reasons for non-attendance, based on guidance from the Department for Education (DFE), include: 

(i) When a child is ill or receiving medical attention;  

(ii) Days of religious observance, notified in advance;  

This must be on a day exclusively set aside for religious observance by the relevant religious body. No 
more than one day in any term will be authorised and no more than three days in an academic year. 

(iii) Specific family circumstances (e.g. bereavement, serious illness); 

(iv) Participation in an approved educational activity. 

 

 

There are other absences, such as approved sporting activities that can be authorised and there may be 

other events which necessitate absence from school; professional discretion will be used in these cases to 

determine whether the absence can be authorised.   

 

We expect absences to be kept to a minimum; routine medical and dental appointments should be arranged 

out of school hours. If this is not possible, confirmation of the appointment should be provided – preferably in 

advance – and absence limited to the time required to attend the appointment 

 

 

 
 

7. Unauthorised Absences  
These are absences where:  

 No letter or acceptable explanation is provided by the parents; or  

 The reason for the absence does not fall into one of the categories of authorised absence above; or 

 An application for term time leave has not been made or is refused.  
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In line with guidance from the Department for Education, examples of unauthorised absence include: 

 A holiday. 

 Minding the house. 

 Caring for relatives. 

 Awaiting repair people. 

 Shopping. 

 A birthday or family celebration. 

 

This is not an exhaustive list.  

Although there are some grey areas, the guidance is clear that only truly exceptional circumstances should 

be authorised. 

 

8. Holidays  
We strongly discourage term-time holidays.  

They cause disruption to learning (for the individual child and wider class) and impact educational progress.   

There are 38 weeks of school and 14 weeks of holiday each year.  

For the avoidance of doubt, it is very rare for the school to authorise a holiday during term time and in no 
circumstances will it grant retrospective authorisation. 

 

 

9. Applications for term time leave 
Requests for term time leave must be made online at least four weeks in advance, where practicable: 

https://year-1.universityprimaryschool.org.uk/about-our-school/statutory/admissions-attendance/ 

 

The school will consider and respond to the request within ten working days of receipt. 

If an application requires more urgent attention it is the applicant’s responsibility to contact the school office 

and inform them of their application and relevant timescales.  

The school will then use its best endeavours to expedite the matter for consideration and determination. 

 

Each case will be considered on its individual merits.  

Government guidelines are clear that it is for the school to determine whether an absence is authorised or 

not and the duration of any such leave.  

 

Please note: 

Periods of unauthorised term time leave may be referred to the Local Authority for a Penalty Notice Fine or 

other legal enforcement measures. 

 

 

10. Sabbaticals  
We strongly discourage parents from taking their children out of school during a professional or academic 

sabbatical as it disrupts learning, disrupts the social relationships and dynamic of the class and thereby affects 
the individual child and other children.   

 

Any application for absence during a sabbatical must be made in writing, as far as in advance as practicable. 

The school will then inform parents of the process and how best to support their child through the transition.  

 

Please note: 

https://year-1.universityprimaryschool.org.uk/about-our-school/statutory/admissions-attendance/
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Children will be removed from the school roll after 20 days’ of absence and their place offered to those on 
the waiting list.  

 

11. Children Missing in Education (CME) 
The Local Authority has a statutory responsibility to identify any child who is missing in education. 

A child is missing from education when they are of compulsory school age but are not on a school roll and are not 

attending an alternate education provision. Such children are at significant risk of underachieving, being victims of 

harm, exploitation or radicalisation, and becoming NEET (not in education, employment or training) later in life. 

Parents are responsible for informing the school and / or the local authority of any change to their child’s 

educational arrangements. This includes if they move, emigrate, elect to home educate or move their child to 

another state or private school. 

The school has a legal responsibility to: 

 Record details of a child’s residence, the name of the person with whom they reside, the date from which 

they will reside there and the name of the destination school. 

 Notify the local authority if parents elect to home educate their child. 

 Notify the local authority if a child leaves the school and provide details of their destination school and 

home address. 

 Work with the local authority to make reasonable enquiries to locate a child who fails to return to school for 

ten (10) days after an authorised absence or after an unauthorised absence of twenty (20) consecutive days.  

12. Home/School Partnership  
Securing a high level of attendance requires the school and home to work closely together.  

We ask that parents:  

• Sign a copy of the school attendance policy when their child enrols. 

• Ensure their child attends school regularly and punctually for morning and afternoon sessions. 

Morning registration is at 08:35.  

Afternoon registration is at the end of the child’s lunch hour (12:30 / 13:00 / 13:30).  

• Contact the school on the first day (and each subsequent day) of a child’s absence, with the reason 
for absence and estimated length of absence.  

• Confirm the reason for absence, in writing, on the child’s return to school.  

This will be retained for our records.  

• Get in touch if they are experiencing difficulties in complying with the attendance requirements and 

struggling to get their child to school regularly and on time.   

 

 

Please note: 

A parent’s explanation for a child’s absence does not automatically make it valid, justified or authorised. 

 

Please note: 

If a child has persistent poor attendance or is persistently late for school we will take action in accordance 

with Appendix D. 
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13. Home/School Partnership  
In return, the School will:  

• Share a copy of the school attendance policy with all parents. 

• Regularly remind children of the importance of good attendance and punctuality. 

• Provide attendance data at the end of each school term. 

• Contact home if a child is absent and no message has been received from home. 

• Work with parents to support them to meet our expectations in relation to attendance and 

punctuality. 

• Support children to re-integrate into school after extended periods of absence from illness or other 

individual circumstances. 

• Celebrate excellent and improved attendance rates. 

• Monitor attendance data to identify and support individual children or pupil cohorts. 

• Analyse attendance data to identify and address any historic and emerging patterns. 

• Share attendance data with our Governing Body. 

• Follow procedures outlined in Appendix D to address concerns. 

 

14. Celebrating Attendance  
The school is committed to promoting excellent attendance and emphasising its importance.  

Excellent and significantly improved attendance will be recognised in a range of ways which may include: 

- Certificates of celebration. 

- Entry into a prize draw. 
- End of year treat. 

  

15. Staff with Responsibility for Attendance 
Day to day 

Our attendance lead is Ms Elise Kinnear. 

She can be contacted through the school office or by email: attendance@universityprimaryschool.org.uk. 

 

Strategic Oversight 

Our Executive Head, Dr James Biddulph, has responsibility for our strategic approach to attendance.  

He can be contacted through the school office or by email@ enquiries@universityprimaryschool.org.uk 

 

 

  

  

 

 

 

 

 

 

 

 

 

mailto:enquiries@universityprimaryschool.org.uk
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Appendix A   
       Absence Codes  

 /\  Present at registration  

B Educated Off Site (Not dual registered)  

C Other authorised circumstances (not covered by another appropriate code/description  

D Dual registered (ie present at another school or at a PRU)  

E Excluded but no alternative provision made  

F Agreed extended holiday  

G Family holiday (not agreed or sessions in excess of agreement)  

H Agreed holiday  

I Illness  

J Interview  

K Exam  

L Late but arrived before the register closed  

M Medical or dental appointment  

N No reason for the absence provided yet  

O Other unauthorised (not covered by other codes or descriptions)  

P Approved sporting activity  

Q Absent from class, working elsewhere  

R Day set aside exclusively for religious observance  

S Study Leave  

T Traveller absence  

U Late and arrived after the register closed  

V Educational visit or trip  

W Work experience (not based working)  

X Un-timetabled sessions for non-compulsory school age pupils  

Y Partial and forced closure  

Z Pupil not on roll yet  

 #  School closed to pupils  

 AEA   Authorised Educational Activity - counted as present.  

  

The Absence Codes are consistent across all schools nationally.   
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Appendix B   
Staff Guide  

  

This Appendix sets out the expectations, best practice and procedures in relation to registration, 
attendance and absence.   
 
High attendance levels are achieved when staff work closely together, understand their responsibilities and 

act accordingly.  A robust system depends on everyone playing their part.  

 
Registers are legal documents designed to ensure accurate record keeping, facilitate data analysis and 
enable an expeditious response to address concerns.    
 
Schools have a responsibility for safeguarding the children in their care and it is vital that the information 
we hold is as accurate as possible.   
  

Registration – procedure 

 

• Morning registration is at 08:35 when class doors are closed.  

The class teacher must take and submit the register promptly at 08:35. 

The register remains ‘open’ until 09:00 for late arrivals who should enter through the school office.  

The office staff will update the register and record the arrival time.  

 

• Afternoon registration is at the end of class lunch (12:30/ 13:00 / 13:30).  

The class teacher must take the register promptly at 12:35 / 13:05 / 13:35). 

The register remains ‘open’ for 15 minutes for any late arrivals. 

The register must be submitted at 12:45 / 13:15 / 13:45. 

 

The register must be completed twice daily with each child marked as present, absent or late (+minutes). 

Accuracy is of paramount importance. 

 

If the electronic register cannot be completed, use the fire register instead and send it to the school office for 

the data to be uploaded electronically. 

  

Any child who fails to attend school should be recorded as an unauthorised absence (N) unless a valid reason 

is provided. 

 

  

Absence – procedure 

 

We operate a robust policy of first day response in relation to all absences.  
This is an effective strategy for improving attendance rates and for safeguarding. 
 

Step 1: Office contacts parents 

The office will call home on the first day of absence (by no later than 10:15), and on each subsequent day of 

absence, if the parents have not initiated contact. 

The office will record the reason for absence on Scholar Pack. 

 

 

Step 2: Office to notify class teacher  

If the office is unable to contact a child’s parents on day one OR in the event that no reason, or adequate 

reasons, is provided for the absence, the office shall inform the class teacher (or phase leader in their 

absence) by no later than 10:15am. 
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Step 3: Class teacher contacts parents 

The class teacher (or phase leader in their absence) shall make a further effort to contact the child’s parents 

and keep a record of the same.  

 

Step 4: My Concern 

If no contact has been made with the child’s parents and the child has not returned to school after three (3) 

consecutive school days, the school office shall log a report on My Concern.  

 

 

Attendance Data  

Class teachers have access to attendance data on Scholar Pack.  

Assessment data is sent home each term.   

  

  

Attendance Data  

Any concerns about a child’s attendance should be raised with the attendance lead: 

attendance@universityprimaryschool.org.uk  

     

mailto:attendance@universityprimaryschool.org.uk
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Appendix C   
Attendance: roles and responsibilities  

 

Class teachers shall: 

 

 Open classroom doors at 08:30 and close them at 08:35. 

 Take and submit the morning register at 08:35. 

 Take the afternoon register after lunch at 12:35 / 13:05 / 13:35 and submit it at 12:45 / 13:15 / 13:45. 

 Enter data for each child. 

 Ensure accurate use of codes as listed in Appendix A. 

 Attempt to contact parents on the first day of a child’s absence if the office has been unable to do so.  

In the class teacher’s absence, this responsibility shall pass to the phase leader. 

 Pass any communications (physical, electronic or verbal) from parents about attendance/punctuality/absence 

to the school office so that they can be uploaded to Scholar Pack. 

 Notify the Attendance Lead of any specific concerns by email (attendance@universityprimaryschool.org.uk) 

 Log any safeguarding concerns on My Concern. 

 Address attendance concerns during learning conversations. 

 

Office staff shall: 

 Open school gates at 08:20 and lock them at 08:35 each morning. 

 Open school gates at 15:10 and lock them at 15:20 each afternoon. 

 Register all children who arrive at school between 08:35 and 09:00 as late (L) and record the time of arrival. 

 Register all children who arrive at school after 09:00 as late (U) and record the time of arrival. 

 Ensure accurate use of codes as listed in Appendix A. 

 On the first, and each subsequent day of absence, contact the child’s parents by no later than 10:15 and log the 

details of the call/email exchange on Scholar Pack. 

 On the first day of absence, if contact has not been made with the child’s parents or the reason provided for 

absence is inadequate, inform the class teacher (or, in their absence, the phase leader) by no later than 10:15 

and ask them to follow up. 

 On the third consecutive day of absence, if no contact has been made with the child’s parents log the matter on 

My Concern. 

 Keep a record of all communications with parents about attendance / punctuality/ absence and upload to 

Scholar Pack. 

 Forward any online requests for leave, or formal queries about attendance issues, to the Attendance Lead 

(attendance@universityprimaryschool.org.uk). 

 Run attendance reports (<96%) and late reports on alternate Monday mornings (week 2, 4, 6) for review by the 

Attendance Lead. 

The Attendance Lead shall: 

 Check the attendance@universityprimaryschool.org.uk inbox each school day.  

 Review and monitor attendance data each fortnight. 

 Contact parents about attendance concerns in accordance with the process outlined in Appendix D. 

 Provide staff training / updates on attendance as required. 

 Deliver assemblies to emphasise the importance of attendance. 

 Communicate the attendance policy and expectations to parents at regular intervals. 

 Celebrate excellent and improved attendance. 

mailto:attendance@universityprimaryschool.org.uk
mailto:attendance@universityprimaryschool.org.uk
mailto:attendance@universityprimaryschool.org.uk
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The Governing Body shall: 

 Recognise the importance of school attendance and promote it across the school’s ethos and policies. 

 Ensure school leaders fulfil expectations and statutory duties in relation to attendance 

 Regularly review and discuss attendance data. 

 Help school leaders focus improvement efforts on the individual pupils or cohorts who need it most.  

 Ensure school staff receive adequate training on attendance. 

The Local Authority shall: 

 Track local authority attendance data. 

 Provide a School Attendance Support Team (by no later than September 2023). 

 Proceed with legal intervention to support and enforce attendance. 

 Monitor and improve attendance of children with a social worker. 

 

 

  

  

  

  

  

  

  

  

  

  



12 
 

Appendix D  
Attendance Management Process  

      

A graduated response to attendance concerns 

  

1. Stage One: Early Intervention 

The school is vigilant about attendance rates and undertakes continuous monitoring of the 

attendance data to identify any child who is persistently absent or late and provide support to 

them and their family. 

 

Some or all of the following steps may be taken: 

 Letters may be sent to parents raising concerns in accordance with the Local Authority’s 

guidance:  

 Parents may be invited to discuss the situation with any or all of the following:  

class teacher, attendance lead, SENDCO, member of SLT. 

 Referrals may be made for Early Help support. 

 Home visits may be undertaken.  

 

  

2. Stage Two: Parent Contract Meeting (PCM) 

If a child’s attendance or punctuality does not improve, or adequately improve, the parents may 

be invited to attend a parent contract meeting with the attendance lead (or a member of senior 

leadership) to discuss the situation, review existing arrangements and identify appropriate 

support. 

 

The parents and school will enter into a formal written agreement setting out how they will 

work together to improve the child’s attendance.  

This will be subject to regular review. 

 

 

 

3. Stage Three: Referral for legal intervention 

If a child’s attendance does not improve and: 

(i) meets the threshold for persistent absence (90%); or 

(ii) includes eight unauthorised absences over an eight week period 

a referral may be made to the Local Authority’s Attendance Team for the instigation of legal 

action. This could lead to: 

 an education supervision order 

 a parenting order 

 a fixed penalty notice fine 

 prosecution  

 

Cambridgeshire County Council Penalty Notice Code of Conduct (Sept 2021) 

https://www.cambslearntogether.co.uk/asset-library/7.1-Penalty-Notice-Code-of-Conduct-

September-2021.pdf 
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  Appendix E 
Local Authority Guidance 

 
 

  


