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1. Introduction 

 
Priory CE Primary School seeks to ensure that all its pupils receive the education they are entitled to. 
There is a direct link between attendance and academic achievement: children need to be in school to 
learn well. Equally important is the significant impact low attendance and lateness has on a child’s self-
esteem, relationships with peers and their sense of belonging. Access to full time education supports 
pupils in reaching their potential and increases their life chances.  

 
We provide a welcoming, caring and inclusive environment where each member of our community feels 
safe and valued. We celebrate and reward good attendance in a variety of ways throughout the year. All 
staff encourage and support regular attendance and punctuality.    

 
We maintain an effective system for monitoring attendance and lateness. Where there are issues we 
support families in a variety of ways to help them make improvements.  

 
2. Aims 

 
1. To ensure high levels of attendance and good punctuality.  
2. To ensure the whole community understands the importance of good attendance and time 

keeping.  
3. To maintain a systematic approach to gathering and analysing attendance and punctuality 

related data. 
4. To reward good attendance and punctuality. 
5. To maintain an effective system of communication between school and home. 
6. To provide support, advice and guidance to parents and pupils. 
7. To work effectively with the Education Welfare Service (EWS) and other agencies that support 

attendance and punctuality.  
 
3. Monitoring and Supporting Attendance 

 
We set ambitious targets for attendance and share this with the school community. We will regularly 
report our progress towards this target via Worship, Newsletters, the noticeboard and our website. 
 
The Senior Inclusion Lead, whose role includes supporting attendance, follows up daily attendance 
issues with first morning phone calls, makes home visits and liaises with the EWS if necessary. The 
Senior Inclusion Lead is also visible on the playground in the mornings to encourage punctuality and to 
build relationships with families whose children have barriers to learning because of home situations. 
 
As attendance impacts on progress it is reported to parents each term via the pupils’ Record of 
Achievement’. Teachers will discuss concerns with parents during termly parents’ evening appointments.  

 
Persistent absence is defined by the Local Authority as 90% and below. This is the equivalent of missing 
half a day each week. If a pupils’ attendance reaches 90% or below a letter is sent to parents to inform 
them of the concern. The Senior Inclusion Lead works with the family to create an action plan of support. 
Attendance is monitored daily and regular communication regarding progress and issues is maintained. 
If attendance does not improve the Education Welfare Service may be involved.  

   
 

4. Involvement of the Education Welfare Service (EWS)  
 
A referral can be made into the Education Welfare Service if a child has had 12 or more unauthorised 
sessions in a 12 week period. 
 

 
Following a referral to the EWS where the above criteria has been met a Penalty Warning letter may be 
issued advising parents/carers of a 20 day monitoring period to improve attendance. If continued 
unauthorised absence takes place a fine can be issued (£60 per child per parent). The parent/carer has 
21 days to pay, if not paid after 28 days the fine will double to £120 per parent. If the fine is not paid the 
matter may proceed to court.  
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5. Punctuality 
 
Inclusion Hub staff are visible on the school gate in the mornings to encourage punctuality and offer 
support to families to improve prompt attendance at school. 
 
Home visits are made if requested by parents or if there are known difficult family circumstances. 

 
Repeated lateness is monitored and tracked using the same system as for non-attendance. When a pupil 
has 4 or more late marks recorded and/or a total of 40+ minutes late over a half term this will trigger a 
punctuality notice sent to parents and a meeting maybe arranged to discuss the issue and plan support. 

 
6. Celebrating Attendance  
 
The staff and Governors make it known to the pupils and parents that good attendance is appreciated.  
We share whole school attendance via Newsletters, the noticeboard and our website. 

 
Attendance is a feature our school worship each week. All classes who achieve our target are identified 
and the attendance cup and bear are presented to the class who had the best attendance the previous 
week.  At the end of each term children receive a certificate for 100% attendance. At the end of the year 
certificates and prizes are presented to those children who have achieved 100% attendance. Parents are 
invited to these assemblies.   

 
7. Authorised Leave  

 
As advised by the Department for Education the Headteacher will only grant a leave of absence in 
‘exceptional circumstances’. A regular holiday, regardless of parental holiday entitlement and issues, will 
not be authorised.    

 
To request leave a form, which can be collected at the office, needs to be completed. The head teacher 
will consider whether the leave will be authorised or unauthorised on an individual basis. If the absence 
is unauthorised this does not prevent people taking the leave, but parents and carers should keep in mind 
that if attendance becomes an issue this may result in a referral to Education Welfare Service and could 
result in legal action.  
 
Official Religious holidays will be authorised, but the number of days allowed is stipulated by the Local 
Authority. Nursery holidays will be authorised as these children are non-compulsory school age. 

 
8. Links to Other Policies  

 

• Child Protection and Safeguarding  

• Stoke-on-Trent Council: Code of Conduct for issuing Penalty Notices   

• DFE Guidance: School Attendance  
 

9. Monitoring and Review 
 

The implementation of this policy is the responsibility of all staff. The implementation of the policy 
will be monitored by Governors and will be reviewed every two years or sooner if necessary. 
 

 
 
Policy Author: Pam Keen & Jenny Cunliffe  
 
Date due for Review: September 2023 

 

 
 


