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Pupil Attendance Policy 

AIMS OF THE SCHOOL  

At Danegrove Primary School we aim to provide a high quality education in a safe, caring and 
disciplined environment so that all pupils are able to reach their full potential during the primary 
phase and leave here with positive feelings about education and its value to them.  

PRINCIPLES  

o The Education Act 1996 states that all pupils should attend school regularly and punctually.  It is 
important that all parents and children know that the staff value good attendance and punctuality.  

o It is important that parents and staff are aware of their rights and responsibilities with regard to 
the attendance of pupils.  

PURPOSE  

o To improve and maintain levels of attendance and punctuality. 

o To minimise disruption to the learning environment caused by lateness and absence.  

o To maximise opportunities for learning for all pupils.  

STATUTORY FRAMEWORK  

o Section 444 of the 1996 Education Act states that  
‘If a child of compulsory school age, who is a registered pupil at a school fails to attend regularly at 
the school, his parent is guilty of an offence’  

o The school is obliged by law to differentiate between authorised and unauthorised absence. A 
letter or telephone message from a parent does not in itself authorise an absence. Only if the head 
teacher is satisfied as to the validity of the explanation offered by the letter or message will the 
absence be authorised.  

o The Education (Penalty Notices( (England) Regulations 2007 make provision for the issue of 
Penalty Notices as a financial sanction where parents fail to ensure the full attendance of their 
children, show disregard for the authority of the Head Teacher (by taking unauthorised holiday) or 
fail to supervise a pupil excluded from school.  

RIGHTS AND RESPONSIBILITIES  

Improving attendance at Primary school is the responsibility of everyone in the school community: 
parents, pupils and all staff.  

1 Head Teacher  

The Head Teacher will  
o ensure that registers are kept accurately and that absence figures will be given to the DfES yearly 
and to the LEA termly.  
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• clarify authorised and unauthorised absences with the class teacher if there is any doubt as 
to whether the reason for absence is justifiable.  

• will send appropriate letters to parents and carers if a pupil’s absence gives cause for 
concern.  

• promote regular attendance at assemblies, with parents at parents’ evenings and for each 
new intake.  

• consult with the Education Welfare Officer if, despite school action, a pupil’s attendance 
continues to give cause for concern.  

• will only authorise school leave during term time for exceptional circumstances – family 
holidays during term time will not be authorised.  

2 Class Teacher  
• monitor attendance and report attendance concerns to the Head Teacher.  
• encourage attendance and punctuality through the school reward system.  
• send all absence letters to the office.  

3  Attendance Officer 

The secretary/admin assistant will inform class teachers of parents’ messages and correspondence 
regarding attendance or absence.  

• differentiate accurately between authorised and unauthorised absence.  

• follow up all absences and report concerns to the Head Teacher.  

• keep all absence letters for one school year or longer if there are serious concerns.  
• will operate a first day response, making telephone calls if an absence has not been 

explained. This includes calling parents of independent travellers who have not attended 
registration.  

• identify classes with good attendance and prepare certificates every term.  
• Identify individuals with 100% attendance and prepare certificates every term.  

4 Education Welfare Officer  

The Education Welfare Officer will  
• assist the school in identifying poor patterns of attendance.  
• Provide advice to support staff in the development of whole school approaches to maintain 

and develop excellent attendance and punctuality.  

5  Parents  

Parents should enable children to attend school regularly and punctually. They will  
• notify the school as soon as possible that their child is absent through sickness or 

unavoidable cause  
• avoid making medical or dental appointments for their child during school hours  
• apply to The Head Teacher in advance for permission to take their child away from school 

for any reason during term time  
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• discuss any problems with school attendance or punctuality with the class teacher or head 
teacher  

• inform the school if their child is an independent traveller.  

6  Pupils 

Pupils will  
• be aware of the importance of regular attendance at school 
• talk to a member of staff if there is anything which makes them feel unhappy at school and 

could reduce their willingness to attend. 

Absence for Holidays  

Children have thirteen weeks holiday per year and it is expected that parents will avoid taking 
children out of school for anything other than an exceptional reason.  

The availability of cheaper flights in term time is not deemed exceptional.  

The school has the right to issue a Penalty notice (a financial penalty) if parents take children on 
unauthorised holidays.  

STRATEGIES EMPLOYED TO SUPPORT PUPILS AND PARENTS  

First day response  

o An identified target group of pupils with attendance concerns will be monitored on a daily basis.  

o In addition, the secretary/admin assistant will go through registers at 9.15am and note any 
absences. Where no explanation has been noted in the register the attendance officer will phone the 
parents.   

o A record will be kept of all efforts to contact parents/ carers. Letters home  

Letters home 

o Where appropriate the administration assistant will generate letters regarding absences and/or 
poor punctuality - Pupils who are late two or more times a week will automatically receive a letter.  

o Pupils with absence notes outstanding will automatically receive a letter.  

Education Welfare Officer  

o If a pattern of concern regarding attendance develops the Head teacher will write to the parents 
initially, if there is no improvement, the Head teacher will invite them into school to discuss the 
matter.  

o Where appropriate the Head teacher will inform the family that future absences on health grounds 
will no longer be authorised without medical evidence.  

o If there is still no improvement the Head teacher will write to the family and advise them that a 
referral will now be made to the Education Welfare Officer.  

o Where a family has failed to respond to contact attempts (phone calls / invitations to attend 
meetings) and attendance remains a cause of concern the Head teacher will make an urgent referral 
to the Education Welfare Officer.  

Acknowledging good attendance and punctuality  
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o Each term pupils who have achieved excellent attendance will be congratulated in an assembly.  

o A certificate will be presented to nominated pupils.  
o Classes achieving excellent punctuality will be commended in Achievement Assembly and are 
allowed 5 minutes extra playtime on Wednesday mornings. 
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Danegrove School Attendance – A Guide for Parents 

The following information applies to parents of all children at Danegrove School. However, we are 
aware that there will be occasional exceptional circumstances that will require individual support or 
alternative arrangements. As a staff team we are available and wish to encourage parents to discuss 
any difficulties they may be experiencing.  

Q.1 When does my child need to arrive at School?  

The playground will be supervised in the morning from 8:45am.  
Your child should be in school by 8:55am when the whistle is blown and children 
walk in. Registration is at 9am.  

Q.2 What happens if my child is late?  

Registration closes at 9:10am prompt.  
If your child arrives between 9:00am - 9:10am they will be marked late.  
If your child arrives after 9:10am they will receive an unauthorised absence mark instead of a late 
mark.  
Pupils who arrive after registration should go directly to the office to sign the Late Book.  
Where children arrive after 9:10am parents are expected to see the secretary and send a note to 
explain the reasons for lateness. Until such a note has been received and the explanation for lateness 
accepted by the School your child’s mark will remain unauthorised.  
Unauthorised lateness is counted as absence for the whole morning.  

Q.3 Does the school need letters explaining my child’s absence or will a phone call do?  

We would expect a parent to telephone the school on the first day of absence. However, we need a 
written explanation on your child’s return to school. If we do not receive an explanation or if the 
explanation is unsatisfactory, we will not authorise the absence, and this will show up on your 
child’s end of year report. If you experience difficulties communicating in this way please speak to 
the Head Teacher.  

Q.4 What reasons does the school accept for absence?  
• Genuine illness. 
• Unavoidable medical/dental appointments. 
• Day of religious observance 
• Family bereavement. 
• Participation in public performance, approved by the Head Teacher and the Local Education 

Authority.  

Except in case of illness, you should ask for permission for your child to be granted leave of 
absence well in advance, giving details of the reasons for your request.  
In cases of medical/dental appointments children are expected to return to school unless the 
appointment is late in the afternoon. Please show your medical/dental appointment card/letter to the 
secretary or administrative assistant.  

In cases of recurring absences for illness you may be asked to produce a medical certificate.  

Q.5 What is an unacceptable reason for absence?  

The school will not authorise absences for:  
•  Day trips  
• Birthdays  
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• Visiting relatives  
• Looking after siblings  
• Shopping. This list is not exhaustive. Will the school contact me if my child is absent?  

Q.6  Will the school contact me if my child is absent? 

Danegrove School operates a First Day Response Service whereby staff will make every effort to 
telephone families where children have failed to attend school in time for morning registration. 
However, it should be noted that you are still expected to contact the school yourself on the first day 
of your child’s absence. The School No. is 020 8449 4024. 

Regular letters and certificates will be sent alerting you to attendance issues. These follow 
Government guidelines which state that a child’s attendance at school should be at least 95% if they 
are to achieve their full potential.  

It is vital for emergency purposes that we have your most up to date contact details. If you, or your 
listed contacts, change a number, please inform the school immediately.  

Q.7 Can we take family holidays during term time?  

Family holidays should, wherever possible to taken during school 
holidays. There are 13 weeks holiday per year. If in exceptional 
circumstances, you need to request permission for your child to 
accompany you on a family holiday during term time, please complete a leave 
of absence request form (available through the school office).  

This form will need to be completed before you book your holiday.  

The Head Teacher has the right to refuse your request for leave of 
absence having given consideration to:  

• Your child’s age  
• The time of year  
• Overall attendance pattern of your child and previous absences for holidays  

The Head Teacher will not authorise your child’s absence if the timing coincides with SATs tests or 
the preparation period.  

Q. 8 What can I do to encourage my child to attend school?  

Make sure your child gets enough sleep and gets up in plenty of time each morning. Ensure that 
they leave home in the correct clothes and properly equipped. Look in their school bags for letters 
and homework and communicate with your child’s teachers. Show your child, by your interest that 
you value their education.  

Q.9 My child is trying to avoid coming to school. What should I do?  

Contact a member of staff immediately and discuss your worries. Your child could be avoiding 
school for a number of reasons:  

• Difficulties with school work  
• Bullying  
• Friendship problems 
• Family difficulties  
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In some cases you may find it helpful to discuss the circumstances of your child’s difficulties with 
an Education Welfare Officer. The Education Welfare Officer is based at:  

Education Welfare Team  
North London Business Park, Building 4 Oakleigh Road South, N11 1NP  
(Tel: 0208 359 7684)  
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