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“Leaders have been successful in improving attendance and dramatically reducing the 
proportion of pupils who are regularly absent.  Leaders have tracked improvements in this 
area meticulously.  As a result, they have targeted support and challenge for the pupils and 
families who most need it.  Incentives for high attendance are in place but leaders are clear in 
their view that the secret to their success is that ‘pupils just love coming to school’.  
Ofsted inspection report 2018 
 
 
 
Policy Statement 
 
Good attendance is vital if children are to make purposeful and consistent progress and 
development in school. Promoting good attendance is therefore essential in order for the 
school to continue to raise attainment and reach high standards of achievement. As children 
are dependent on the adults they live with to help them attend school regularly and 
punctually we are, therefore, committed to a whole school approach to attendance and a 
partnership with parents/carers to ensure each child gets the maximum educational benefit 
from their time in school. 
 
Children will come happily and enthusiastically to school if: 

 They feel secure in their relationships with teachers and their peers 

 They feel valued at school and find the experience of being in school rewarding 

 They experience unconditional positive regard 

 They make progress with their work and gain self-esteem 

 They become increasingly independent 

 They have some fun! 
 
Good attendance at Limpsfield Junior School is reached when a child achieves more than 
96.1% attendance during the school year.  
 
We track children’s attendance which is below 96.1% and also correlate this with their 
attainment. 
We also track children’s attendance which is below 91% and work closely with parents and 
agencies to improve this. 
 
 
 
 
Aims of the Policy 

 Clear procedures encouraging pupils to achieve their maximum potential by 
maintaining good attendance and punctuality 

 Ensuring parents/carers and pupils are informed about the procedures for 
attendance and encouraging them to take an active role in promoting good 
attendance and punctuality 

 Ensuring all teaching staff, non-teaching staff and governors understand the 
procedures 



 The commitment to allocate resources to support the policy 

 Addressing attendance and inclusion issues in the curriculum 

 To recognise and reward pupils who achieve attendance and punctuality targets 
throughout the academic year 

Roles and Responsibilities 

Governors 

 Maintain an overview of attendance through reports provided by the Head 
teacher and the Local Authority via the Head teacher’s report 

 Attend School Attendance Panels as necessary 

Head teacher 

 Has overall responsibility for attendance within the school 

 Provides advice and support to school staff regarding attendance and punctuality 
issues 

 Liaises with the Attendance co-ordinator  and other officers of the Local Authority 
and FOS to set targets and implement attendance strategies 

 Attends interviews parents regarding their child’s attendance if it is giving cause 
for concern 

 Has responsibility for monitoring the progress and attendance of children Looked 
After by the Local Authority 

 Has responsibility for investigating and, where necessary, reporting incidents of 
children who are Missing from Education 

 Has the responsibility to challenge staff for inaccurate marking and recording of 
registers. 

 
 
 
 

The Attendance Coordinator and Key office Staff 

 Maintain an overview of attendance and manage the day to day implementation 
of attendance procedures and strategies 

 Make first day contact with parents/carers by phone or a visit when absence is 
unexplained 

 Meets regularly with the school’s Inclusion Team to monitor attendance linked 
with other areas such as New Arrivals, SEND and poor achievement and 
attainment, as well as other issues raised by class teachers. 

 Ensure attendance is discussed at all meetings including SEND, LAC, CIN, CP etc. 

 Make contact with parents/carers through home visits and concern letters where 
issues have been raised regarding pupil’s attendance. 

 Attends SAP meetings and multi-agency TAF meetings when required. 

 Work with the school staff, parents/carers and pupils to promote good 
attendance and punctuality. 



 Ensure paperwork is submitted to the LA, in a timely manner, where attendance 
is not improving and legal action needs to be made. 
 

 

The FOS 
The family of schools has adopted a consistent approach when dealing with irregular 
attendance.  Where siblings are at different schools a joint decision is made and then jointly 
communicated to the parents/carers. 
 

 
The Role of the Whole School 
 
The school needs to: 

 Provide a stimulating and supportive environment 

 Promote positive, supportive relationships between home and school and between 
teachers, pupils and parents 

 Be watchful for children who lose confidence and act swiftly to resolve difficulties 
before they affect attendance 

 Promote and reward good attendance. 

 Ensure registers are completed accurately 
 

 

 

Partnership 

What the school expects of our pupils (Attendance Rules) 

 That pupils attend regularly, on time and are ready to learn 

 That pupils are prepared for the day with appropriate equipment e.g. P.E kit etc. 

 To report to the office should they arrive after registration time 

 To tell a member of staff if there is any problem which may prevent them from 
attending school regularly. 

 

What the school expects of parents/carers 

 To fulfil their legal responsibility to ensure that their child attends school regularly, on 
time and prepared for the day. 



 To arrange medical and dental appointments out of school times wherever possible, 
and to obtain an Authorised Absence Pass from the school if unavoidable. 

 To arrange holidays out of school time. 
 

 To speak to relevant members of staff if they know of any problem, which may 
prevent their child from attending school. 

 To telephone the school to say why their child is absent by 9.30am on the first day of 
absence. 

 

What parents/carers and pupils can expect from the school 

 A broad, balanced education that is dependent on regular attendance at school 

 Promotion of good attendance and punctuality at school and regular 
encouragement and rewards 

 Efficient and accurate recording and monitoring of attendance 

 First day contact with parents/carers by phone or a visit when absence is 
unexplained 

 Prompt action when a problem has been identified 

 Liaise with the Attendance support officer to assist and support families where 
needed. 

 Regular communication with parents/carers. 
 

 
Monitoring Attendance and Welfare 
 
All staff share the responsibility for the pastoral care of the children under our supervision. 
Supervision of children should be of the highest quality all of the time. Registers are a legal 
document. Class teachers have the responsibility of monitoring the attendance for their class, 
great care needs to be taken to ensure registers are marked promptly and accurately in Sims 
computer system with the correct code if a child is absent at the start of each session.  
Children arriving after the close of register at 09:00 and before 09:30 will be marked as Late.  
After 09:30 registers will be marked O until a reason by parents has been given then the 
appropriate code U, M or I etc. will be applied to the register. 
 
We track children’s attendance which is below 96.1% and also correlate this with their 
attainment. 
We also track children’s attendance which is below 91% and work closely with parents and 
agencies to improve this. 
 
 
 
 
The 1996 Education Act requires that: 



 All pupils of compulsory school age receive a suitable full time education by regular 
attendance at school or otherwise 

 The Local Authority must provide school places to parents who wish their children to 
be educated at school. 

 The school must complete attendance registers at the beginning of the morning and 
afternoon session. 

 The school must report to the Local Authority pupils who fail to attend regularly or 
are absent for more than ten days without explanation. 

 The Local Authority has a duty to ensure that parents fulfil their legal responsibilities. 

 Failure by parents to ensure the regular attendance at school of a registered pupil is 
an offence and punishable by law.  

 
 
 
Authorised Absence 
 
Absence will only be authorised if: 

 The child is too ill to attend school. 

 The child is absent for religious observance by the religious body to which the child’s 
parents/carers belongs. 

 Leave has been granted because of ‘exceptional circumstances’. 

 Medical proof is provided 
 
Parents are asked to notify the school of their child’s absence on the first day the child is 
absent from school and by 09:30 where possible. 
 
Absence should not be authorised if: 
 

 No explanation is given by the parent/carer. 

 The school is not satisfied with an explanation offered. 

 The child is absent on a family holiday (unless deemed as an exceptional circumstance 
by the Head Teacher) 

 Medical proof has not been provided 
 
 
 
 
 

Irregular Attendance Penalty Notices 

Sheffield Local Authority officers may administer an Irregular Attendance Penalty Notice  

 Where a child is attending a school irregularly and either no reason has been 
provided, no medical evidence has been provided, or the reason provided has not 
been accepted by the school. 



 Where the parent/carer is judged capable of making sure their child attends regularly, 
but is not willing to take responsibility for doing so 

 When considering the use of a Penalty Notice, Sheffield Local Authority officer’s may 
issue a formal warning (Penalty Notice Warning Letter).  This gives a 15 day period 
which your child must attend school every day. 

 The penalty is a £60 fine if paid within 21 days of receipt of the Penalty Notice, rising 
to £120 if paid after 21 days but within 28 days. If the Penalty Notice is not paid in full 
within the 42 day period Sheffield City Council may prosecute. This could result in a 
fine of up to £1,000 plus costs.” Each parent of the child can be fined.   

Further information is available in guidance notes, a copy of which is held in school, titled 
Education Related Provisions included in the Anti-Social Behaviour Act 2003, penalty Notice 
 
Term time Absences 
The Department of Education (DfE) guidance states that: 
 
“The current law does not give any entitlement to parents to take their child on holiday 
during term time. Applications for leave will only be authorised in exceptional circumstances 
and the Head teacher must be satisfied that the circumstances warrant the granting of leave. 
Parents may be fined for taking their child on holiday during term time without consent from 
the school.” 
 

 Term Time Leave request forms must be completed and returned to the school office. 

 In line with the Department of Education guidelines (2013) a leave of absence will not 
be authorised during term time, this includes a request for time off due to a holiday- 
unless the head teacher deems that there are exceptional circumstances.  If leave is 
taken school will request that the local authority issue a Penalty Notice for the period 
of leave. 

 

Term Time Leave Penalty Notices 
“Taking unauthorised term time holidays may make you liable for a Penalty Notice (fine). The 
penalty is a £60 fine if paid within 21 days of receipt of the Penalty Notice, rising to £120 if 
paid after 21 days but within 28 days. If the Penalty Notice is not paid in full within the 42 day 
period Sheffield City Council may prosecute. This could result in a fine of up to £1,000 plus 
costs.” Each parent of the child can be fined.   
 
 

Children Missing from Education 
 
Staff will liaise with the Children and Young People’s Directorate Children Missing from 
Education Team. Pupils who cannot be located or parents have not contacted school within a 
maximum of 5 school days of continued absence, will be considered missing. The Children 
Missing from Education Team will be informed and will pursue the matter in accordance with 
Local Authority procedures. 
 



Children in Public Care 
 
The Head teacher is the designated person to liaise with the Children and Young People’s 
Directorate Looked After Children Team. Looked after children will be set up as an 
attendance group on SIMS and their individual attendance will be checked regularly. 
 
 
Promoting and Rewarding Good Attendance 
 

 We recognise and reward good attendance. Children receive a raffle ticket at the end 
of each week if they have 100% attendance. These tickets go into a half-termly draw 
and children receive a ‘Good Attendance Prize.’ 

 Children receive 100% attendance certificates regularly throughout the year. 

 Children who have 100% attendance at the end of a school year receive a substantial 
reward voucher and are presented this in assembly where parents are also invited to 
attend. 

 Teachers and children actively encourage their class groups to attend school every 
day.  Throughout the year, we designate one week as ‘Special Attendance Week’ 
every child, who has 100% attendance for that week, receives a small reward.  

 The Attendance coordinator has informal conversations with targeted children to 
encourage and promote good attendance and punctuality. This is presented as a 
positive and supportive structure. 

 The weekly attendance percentages are produced in graph form every week and 
shared with staff.  The class with the highest attendance in Lower School receives the 
attendance bear and/or extra playtime for the week and the highest attendance in 
Upper school receives extra playtime. 
 

Clear guidelines and procedures sheets are displayed within school and shared regularly with 
all staff. 
 
 
 
 
 
 
 
Governors maintain an overview of attendance through reports provided by the Headteacher 
and the Local Authority via the Head teacher’s termly report to Governors. 
 
 
 
 
 
 
 

 


