
Common Road Infant and Nursery School                                      Attendance and punctuality policy  
This policy should be referenced alongside the following school or LA policies: Behaviour & Safety, Safeguarding, Special Educational Needs 
and Disabilities, Pupil Premium Strategy, Supporting pupils with medical conditions.  

 

Improving attendance is everyone’s business. (Working together to improve attendance DfE 2024) 
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1. Introduction  

Why should your child attend school every day?  

Every school day counts at Common Road Infant and Nursery School. Children who miss school, miss out. They miss 

essential learning opportunities and time socialising with friends. Good attendance is a learned behaviour. It is 

important that good patterns of attendance are established from the beginning of a child’s educational journey.  

Good attendance begins with school being somewhere pupils want to be and therefore the foundation of securing 

good attendance is that school is a calm, orderly, safe, and supportive environment where all pupils are keen and 

ready to learn. (DfE 2024) 

We aim for all pupils to meet our attendance target of 96% or above each term and by the end of each academic 

year. 

 

What does this look like in missed school days? 

Approximate days absent from school since September 

Attendance Rate & 

Cumulative school days 

By end of autumn term 

(68 school days) 

By end of spring term 

(126 school days) 

By end of summer term 

(190 school days) 

100% 0 0 0 

96% 3 5 7.5 

90% 7 13 19 

85% 10 19 28.5 

80% 13.5 25 38 



So what? What will they miss?  

How many lessons and key learning opportunities have you missed for every day off school? 

Approximate days absent from school since September 

Attendance 

Rate & 

Cumulative 

school days 

By end of autumn term 

(68 school days) 

By end of spring term 

(126 school days) 

By end of summer term 

(190 school days) 

100% 0 0 0 

96% 3 

This is 3 new phonic sounds, 

3 story times, 3 literacy 

lessons, 3 maths lessons and 

3 days of playtimes that all 

their friends have accessed 

and learnt from. 

5 

This is 5 phonic sounds, 5 

story times, 5 literacy 

lessons, 5 maths lessons and 

5 days of playtimes that all 

their friends have accessed 

and learnt from.  

This is one week of learning 

lost. 

7.5 

This is 7 phonic sounds, 7 

story times, 7 literacy 

lessons, 7 maths lessons and 

7 days of playtimes that all 

their friends have accessed 

and learnt from. 

Over one week of learning 

lost. 

90% 7 

This is 7 phonic sounds, 7 

story times, 7 literacy 

lessons, 7 maths lessons and 

7 days of playtimes that all 

their friends have accessed 

and learnt from. 

 

Over a week’s learning lost. 

13 

This is 13 phonic sounds, 13 

story times, 13 literacy 

lessons, 13 maths lessons 

and 13 days of playtimes 

that all their friends have 

accessed and learnt from. 

 

Over two weeks of learning 

lost. 

19 

This is 19 phonic sounds, 19 

story times, 19 literacy 

lessons, 19 maths lessons 

and 19 days of playtimes that 

all their friends have 

accessed and learnt from. 

 

A whole month of learning 

lost. 

85% 10 

This is 10 phonic sounds, 10 

story times, 10 literacy 

lessons, 10 maths lessons 

and 10 days of playtimes 

that all their friends have 

accessed and learnt from. 

 

Two weeks of learning lost. 

19 

This is 19 phonic sounds, 19 

story times, 19 literacy 

lessons, 19 maths lessons 

and 19 days of playtimes 

that all their friends have 

accessed and learnt from. 

 

A whole month of learning 

lost. 

28.5 

This is 28 phonic sounds, 28 

story times, 28 literacy 

lessons, 28 maths lessons 

and 28 days of playtimes that 

all their friends have 

accessed and learnt from. 

 

Almost 6 weeks of learning 

lost. 

80% 13.5 25 38 



 

Aims and objectives of our school attendance policy 

We are committed to securing good attendance for all our pupils. Our aims include:  

• Promoting and supporting good attendance for all pupils  

• Reducing absence, including persistent and severe absence, and reduce lateness  

• Ensuring every pupil has access to the full-time education to which they are entitled  

• Acting early to address patterns of absence 

• Building strong relationships with families to ensure pupils have the support in place to attend school and to 

improve attendance  

• Continuing to provide a welcoming and secure environment where children feel valued and are keen to 

make progress in all aspects of school life 

• Having a joint up approach where school staff, parents, pupils, governors and the Education Welfare Service 

(EWS) are working in partnership to support good attendance  

 

2. Legislation and Guidance  

The legal powers and duties that govern school attendance are contained in:  

• The Education Act 1996 - sections 434 (1) (3) (4) & (6) and 458(4) & (5)  

• The Education (Pupil Registration) (England) Regulations 2006  

• The Education (Pupil Registration) (England) (Amendment) Regulations 2010  

• The Education (Pupil Registration) (England) (Amendment) Regulations 2011  

• The Education (Pupil Registration) (England) (Amendment) Regulations 2013  

• The Education (Pupil Registration) (England) (Amendment)  

This policy meets the requirements of the ‘working together to improve school attendance’ from the Department for 

Education (DfE), and refers to the DfE’s statutory guidance on school attendance parental responsibility measures. 

The law  

It is the legal responsibility of every parent to make sure their child receives that education either by attendance at 

school or by education otherwise than at school. Where parents decide to have their child registered at school, they 

have a duty to ensure that their child attends school regularly. This means their child must attend every day that the 

school is open, except in a small number of allowable circumstances such as being too ill to attend or being given 

permission for an absence in advance from school. 

This is 13 phonic sounds, 13 

story times, 13 literacy 

lessons, 13 maths lessons 

and 13 days of playtimes 

that all their friends have 

accessed and learnt from. 

Over two weeks of learning 

lost 

This is 25 phonic sounds, 25 

story times, 25 literacy 

lessons, 25 maths lessons 

and 25 days of playtimes 

that all their friends have 

accessed and learnt from. 

5 weeks of learning lost. 

 

This is 38 phonic sounds,38 

story times, 38 literacy 

lessons, 38 maths lessons 

and 38 days of playtimes that 

all their friends have 

accessed and learnt from. 

Almost 8 weeks (2 months) 

of lost learning. 

Over 5 years, this would 

mean a whole school year of 

learning would be lost. 



Section 444 of the 1996 Education Act states if a child of compulsory school age fails to attend regularly, the parent 

is guilty of an offence. Parents, therefore have a legal responsibility to ensure their child’s attendance at school.  

3. Roles and responsibilities  

School  

Staff and governors have a responsibility to promote and support attendance, treating seriously any problems that 

lead to non-attendance.  

The Governing Body  

The Governing Body is responsible for: 

 • Promoting the importance of school attendance across the school’s policies and ethos  

• Making sure school leaders fulfil expectations and statutory duties 

 • Regularly reviewing and challenging attendance data  

• Monitoring attendance figures for the whole school  

• Holding the headteacher to account for the implementation of this policy 

The headteacher  

The headteacher is responsible for:  

• Setting high expectations for pupil attendance  

• Implementation of this policy at the school 

• Monitoring school-level absence data and reporting this to governors 

• Supporting staff, including the attendance team, with monitoring the attendance of individual pupils 

• Monitoring the impact of any implemented attendance strategies  

• Issuing fixed-penalty notices, where necessary 

The headteacher and attendance officer  

The attendance team is responsible for:  

• Leading attendance across the school 

• Setting high expectations for pupil attendance and monitor and analyse individual and whole school 

attendance on a weekly basis 

• Identify any cause of concern with regards to pupil attendance  

• Work collaboratively with parents and arranging calls and meetings to discuss any attendance concerns and 

to provide support and targeted intervention where needed  

• Provide advice and support to staff to ensure the recording of attendance is accurate and consistent  

• Maintain electronic registration data systems effectively and deploy them robustly to facilitate presentation 

of reports  

• Make contact with parents/ carers through the first day response where there is an unexplained absence  

• Working with education welfare officers to tackle persistent absence 

• Celebrate excellent and improved attendance and implement rewards and incentives.  

The designated senior leader responsible for attendance is Danielle Edwards. The attendance officer is Niaomi Mock. 

They work in partnership as the school’s attendance team. They can be contacted via the school’s telephone number 

01977 651918. 

Class Teachers  



Class teachers:  

• Are responsible for recording attendance, at the start of the school day and after lunch, using the correct 

codes, and using the electronic registers accurately.  

• Work closely with pupils, families and the attendance team to promote and support good attendance for 

pupils in their class. They may need to discuss with parents about a child’s absence and to also discuss 

attendance at pupil progress meetings.  

Office Staff  

School office staff will: 

• Take calls from parents/carers about absence on a day-to-day basis and record it on the school system 

• Offer advice to parents in line with the school policy and procedures  

• Transfer calls from parents to the Attendance Officer, where appropriate, in order to provide them with 

more detailed support on attendance  

Parents/Carers  

Parents/Carers are expected to: 

• Make sure their child attends every day and on time 

• Call the school to report their child’s absence before 9.15am on the first day of the absence and give a 

reason for the absence  

• Make sure they provide the correct up to date contact details and more than 1 emergency contact number 

for their child 

• Not book term time holidays 

• Make sure that, where possible, appointments for their child are made outside of the school day e.g. dental 

appointments. If medical appointments have to take place within the school day, it is the parents’ 

responsibility to collect their child from school to take them to appointments and to bring them back to 

school once their appointment is over. Provide supporting documentation for appointments.  

• Ensure that the school is aware of any circumstances at home that may be likely to affect their attendance 

• Encourage good routines at home which promote a healthy lifestyle including enough sleep and good 

morning routines  

• Talk to your child about school and let school know if your child is worried about any issues such as 

difficulties with work or friendship problems 

Pupils  

Pupils with the support of parents/carers pupils will be expected to:  

• Arrive at school on time every day with the correct equipment and ready to learn.  

• Talk to adults in school if they have any worries or concerns 

 

4. The school day  

State-funded mainstream schools should deliver a school week of at least 32.5 hours by September 2023. The Law 

states that children should arrive at school on time, every day. Every school day comprises of two sessions, morning 

and afternoon. We will take our attendance register at the start of the first session of each day and immediately 

after lunch.  

8.40am- The school doors open. Children are able to enter the classroom at this time.   

8:55am – The start of the school day. Pupils must arrive in school by 8.40am each day. External doors and gates will 

be closed at 8.55am. The register will be taken by 8.55am and there will be a prompt start to learning.  



Lateness and Punctuality  

There is a prompt start to the school day and therefore lateness can impact on learning. Pupils who are late to 

school miss important learning such as daily phonics which takes place at the start of every day and also miss out on 

crucial social times with their friends during the morning.   

When arriving late to school parents/ carers will be expected to bring their child to the school office. The 

Headteacher, attendance officer and school administrator monitors punctuality and, where we have a concern, will 

speak to parents/ carers about this. If things do not improve a meeting will be held initially with our attendance 

team and then will involve the EWS.  

Pupils arriving after the registration at 8.55-9.05am will be marked as late (L).  

Pupils arriving after 9.05am will be marked as an unauthorised absence (U), leaving their parents/carers at risk of 

legal action should this pattern persist. If a child is persistently late, it is at the Headteacher’s discretion as to 

whether or not to authorise the late arrival to school. Therefore, persistent lateness can result in unauthorised 

absences, leaving parents/carers at risk of legal action.  

5. Authorised and Unauthorised Absences   

Absence from school can be detrimental to a child’s education and progress and should be avoided wherever 

possible. It disrupts routines, learning, and progress.  

Authorised absence  

Some absences are unavoidable, usually due to illness, bereavement, and religious observance. Absences related to 

illness or medical appointments should be supported by medical evidence where possible or a written explanation 

from the parent/carer. If a child is regularly absent due to sickness a parent may be invited to school to discuss their 

child’s absences, this discussion may include the EWO or school nurse. When a child is regularly absent due to illness 

the school will request that a parent provides medical details from their doctor before continuing to authorise 

further absences. The decision as to whether this absence is authorised or unauthorised lies with the Headteacher.  

Term time holidays and requests for absence  

Only exceptional circumstances warrant a leave of absence. We do not authorise holidays taken in term time. Term 

time holidays may result in penalty notices by the LA. As headteachers should only grant a leave of absence in 

exceptional circumstances, it is unlikely a leave of absence will be granted for the purposes of a holiday or travel.  

Any request for term-time absence should be submitted in writing to the Headteacher as soon as it is anticipated. 

The school considers each request individually. The Headteacher will then decide whether or not the leave can be 

lawfully authorised and will do so only if there is a genuine, exceptional and urgent reason for a child to be absent 

during term time. Further evidence may be required.  If a leave of absence is granted, the headteacher will 

determine the length of time the pupil’s absence can be authorised for.   

Following an unexplained absence  

Where any pupil we expect to attend school does not attend, or stops attending, without reason, the school will:  

• Call the pupil’s parent/ carer on the morning of the first day of unexplained absence to gain a reason for this. 

Other communication methods will also be used when needed such as sending a text message asking a 

parent to contact the school. If the school cannot reach any of the pupil’s emergency contacts, a home visit 

will take place by the school. If concerns arise at the home visit or if the school cannot make contact at the 

home visit a member of the school’s safeguarding team will be informed and a referral to social care direct 

may be needed and/ or police.  

• Identify whether the absence is authorised or not and will ensure the correct attendance code which should 

be used.  



• Parents/carers may be invited into school to discuss attendance issues if there is a cause for concern. We will 

agree with the EWS at what point a referral to the Service will be made.  

Unauthorised absence  

If a child is taken out of school without the Headteacher’s authorisation, it will be recorded as an unauthorised 

absence. These include absences, e.g. for birthdays, shopping trips, days out, term time holidays or when a child is 

absent and we receive no explanation. We will discuss and monitor unauthorised absences with parents and the 

EWS and further action may be taken.  

Persistent absence  

A pupil becomes a persistent absentee if he/she has an attendance rate of below 90%. Below 90% attendance means 

that pupils will have missed over 95 hours of learning across one academic year.  

The school will be proactive in supporting pupils and families who are at risk of poor attendance and becoming a 

persistent absentee. The attendance team closely tracks and monitors individual pupil attendance and will aim to 

intervene early (at the point at which a child drops below the 96% attendance target). Parents are informed of their 

child’s attendance each term and parents are invited to meet with our attendance team to discuss their child’s 

attendance and to set improvement targets.  Referrals to the EWS may also be made. A range of school and LA 

strategies can be deployed to improve attendance, including attendance officer support, attendance at the breakfast 

morning clubs, first day response and support to other agencies may be signposted.  

If persistent absence continues and no improvements have been made, a referral to the EWS will be made. A penalty 

notice or legal action may be issued.   

Penalty notice legislation 2024 

The Local Authority, on behalf of the school, can fine parents for unauthorised absence of their child from school, 

where the child is of compulsory school age. Penalty Notices can be issued for term time holidays, irregular and poor 

attendance, and poor punctuality. Below is the local authority guide to penalty notices effective from August 2024. 

This is issued to parents in their new to school induction packs.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

6. Strategies and standard school procedures  

We use the following strategies to promote good attendance:  

• Breakfast club. This not only gives a healthy start to the day but also keeps pupils on time for registration 

• Phonics Breakfast Clubs. This is targeted to support individual pupils with their phonics and reading and also 

provides the children with a healthy breakfast.  

• Support bringing children to school and returning children home when deemed necessary, this is a short 

term strategy and is delivered by the attendance officer under the direction of the headteacher.  

• Open and honest discussions with parents to breakdown barriers to good attendance.  

• Regular communication with parents about their child’s attendance including letters in recognition of 

improvement.  

• Multi agency working so we can use other resources to support families and again break down barriers to 

good school attendance.  

First Day Response:  

• First day response system is in place and parents/ carers will be contacted after 9.15am if they have not 

notified the school of their child’s absence.  

• Step 1: Phone parents’ contact number(s).  

• Step 2: Repeat this during the first morning of absence if no response.  

• Step 3: Phone emergency contact number(s) to get an up-to-date contact number for the parent/carer and 

update the school system accordingly. 

• Step 4: Attendance officer to liaise with headteacher and families for home visits agreed. 

• Step 5: Home visit completed as a welfare check or attendance officer may work with families to bring the 

child to school in the car. All visits will be recorded on CPOMS.    

• Step 6: Attendance officer/ class teacher to speak to the parents face-to-face or by phone the next day and 

establish reasons for absence and update registers.  

• The parent/carer is asked to provide a reason as to why the child is not in school. The absence reason is 

recorded on the electronic registers. The parent will be reminded to inform us on their child’s first day of 

absence by 9:15am as stated in the school policy.  

• If the reason given is felt to be unsatisfactory, the Headteacher may record the absence as unauthorised. If 

the problem persists, the EWS will be informed.  

 

7. Monitoring attendance and punctuality  

 



• The attendance officer and school office staff monitor attendance and punctuality on a daily basis. If staff 

are concerned about a child’s attendance they will discuss this with the Headteacher/attendance officer. The 

pupil’s individual attendance record will be analysed and patterns of absence will be monitored. Staff are 

encouraged to look for high levels of broken weeks or pupils who are leaving school early or arriving late on 

a regular basis. Parents will be asked to discuss this further.  

• The attendance team monitors attendance data weekly, half termly, termly and yearly across the school and 

at an individual pupil level. Analysis of the data will identify pupils and families that need additional support. 

The child may be added to the school’s progress tracking system due to being at risk of making low progress. 

Data will be monitored and evaluated to assess the impact of any interventions which have been put in 

place.  

• The Headteacher, attendance officer and EWS check registers, the ‘late arrival’ and ‘leaving school early’ 

books each half term.  

• Termly information is sent to all parents informing them of their child’s individual % attendance figure. We 

also give a final % attendance figure for the full academic year. This information is also recorded on the 

child’s end of year report. Letters are sent out to parents whose children’s attendance is dropping below 

90% inviting them into school to discuss this further.  A colour coded system is used to communicate 

attendance termly. 

 

Flying High Together 

 

GREEN 100% Excellent. You are an attendance ‘Super Star’ 

 

Blue 96% – 99.9% Very Good  

 

YELLOW 94% - 95.99% Be Careful 

 

GREY 90% - 93.99% Improvement needed 

 

RED Less than 

90% 

Persistent Absence Pupil 

You are now a Persistent Absence pupil and are missing more than 6 weeks of 

learning in a school year 

Attendance and safeguarding – This policy should be directly linked to the school’s safeguarding and child 

protection policy. 

Persistent absence and/ or poor attendance is a potential indicator of abuse and educational neglect.  The school 

is committed to safeguarding all its pupils and will explore thoroughly the root cause of poor attendance using, 

where necessary, the neglect toolkit to identify cases of educational neglect and will speak with parents and/ or 

refer concerns to appropriate agencies if necessary, including Educational Welfare Service, Social Care Direct. 

Staff will always listen to the child and act in their best interest.  

Poor attendance can be an indicator of extra familial harm and through their training staff are aware that this can 

be an indicator.  

Emotionally based school avoidance (EBSA) 

Emotionally Based School Avoidance (EBSA) is a term used to describe children and young people (CYP) who 

experience challenges in attending school due to negative feelings (such as anxiety). EBSA is commonly associated 

with emotional and physical distress, and a reluctance to attend school, which can lead to reduced attendance and 

further anxiety regarding school. 



The Covid-19 pandemic and the disruption caused to educational experiences will mean more CYP are likely to be 

anxious about returning to school. A level of anxiety about returning to school after extended periods of not 

attending is completely normal and for the vast majority of students, they will benefit from getting back into familiar 

and predictable school routines to support their wellbeing. For some CYP however, there are likely to be additional 

challenges and the level of anxiety being experienced will mean more targeted support is needed for those 

experiencing EBSA. The school will work with families and children to support in cases of EBSA.  

Child on child abuse, will always be taken seriously and swiftly acted upon. Both inside and outside school as well 

as online incidents will be responded to appropriately. Children will be encouraged to report any concerns freely. 

Children are encouraged to talk to any member of staff in school about any worries they may have which may be 

impacting on them wanting to come to school.   

Child missing in education 

If school are concerned that a child is missing from education we will liaise with the EWS and LA and follow the 

correct local procedures. School will complete the CME forms and submit these to the relevant body where a 

child has not returned to school after 10 days following an authorised absence, or is absent for 20 consecutive 

days without authorisation and reasonable joint enquiries between the school and local authority have failed to 

establish the child’s whereabouts. For further information see safeguarding policy and DFE CME guidance.  

This policy is effective from September 2024.  

Signed by Headteacher:  

Approved by the Governing Body 

UK GDPR School collects data in order to meet its statutory responsibilities for the provision of education to children in accordance with the 
requirements of the Education Act 1996 and The School Standards and Framework Act 1998. Some of this data will be shared with Wakefield 
Metropolitan District Council and may be shared with other agencies that are involved in the health and welfare of school children. Please be 
aware that personal data is also covered by UK GDPR whereby you as an individual may be liable if you disclose personal data inappropriately. 
Please see the school’s Data Protection policy.  

Inclusion This policy will be applied to all pupils. We welcome our general responsibilities under the Disability Equality Duty by promoting 
equal opportunities, eliminating discrimination and improving access to learning for disabled people. In order to comply with the requirements 
of the DDA 2006 we will make reasonable adjustments to ensure all stakeholders understand and can follow this policy. We will actively seek 
to remove any barriers to learning and participation that may hinder or exclude individuals or groups of pupils.  

Monitoring and review This policy is monitored by the Headteacher, who reports to governors about the effectiveness of the policy on 
request. It will be reviewed appropriate to new legislation or to the needs of the school. 


