
Page | 1  
 

 
 
 
 
 

Attendance Policy (Pupils) 

 

 

Harpole Primary School’s Vision 
“Prepared for life – in all its fullness” 

John 10:10 

Our aspiration is for all pupils to leave Harpole Primary School with a love of learning and the 
academic and personal skills that will enable future success. 

 

They will be resourceful, independent thinkers with the resilience and confidence to adapt to change 
and rise to challenges.  They will excel in communication in its many forms. 

 

Through the exploring of Christian teachings pupils will reflect upon their own spirituality and have 
the confidence to live by these values. 

 

As members of the school, local and wider communities, Harpole pupils will know that they belong, 
understand their responsibilities, and be prepared for life. 
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1. Introduction 
 

 

1.1 The staff and governors of Harpole Primary School regard regular attendance as imperative 

in the development of a quality education and ensuring children are “prepared for life in all its fullness.”  
We will endeavour to convey this message to parents, carers and children.  

 

1.2 The twice-daily requirement to register pupils gives the school the opportunity to receive 

children formally from home, and serve as an introduction to the session.  

 

1.3 Children are expected to attend school for the full 190 days of the academic year, unless there 

is a good reason for absence. 
 
2. Attendance & Safeguarding 
 

The school recognises the link between good attendance and effective safeguarding practice.  The 
school will monitor all children’s attendance and pay attention to children who are absent from 
education, particularly on repeat occasions and/or for prolonged periods.   
 
The school ensures that staff understand that children who are absent from education, particularly 
on repeat occasions and/or for prolonged periods may potentially be at greater risk of harm.   

 
3. Absence Procedure 
3.1 There are two types of absence: 
 

• Authorised - where the school approves pupil absence 

• Unauthorised - where the school will not approve absence 
 

3.2 If a child is absent from school, parents should call the school before 08:45am on each day 
of the absence, log the absence on ParentMail, speak to a member of staff, or leave a message on 
the answer machine stating the reason for absence. The school will then decide whether to 
authorise the absence. 
 
Absences will be authorised for: 

• Illness; 
• Unavoidable medical appointments (routine appointments should be made during school holidays 

or after school where possible); 
• Days of religious observance; 
• Exceptional family circumstances such as bereavement/family illness; 
• Music / dance exams etc. 

 
3.3 Unreported Absence: 
 
If a pupil is absent, all schools have a responsibility to ensure that they have received contact from 
the parent or carer on the first day of absence.  If the school does not receive contact then the 
school has a duty to ensure that they make every effort to locate the pupil.  

When the school has identified that a child is not in school, the follow procedure will be followed. 

Day 1 - Intial attempts at contact: 
 
If parents or carers fail to contact the school, or fail to explain the reason for absence, then the school 
will telephone the child’s primary contact we have on record to seek reason or clarification for the 
child’s absence from school. If no contact is made, a risk assesment will be undertaken by the school’s 
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safeguarding team / DSL. If there are safeguarding concerns then the DSL will contact Children’s 
Services and/or the Police. 
 
If the school is unable to make contact with the child’s primary contact to gain reason for the child’s 
absence, the school will continue to seek a reason for the absence throughout the day using all of the 
contact information that the school has on record. 
 
If there is still not any contact, or the contact is not satisfactory, then the school will follow its tracking 
children who have gone missing from education procedurers.  
 

Response from parent Next step from school 

There is no answer at the 
home or on mobile numbers 

Call back. Risk assess after 2 hours 

The parent/carer answered the 
call, the child is safe with them 

Ask for reason for absence and record on your school's 
attendance management system  

The person answering is not 
the parent/carer and the 
school is not reassured that 
the child is at home or safe 

The school’s designated lead for child protection should be 
consulted on a risk assessment and the degree of vulnerability of 
the child 

The parent/carer answered the 
call, the child is 
not with them or safe and the 
parent is concerned 

School to advise the parent to: 

• Contact the local police station to inform them that the 
child is missing 

• Contact all people and places the child is known to talk to 
and visit to tell them that the child is missing and ask if 
they can help to find the child, by providing information 
which may shed light on the child’s whereabouts or 
actively searching for the child 

• Contact the family GP and Accident and Emergency 
Centres near where the child lives and goes to school, in 
case he/she has sustained an injury and been taken in for 
medical treatment 

• Report back to school if the child is found or remains 
missing 

 

Day 2 - Intial attempts at contact: 

As per the above.  

Day 3 – Write/email parents: 

The school will write or email to the parent in plain English, asking for contact to be made with the 
school immediately.  If the school is aware that English may not be the parent’s first language, then 
a copy of the letter will be provided in a language that may be more accessible. From the sending of 
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the communication parents/carers will be given 3 working days to make contact with the school to 
explain their child’s absence from school. 

Day 5/6 - Home visit: 

Two members of the school’s safeguarding team will make a visit to the home address.   

Once the school has completed the above checks (or within 10 days, whichever is earlier): 
 
If the child has not been seen and the parents or carers have not made contact with either, schools 
must report the child as missing from education. 
 
 
4. Completing the Register 

 
4.1 The marking of registers is important and incomplete or inaccurate registers are unacceptable for 

several reasons. Registers provide the daily record of the attendance of all pupils; they are 
documents that may be required in a court of law, for example as evidence in prosecutions for non-
attendance at school.  

 
The electronic register is managed on the School’s management information system as follows: 

 
• Black diagonal line to denote presence.  

• Code ‘N’ to denote awaiting confirmation of absence – pupil is not in.  

• Once office confirm absence or attendance with parent, correct code will replace ‘N’ code in the 
register  

• Daily and weekly attendance figures to be completed.  

• Maintain running totals of authorised and unauthorised absence. 

• Any manual registers to be sent to the school office upon completion. 

• A record of appointments and children going home for lunch are logged via the school e-
reception software  

• A e-record is kept in the office showing pupils leaving school/ returning to school for any 
reason during the school day, pupils to be signed out by the person collecting them via the 
school e-reception software. 

 
At the start of the academic year, Reception children attend AM sessions, then AM sessions 
including lunch, before moving to AM and PM sessions. 

 
5. Holidays during Term Time 

 
5.1  It is the school’s intention to ensure that parents will be supplied with school term dates for the 

following academic year as soon as possible following confirmation from the local authority of 
county term date allocation.  This is to enable parents to plan a holiday that does not fall in term 
time. 
 

5.2 The school request that parents seriously consider the impact on their child’s educational progress 
and attainment before requesting holiday leave and avoid withdrawing their children from school 
during term time.  When a child is absent for a long period their learning is fragmented and they 
struggle to fulfil their potential. 

 

5.3 Due to the pace of teaching a holiday during term time will result in gaps in a child’s learning. When 
a child returns from holiday they find that the class has moved on and this can impact on their future 
attainment and sense of confidence and well-being within the class. 
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5.4 The Department for Education made amendments to the regulations which previously allowed 
Head teacher’s the discretion to grant holidays taken during term time. • The current law does 
not give parents any entitlement to take their children out of school for a holiday during term 
time. 
• Any application for leave must only be in ‘exceptional’ circumstances and the Headteacher 
must be satisfied that the circumstances are ‘exceptional’ and warrant the granting of leave. 
• In ‘exceptional’ circumstances, a request for absence must be made in advance, to the 
Headteacher, who will inform you of their decision prior to booking your holiday. 
• If a request for leave is not authorised by the Headteacher and the pupil goes on holiday, the 
absence will be recorded as unauthorised, which then stays on a child’s permanent record. 

If you take your child out of school for an unauthorised absence accumulative total of 5 days / 
10 sessions (90%) or more over a period of ten weeks, the school will deem this as irregular 
attendance and will consider a referral to the local authority for consideration of legal action.  

First Offence 

The first time a Penalty Notice is issued for unauthorised absence the amount will be: £80 per 
parent, per child if paid within 21 days. Increasing to £160 per parent, per child if paid within 28 
days. Any non-payment of the Penalty Notice may be referred to the Magistrates Court 

Second Offence (within 3 years) 

The second time a Penalty Notice is issued for unauthorised absence the amount will be: £160 
per parent, per child paid within 28 days. Any non-payment of the Penalty Notice may be 
referred to the Magistrates Court 

Third Offence and Any Further Offences (within 3 years) 

The third time an offence is committed a Penalty Notice will not be issued and the case could 
be presented straight to the Magistrate’s Court.  

Prosecution under s444 (1) Education Act 1996, where if convicted you may be fined up to 
£1,000. Prosecution under s444 (1) (a) Education Act 1996 where if convicted you may be 
fined up to £2,500 and/or 3 months’ imprisonment. 

Per parent, per child:  

Penalty Notice Fines are issued to each parent, for each child that was absent. For example: 3 
siblings absent for term time leave, would result in each parent receiving 3 separate fines. 

Definition of a parent: 

Section 576 of the Education Act 1996 defines "parent" as:  

• all natural (biological) parents, whether they are married or not 

• any person who, although not a natural parent, has parental responsibility for a child or 
young person 

• any person who, although not a natural parent, has care of a child or young person 
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The school believes that a holiday during term time is avoidable, but if parents are planning on 
taking a term time holiday are asked to: 
 

• Request time off for their child, in writing via a holiday request form, as soon as possible 
stating the exceptional circumstances; 

• Remember that the school might not agree to authorise the time off. 
 
In considering whether or not to authorise leave for a family holiday, the school will consider each 
case individually taking into account factors like the reason for the holiday, its timing and the child’s 
attendance record.  
 
Absence will not be authorised during assessments or examinations. 
 
6. Lateness 
 

6.1 School begins at 8.45am and pupils may arrive from 8.35am.  All pupils are expected to be in 
school for registration at 08:45. Any child arriving later than 8.45am should enter school via the 
main entrance reporting to the School Office. If accompanied, the parent or carer should give a 
reason for the lateness, which will be recorded in the register. The child will then be taken to their 
classroom. 
 

6.2 The registers will be kept open until 09:15am. Any child arriving before that time will be recorded 
as present but late. Any child arriving after that time will be recorded as absent for that session. 
Any child arriving after the closing of the registers at 09:15 must be brought into school by a 
parent or carer and must not be dropped off at the gate. 
 

6.3 A letter will be sent from the Headteacher to the parents of pupils who are late more than 5 3 times 
in one term. If there is not an improvement in the child’s punctuality over the subsequent term then 
a meeting will be requested with the parents to explore ways in which the school can support the 
child’s punctuality and the impact of their lateness upon their learning.  

 

6.4  Pupils who are consistently late are disrupting not only their own education but also that of others.  
 

6.5 Lates will be recorded on the child’s annual report to parents.  
 

6.6 Where persistent lateness gives cause for concern this may be referred to the Education Inclusion 
and Partnership team. 
 

6.7 If parents are worried about their child’s lateness they should talk to their class teacher or 
Headteacher. 

 

 
7. Satisfactory / Unsatisfactory attendance 
 

7.1 Pupils are expected to achieve 95% or above attendance. Attendance is classed as unsatisfactory 
at less than 95% and persistant absentism is identified at less than 90%.  NB. One half day’s 
absence per week equates to 90% attendance. 

 

7.2 After the first term the school will monitor all pupil’s attendance each term.  A letter will be sent from 
the Headteacher to the parents of pupils whose attendance is less than 95% informing them of 
their child’s attendance levels and the need for improvement.  If there is not an improvement in the 
child’s attendance over the subsequent term, a meeting will be requested with the parents to 
understand more about the reasons for the child’s absence and explore ways in which the school 
can support the child’s attendance.  
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7.3 Absences will be recorded on the child’s annual report to parents.  

 
7.4 Where persistent absence gives cause for concern this may be referred to the Education Inclusion 

and Partnership team. 
 

7.5 If parents are worried about their child’s attendance they should talk to their class teacher or 
Headteacher. 

 
 
Review 
 
The governing body reviews this policy annually. The governors may, however, review the policy 
earlier than this, if the government introduces new regulations, or if the governing body receives 
recommendations on how the policy might be improved. 
 

This policy was reviewed by the Headteacher and the ratified by the Governors. 

 

Reviewed: 6th February 2015 

Reviewed: 4th March 2020 

Reviewed: 4th March 2021 

Reviewed: 23rd August 2024 

 

Ratified by Full Governors: Date: 18th September 2024  
 
Signed: 
 
Further information is available at:  
 
https://www.gov.uk/school-attendance-absence/overview  

 

https://www.gov.uk/government/publications/school-attendance  

 

 
 

https://www.gov.uk/school-attendance-absence/overview
https://www.gov.uk/government/publications/school-attendance

