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Regular school attendance is essential if children are to achieve their full potential.  
Springdale Primary School believes that regular school attendance is the key to enabling 
children to maximise the educational opportunities available to them and become emotionally 
resilient, confident and competent adults who are able to realise their full potential and make a 
positive contribution to their community.     
 

Springdale Primary School values all pupils. As set out in this policy, we will work with families 
to identify the reasons for poor attendance and try to resolve any difficulties.  
 
Springdale Primary School recognises that attendance is a matter for the whole school 
community. Our Attendance Policy should not be viewed in isolation; it is a strand that runs 
through all aspects of school improvement, supported by our policies on safeguarding, 
bullying, behaviour and inclusive learning. This policy also takes into account the Human 
Rights Act 1998, the Disability Discrimination Act 1995 and the Race Relations Act 2000.  
 
Objectives 

• To ensure high levels of attendance for all pupils 

• To promote a culture of punctuality and good attendance 

• To improve parental understanding of the school’s expectations for attendance and 
punctuality 

• To work with the Education Welfare Officer (EWO) to improve pupil attendance and 
punctuality 

• To closely monitor attendance and punctuality 

• To raise attainment for pupils by improving attendance 

• To safeguard pupils 
 
These will be achieved by: 

• Creating a policy and procedures document for Attendance and Punctuality: 

• Sharing this policy and procedures with parents and pupils 

• Actions for improving attendance in our SIP 

• Regular meetings with our EWO, Parent Support Worker and Head Teacher 

• Creating reward systems for good attendance and punctuality 

• Raising the profile of attendance issues amongst the whole school community 

• Relevant staff receiving training as required 

• The induction programme for new staff 

• Seeking the views of all year groups through the school council 
 
Staff 

• Teachers and support staff should begin work by 8.30 (unless working under a different 
contract of which they are aware) 

• Session times shown on timetables 

• Support staff begin administration time or tasks as designated from 8.30am 
 
 

 
Attendance Procedures 
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• Each school day has two sessions 
 

 

 
Nursery Morning Session 
 

8:45 doors open 
8.45  – 11.45 morning session 

Nursery Afternoon Session 

 
12.30 doors open 
12:30 – 3:30 afternoon session 
 

Reception 
 
 

 
8:45 – 8.55 doors open 
8.55– 12:00 morning session 
1:00 – 3:15 afternoon session 
 

Key Stage 1 
 
 

 
8:45– 8.55 doors open 
8.55 – 12:00 morning session 
1:00 – 3:15 afternoon session 
 

Key Stage 2 
 

 
8:40 – 9:00 doors open 
9:00 – 12:15 morning session 
1:15 – 3:20 afternoon session 
 

 

• Doors shut for pupils at 8.55am (Reception and KS1) and  9.00am (KS2) – pupils must 
enter through reception and be signed in after this time 

• Register taken at 9.00am with pupils sitting down following class procedures (reading, 
working) 

• Pupils either marked present, or absences should be left blank to be completed by the 
office, teachers register pupils on SIMS and save the register. 

• Lessons start promptly at 9.00am 

• You need to be firm and actively encourage attendance and punctuality 

• Children attending appointments during the school day will be signed out at reception 
and signed back in on return, parents must produce letters, appointment cards at the 
office 

The administrative officer will off register pupils as required. Please continue to mark absent 
until this has been done and the child’s name no longer appears on the registration sheet. 
 
Procedures for Absence 
Class teachers are asked to ensure children who are absent, if a phone call has not been 
made to the school office, bring a letter explaining the absence on their return to school. 
Absence letters should be sent to the office inside the registers; verbal reasons for absence 
should be noted and sent to the office. 
 
Attendance is monitored by the office staff and Parent Support Worker, any concerns 
regarding a pupils attendance at school should be discussed  with the officer who will then 
pass the information to the EWO. 
 
Punctuality 
Monitoring of lateness will be undertaken by the Office staff, Parent Support Worker and HT. 
recurring problems will lead to parents being invited into school to discuss the situation with the 
HT and/or PSW. 
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Where problems persist the EWO will make a home visit and take appropriate action. 
 
Absence 
Procedures for following up pupil absence 

• The school office will make contact with absentees on the first day of absence where 
possible 

• The school office will monitor absences and note recurring patterns of absence and 
unexplained absences these will then be reported to the EWO and school PSW 

• Home visits will be made by the EWO to any child whose attendance is a continued or 
immediate problem 

• Staff should report any attendance concerns to the Parent Support Worker to ensure 
monitoring is in progress 

• When a child returns after a period of absence the teacher will ask the child for a letter 
explaining the absence or for a verbal explanation which the teacher will record on the 
absence sheet inside the register. 

• The Parent Support Worker, Office  staff, EWO and HT monitor attendance and discuss 
cases. Where pupils attendance is below 90% they are tracked and the HT and EWO 
may work out an action plan to improve attendance with the pupils’ parents. Monitoring 
continues and good improvement is recognised with a congratulatory letter 

• The HT will regularly update the governors with oversight of attendance and formally 
report to the governing body termly 

 
 
Attendance 
Procedures for monitoring and promoting Attendance: 
 

• The HT monitors weekly attendance and best class attendance is rewarded by 5 
minutes extra playtime and looking after Charlie or Attendance Bear for a week 

• Individual attendance is monitored and pupils with 100% attendance for a term are 
rewarded with a certificate presented at a special Award Assembly at the end of each 
term 

• Pupils achieving 100% attendance for the year receive a certificate, pupils who achieve 
100% attendance over four receives receive a book token 

 
Leave of Absence 
The school follows the local authority procedures when parents apply for leave of absence. 
These procedures are laid out in a local authority leaflet that was available for parents in the 
school office. 

The Head Teacher and governing body approve leave of absence only in exceptional 
circumstances.  A Head Teacher will not accept as an exceptional circumstance the fact that a 
holiday is cheaper during term time.  

 
Although it is not possible to define exceptional circumstances, examples of what might be 
considered as such are bereavement, serious illness, significant events such as a family 
wedding  or cultural /religious reasons. In some cases a parent’s employer might restrict 
holidays to a certain time-period. In these circumstances the Head Teacher will ask for written 
confirmation from the employer. 
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The Head Teacher will also look very carefully at the child’s previous attendance record and 
should they have concerns, for example should the child’s average attendance be below 95%, 
it is highly unlikely that the Head Teacher will agree to authorise any further absence. 

That while decisions will be made on a case-by-case basis, requests will normally be refused. 

Extended Leave of Absence without Explanation 

The school will do all in its power to investigate the circumstances of extended leave of 
absence without explanation. This will involve informing the EWO who will investigate the 
absence. The pupil will remain on role until the investigation is complete. The school will write 
to the last known address of the child to inform parents/guardians that the child has been 
deleted from the register. 

Deletion from Registers 

The regulations enable schools to delete compulsory school-age children in the following 
circumstances: 

• The school is replaced by another school on a School Attendance Order 

• The School attendance order is revoked by the local authority 

• Permanent exclusion 

• Transfer between schools and education other than school 

• 20 days continuous unauthorised absence and both the local authority and school have 
tried to locate the pupil 

• Left the school but not known where he/she has gone after both the school and the local 
authority have tried to locate the pupil 

 
Monitoring the Policy for Attendance and Punctuality: 

• LA provides support when reviewing the policy 

• The policy is annually updated by the Head Teacher and formally reviewed every three 
years 

• The School Council is a vehicle for seeking on going review by pupils 
 

  
 
 
 
 

 


