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STATEMENT OF INTENT 
 
Sutton-at-Hone CE (VA) Primary School is committed to the continuous raising of achievement of all pupils.  Regular 
attendance is critical if our pupils are to be successful and benefit from the opportunities presented to them. 
  
One of our basic principles is to celebrate success.  Good attendance is fundamental to a successful and fulfilling school 
experience.  We actively promote 100% attendance for all our pupils and we use a variety of weekly, termly and annual 
awards to promote good attendance and punctuality. 
  
The Governors, Headteacher and staff in partnership with parents have a duty to promote full attendance at Sutton-at-
Hone CE (VA) School. 
 
PARENT RESPONSIBILITY 
 
Parents have a legal duty to ensure that their child(ren) attend school regularly and arrive on time.  Full attendance is 
essential to the all round development of the child and they should be allowed to take full advantage of educational 
opportunities available to them by law.  Poor attendance undermines their education and sometimes puts pupils at risk, 
encouraging anti-social behaviour. 
 
AIMS 
 
To maximise attendance, reduce unauthorised absence and promote punctuality. 
 
STRATEGIES 
 

 The school will consistently remind parents and pupils of the link between punctuality, attendance and 
achievement (e.g. at admissions meetings/interviews, in the school prospectus, on the school website) 

 

 The school will regularly report attendance to parents through termly reports (6 per year).  
 

 This policy will be included on the school website and in the school prospectus.  It will be given to all parents on 
admission to the school and referred to in the Home School Agreement which all parents are requested to sign 
on admission to the school.  

 

 Attendance literature to promote good attendance will be displayed in the school reception area, included in 
the prospectus pack and sent to all parents.  

 
Rewards 
 

 The prime benefit derived from regular attendance is that continuity and progression in learning are ensured. 
 

 Certificates are awarded at the end of each seasonal term for individual children with 100% attendance. At the 
end of the Autumn Term a Bronze certificate is awarded, silver at the end of the Spring Term, and gold at the 
end of the school year.  This is celebrated in the whole school celebration assembly. 
 

 A special reward event will be held after school at the end of the Autumn Term and Spring Term for all children 
with 96% attendance or above for the term, and at the end of the Summer Term for all children with 96% 
attendance or above for the academic year.  

 

 For persistent absentees (90% and below), all staff in contact with the child take extra care to welcome the child 
each morning, praise punctual attendance and acknowledge the effort the child has made. It is also appropriate 
to recognise the effort the parent has made to secure the child’s attendance. 

 

 Attendance Ted and Punctuality Pup are awarded at the end of each week to the class with the highest overall 
attendance and least number of late marks.  The results are reported to parents by text message. 

 



Monitoring, Recording and Reporting  
 

 Overall attendance is the responsibility of the Headteacher but will be monitored by the Attendance Officer on a 
day-to-day basis. The Attendance Officer will regularly report attendance to the Headteacher and Governor 
responsible for attendance.  Children with less than 90% attendance will also be monitored by the Family 
Support Advisor. 

 

 Parents will be informed by letter when their child’s attendance falls below 95%, or is in danger of doing so. 
 

 If attendance does not improve following the first letter the parents may be called to an Attendance Review 
Meeting with the Headteacher and Attendance Officer.  Where appropriate this may be followed by a panel 
meeting with the Headteacher and a School Governor. 

 

 Where there are concerns about excessive or extended periods of absence the Headteacher, Family Support 
Advisor and/or Attendance Officer may undertake an unannounced home visit to discuss the reason for 
absence. 
 

 Where concerns regarding excessive attendance persist, a member(s) of staff from the school may undertake an 
unannounced home visit. 
 

 The Attendance Officer will refer pupils/families to the SLO (School Liaison Officer) and/or Early Help Team 
when attendance falls below 90% or when there have been 10 or more unauthorised absences. 

 

 Excessive unauthorised absences will be investigated by the Local Authority and may result in the child being 
removed from the school roll (Education (Pupil Registration) (England) Regulations 2006). 

 

 Punctuality is as important as attendance and will be similarly monitored and reported.  
 

 The Attendance Officer will monitor the late register and a letter reminding parents of the responsibility for 
ensuring regular and prompt attendance at school will be sent to any family where a child has signed the 
lateness register more than 5 times in a term.  

 
 
 
 
ABSENCE PROCEDURES 
 
If a child is too ill to attend school, or if there is another acceptable reason for absence, it is the parent's responsibility 
to contact the school on the first day their child is absent.  This is a safeguarding issue so that all parties know that 
your child is safe. 
 
If your child is absent you must: 
 

 Contact us as soon as possible on the first day of absence, either by telephone or in person at reception;  
 
And then: 
 

 Send a written note to the school office on the first day they return with an explanation of the absence – you must 
do this even if you have already telephoned us; 

 In some cases evidence of a medical issue or illness may be required in order to authorise an absence for illness.  
Any illness totalling four consecutive calendar days or more that results in absence from school will require 
medical evidence to authorise the absence.  It is the responsibility of the parent to provide evidence in these cases. 

 
If your child is absent we will: 
 

 Text or telephone you on the first day of absence if we have not heard from you; 

 Invite you in to discuss the situation either with our Family Support Advisor, Attendance Officer, Assistant 



Headteachers, School Nurse or the Headteacher if absences persist; 
 

 Refer the matter to the School Liaison Officer (SLO) and/or Early Help Team if attendance moves below 90%, or 
more than 10 unauthorised absences are recorded. 

 
There are times when we need to contact parents about lots of things, including absence, so we need to have your 
contact numbers at all times. Please help us to help you and your child by making sure we always have an up to date 
number – if we don’t then something important may be missed.  
 
AUTHORISING ABSENCE 
Only the Headteacher can authorise absence for approved reasons.  Where there is doubt, the Headteacher, on behalf 
of the governing body, should take a consistent approach.  The absence must be unavoidable.  The Headteacher is not 
obliged to accept a parent's explanation and if the absence is not authorised, parents will be notified.  Family holidays 
will not be approved and we ask that all parents plan their family holidays during school holiday time to avoid 
unnecessary absence. 
 
Every half-day absence from school has to be classified by the school, as either AUTHORISED or UNAUTHORISED. 
Authorised absence codes will only be used after there has been some communication between the parent and school.  
Any period of leave taken without the authorisation of the school, or in excess of that authorised, will be classed as 
unauthorised and may attract sanctions such as a Penalty Notice.  
 
The following reasons are examples of the kinds of absence that will not be authorised: 

 Day trips and holidays in term time.   

 Persistent non specific illness e.g. poorly/unwell 

 Absence of siblings if one child is ill 

 Oversleeping 

 Inadequate clothing/uniform 

 Confusion over school dates 

 Medical/dental appointments of more than half a day without very good reasons 

 Shopping trip 

 Child’s/family birthday 
 

LATENESS 
 
Poor punctuality is not acceptable. If your child misses the start of the day they can miss work and do not spend time 
with their class teacher getting vital information and news for the day. Late arriving pupils also disrupt lessons, this can 
be embarrassing for the child and can also encourage absence. 
 
Pupils are expected to arrive by 8.40am.  All pupils that arrive late must report, with their parent, to the school office 
where the reason for lateness is recorded. 
 
Registers are marked at 8.45am and your child will receive a late mark if they are not in class by that time.  Registers 
close at 9.00am.  If your child arrives after that time they will receive a mark that shows them to be on site, but this 
will not count as a present mark and it will mean they have an unauthorised absence for the whole of that school 
session (morning or afternoon). 
 
If your child has a persistent late record you will be asked to meet with the Family Support Advisor, Attendance Officer, 
Assistant Headteachers and/or the Headteacher to resolve the problem, but you can approach us at any time if you are 
having problems getting your child to school on time. 
 
SPECIAL LEAVE OF ABSENCE DURING TERM TIME 
 
Taking a special leave of absence during term time will affect your child’s schooling as much as any other absence and 
we expect parents to help us by not taking children away from school during term time.  There is no automatic 
entitlement in law to time off school during term. Family holidays are not considered to be special leave and will be 
unauthorised. 
 



Any applications for special leave must be made in advance.  The Headteacher may authorise leave where there are 
exceptional circumstances (supporting documentation may be required). In making a decision the Headteacher will 
consider the exceptional circumstances of each application individually, and may invite parents in to school to discuss 
the requested leave.   
 
Any period of leave taken without the agreement of the school, or in excess of that agreed, will be classed as 
unauthorised and may attract sanctions such as a Penalty Notice.  
 
PERSISTENT ABSENTEEISM 
 
A pupil becomes a ‘persistent absentee’ (PA) when they miss 10% or more schooling across the school year for 
whatever reason. Absence at this level is having a considerable impact on a child’s welfare, attainment and progress, 
and we need parents’ fullest support and co-operation to tackle this.  We monitor all absence thoroughly. Any case 
that is seen to have reached the PA mark or is at risk of moving towards that mark is given priority and you will be 
informed of this immediately. 
 
PA pupils, and those at risk of becoming PA, are tracked and monitored carefully by the Attendance Officer and the 
Family Support Advisor.  In these cases pupils and their parents are subject to an Action Plan, which may include: 
allocation of additional support from the Family Support Advisor for parents, Eden Counselling, Emotional Support, 
support and/or advice from the school nurse, individual incentives to raise attendance, for example.  All cases that 
reach PA are also referred to the School Liaison Officer. 
  
 
PENALTY NOTICES FOR POOR ATTENDANCE 
 
Penalty notices are issued by the Local Authority in accordance with the Attendance Service Code of Conduct, by the 
Attendance Service, based on requests from schools and the police. 
 
A pupil has to have at least 10 unauthorised absences (5 days) in any term before the issuing of a Penalty Notice can be 
considered. 
 
Following a request by the school for the issuing of a Penalty Notice a check is made by the Local Authority’s Central 
Enforcement Team of the PRU Inclusion and Attendance Service that the request meets the conditions of the Code of 
Conduct. A warning letter will then be sent to parents explaining that unless their child attends full time for the next 15 
school days a Penalty Notice will be issued by the The Central Enforcement Team of the PRU Inclusion and Attendance 
Service. Where a Penalty Notice is issued, each parent is required to pay a fine of £60 if paid within 21 days, or £120 if 
paid within 28 days, to the Local Authority.  Failure to pay the penalty may result in prosecution. 
 
The Central Enforcement Team of the PRU Inclusion and Attendance Service will consider any requests from the 
Headteacher to issue Penalty Notices to parents/carers where special leave has been refused provided, in the opinion of 
the Service, permission has not been unreasonably withheld, and this has created a period of unauthorised absence in 
the current term of at least 10 sessions (5 days).  Requests for Penalty Notices will also be considered where there is 
excessive delayed return from extended holidays without prior school agreement. 
 
 


