
 
 

Parkfield Primary School 
 

Attendance and Punctuality Policy 
 
Rationale 
At Parkfield Primary School we believe in providing the best opportunities to support and 
develop children’s learning. We must ensure that all our pupils have an equal chance to 
make good use of the education that the school offers by providing a positive and 
encouraging atmosphere. For this to be achieved it is important that each child attends 
school regularly and punctually. The school recognises that parents have a vital role to play 
in order to support and encourage good attendance and punctuality. By accepting 
responsibility in partnership with the school, we can work together to ensure the children’s 
right to a full education as well as enabling parents to fulfil their legal responsibility. 
 
Aims 
We aim to: 

 Develop supportive strategies to encourage good attendance and reduce authorised 
and unauthorised absences; 

 Develop supportive strategies to encourage good punctuality; 
 Raise pupil, parent and staff awareness of the importance of regular school 

attendance and punctuality; 
 Use attendance data to show the status and trends of individuals, classes, year 

groups, key stages and whole school where appropriate; 
 Offer rewards and incentives for regular attendance and punctuality; 
 Set targets for attendance annually with particular regard to the reduction of 

unauthorised absences and submit these to the LA. 
 Work with parents of children whose attendance is of concern. 

 
Procedures for dealing with absences 
Parents are requested to report a child absent on the first day. If a child is absent with no 
contact from home the office will phone absent children’s parents on the first day of 
absence and record the outcomes on SIMs against the child’s name. This is part of the 
schools safeguarding procedures and is called ‘first response’. 
 
If a child is absent for more than three days then the school may request medical evidence 
that the child has been seen by a medical professional.  This may be in the form of an 
appointment card and does not normally require letters from GP’s. 
 
When a child has attendance of 90% or less then they are classed as a persistent absentee 
and school can ask parents to provide medical evidence for all absences, this can be in the 
form of an appointment card from a GP or walk in centre, a hospital letter or appointment 
card, in order for them to be authorised. 
 
School will contact parents of children who fall into the category of Persistent Absentee and 
may invite them in to an attendance meeting to discuss ways in which we can work together 
in the child’s best interest. 
 
Procedures for dealing with lateness 
Children that are late are monitored by the attendance lead officer.  Persistent lateness will 
then usually be referred to the school’s EWO. 
 



Registration 
Registration takes place at the beginning of the morning (9am) and afternoon (1.15pm) 
sessions of school.   If a child arrives late then a late mark will be given (L) up to 9.30am.  If a 
child arrives late after 9.30am then it is classed and recorded as an unauthorised absence 
and recorded as (U).  In the afternoon registers are taken at 1.15pm prompt and children 
who are taken out of school for any reason must be back at school by 1.15pm to be given an 
afternoon mark. 
 
Please note that registers must be completed accurately as they constitute a legal 
document. 
This is also really important in the event of an emergency, such as a fire. 
 
On a Friday morning the office will record the class attendance figures. This is used for the 
awarding of ‘Attendance Ted’ and ‘On Time Ted’.  
 
Raising Attendance Concerns 
The attendance officer monitors attendance and reports directly to the Headteacher. School 
has a comprehensive Attendance Action Plan and all children with attendance below 90% 
have their own action plan.  This is updated every term. 
 
Dealing with persistent absence 
'Persistent absence' refers to absence of more than 10%, whether authorised or 
unauthorised.  Parents of children who have attendance of less than 90% are contacted and 
may be invited into school to discuss ways in which we can support parents and to 
investigate whether there are any underlying issues that school is unaware of. 
 
As attendance is regarded as a safeguarding issue the school works closely with the Local 
Authority’s Education Welfare officer whenever a child’s attendance and punctuality causes 
concern. Attendance rates are reported each term to governors and to all parents. Positive 
measures are in place to encourage children to attend regularly and punctually and the 
school is aware of its right to take legal action against parents who do not ensure good 
attendance and punctuality. 
 
Leave of absence  
Headteachers no longer have the discretion to authorise holidays during term time. A two 
week holiday during term time means that a child can then no longer reach the threshold set 
by the government of 95% attendance.  Parents of children in Y2 and Y6 are strongly 
discouraged from taking holidays during these important SAT years.  
 
Parents who do decide to take children out of school during term time should still inform 
school in writing so the appropriate reason can be recorded.  All reports of sickness will 
come under the sickness absence reporting procedures and school has the right to request 
medical evidence for any sickness absence, this might be in the form of an appointment card 
from your GP or walk in centre.  School can refuse to record an absence as sickness if it 
suspects a holiday has been taken. 
  
It is vital to the best interests of the children that they get as much benefit as possible from 
their school days. Any days lost by the children are opportunities gone for ever. Inevitably 
some school days will be missed due to illness and other unavoidable absences, but these 
really should be kept to the absolute minimum. 
Parents are asked to do all that they can to support regular school attendance and to avoid 
taking children on holiday during the school term. 
 
 



xtended Absences 
There is no legal right for parents to take pupils out of school within term time. 
 
Rewards and Incentives 
Attendance Ted and On Time Ted are awarded each week to the classes with the highest 
attendance and fewest lates.  Class awards and individual rewards may consist of ‘extra 
playtime’, cinema vouchers, gift cards and certificates. 
 
Monitoring and Evaluation 
The systems and policy are monitored and reviewed as required. 
 
Action on school attendance  
A child registered at a school can legally miss school only in very limited circumstances. 
These include: 

 when the child is too ill to attend 
 when the school has authorised the absence beforehand 

If a child is missing school without good reason, schools and local authorities have a number 
of legal powers that they can use. 
 
Penalty notices 
 (Please see paragraph  on leave of absence) 
Section 23 of the Anti Social Behaviour Act 2003 empowers designated Local Authority 
Officers, Headteachers (and Deputy and Assistant Headteachers authorised by them) and 
the Police to issue Penalty Notices in cases of unauthorised absence from school. 
 
The Education (Penalty Notices) (England) Regulations 2004 came into force on 27th 
February 2004. 
 
The use of Penalty Notices has been agreed by the Governing Body of Parkfield Primary 
School.  From 1st September 2016 Penalty Notices may be issued to parents of children who 
have poor attendance.  Currently a Penalty Notice is a fine of £60 per child per parent e.g. a 
family taking 2 children out of school would mean a fine of £240.  Payment of a Penalty 
Notice within 21 days is £60 and payment after this time but within 28 days is £120.  Non-
payment of a Penalty Notice will trigger the prosecution process under the provisions of 
Section 444, 1996 Education Act. 
 
Court Action 
The local authority may prosecute you (they don’t have to issue a penalty notice first) and 
this could result in a more severe penalty. 
You could get a fine of up to £2,500, a community order or, in extreme cases, a jail sentence 
of up to three months. If the court thinks it will help to stop your child missing school, it may 
also impose a Parenting Order. 
 
Further support and advice is always available from school. 
 

Attendance during one 
School Year 

Equals _ days absent Which is Approximately _ 
Weeks absent 

Which means this 
number of lessons 
missed 

95% 9 Days 2 Weeks 50 lessons 

90% 19 Days 4 Weeks 100 lessons 

85% 29 Days 6 Weeks 150 lessons 

80% 38 Days 8 Weeks 200 lessons 

75% 48 Days 10 Weeks 250 lessons 

70% 57 Days 11.5 Weeks 290 lessons 

65% 67 Days 13.5 Weeks 340 lessons 



 


