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Introduction 

 
Good attendance and punctuality are essential if children are to achieve their maximum 
academic potential.  They are also important as they establish good habits for the future.  
For our aims to be achieved, clear procedures for parents, pupils and staff must be in place. 
 
The school’s attendance team monitors the procedures and reports to the Headteacher and 
the Governing Body.  This document states our procedures and sets out the roles of all 
responsible parties. 
 

ATTENDANCE AND PUNCTUALITY PROCEDURES 
 
❑ Children are welcome in school from 8:50am (8:55am in Nursery, 8:45am in Reception 

and 8:50 in KS1 and KS2).  All children must be in school at 9:00am. In the afternoon 
school starts at 1:00pm. 
 

❑ Children who arrive within 30 minutes of school start time will be marked down as late. 
 

❑ If a child arrives after 9:30am or 1:30pm, legally the child is considered to be absent for 
the session and the absence must be reported in the usual way. 
 

❑ Children who arrive late must report to the office immediately. 
 

❑ Children who arrive late will be given the green dinner option. 
 

❑ If a child cannot come to school parents should contact the school office on the same 
day if possible, either by telephoning or sending a message 

 
❑ The reason for the absence needs to be noted.  It is a legal responsibility for teachers to 

record the exact reason for a child’s absence.  
 

❑ Holidays in term time are not permitted. If a child is absent for a holiday for 10 sessions 
or more (5 days), this may lead to a Penalty Notice being issued under the provisions of 
the Education Act 1996 (as amended) which means that parents will be fined for their 
child’s absence.   This fine is £60.00 per child (rising to £120.00 if not paid within 21 
days) and can be issued to both parents. 
  

❑ Authorised absences will be given for: 
 
1) Personal illness (for pupils with less than 90% attendance, absence will be recorded 

as unauthorised unless in exceptional circumstances and medical evidence is 
provided). 

2) Religious festivals. 
3) Medical/dental appointments on proof of an appointment card. 
4) Circumstances authorised by school (such as a family bereavement). 

 
❑ If a reason is not given, or is not covered by the above reasons, then the absence is 

noted as an unauthorised absence. 
❑ All children’s attendance is monitored at the end of each half term.  If a child’s 

attendance meets one of the trigger points below then the following attendance 
procedure will be adopted: 
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Stage Trigger Action 
Casework Children whose attendance 

was under 90% last 
academic year 

A letter will be sent out to parents informing 
them that their child’s attendance needs to 
improve this academic year.  They will be 
told in the letter that no absence will be 
authorised without proof of illness etc.  
Parents will be invited into a SAP meeting in 
school. 
If exceptional attendance circumstances are 
known to school about the child e.g. the 
child has been in hospital etc. the letter will 
not be sent. 

1 Below 94% attendance (at 
the end of any half term 
throughout the year) 

A letter will be sent out to parents informing 
them that their child’s attendance needs to 
improve this academic year.  They will be 
told in the letter that no absence will be 
authorised without proof of illness etc. 
If exceptional attendance circumstances are 
known to school about the child e.g. the 
child has been in hospital etc. the letter will 
not be sent. 

2 5 unauthorised days (10 
sessions) within 12 weeks 

After 5 unauthorised days (10 sessions) 
FAST TRACK LETTER 1 will be issued.  At 
this point parents will also be invited in to 
see us if they wish.  We will not continue to 
authorise any absences unless evidence is 
provided (appointment cards etc.). 

3 1 unauthorised day within 20 
days after Fast Track Letter 1 
has been sent 

Send home FAST TRACK LETTER 2.  The 
letter will invite parents into school for a 
School Attendance Panel meeting (SAP). 

4 SAP meeting FAST TRACK LETTER 3 is given to 
parents.  This is a penalty notice warning 
letter.  During the meeting parents will be 
informed that if their child has 1 more day 
off (2 sessions) unauthorised in the next 20 
days a penalty notice will be issued against 
them (a fine) if they have had a total of 10 or 
more absences in the last 12 weeks. 

5 1 unauthorised absence (2 
sessions) 

Fine issued and parents informed. 
 
At this point a penalty notice will be issued 
under the provisions of the Education Act 
1996. 
 
Note: Payment of a Penalty Notice (from 
September 2013), if paid within 21 days, is 
£60.00.  If parents do not pay within 21 days 
the fine is increased to £120.00 and parents 
have a further 7 days to make this payment 
in full. 
 
Non-payment of a Penalty Notice within 
the total 28 day period could result in the 
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commencement of criminal proceedings 
in the Magistrates’ Court under Section 
444 of the Education Act 1996. 

 

• Parents and guardians of children who are persistent absentees (attendance 
below 90%) in the previous academic year will be monitored closely during the 
next academic year.  If school continues to be concerned about a child’s 
attendance, then they will be invited to an attendance panel meeting at school 
during Autumn term and the school will begin gathering evidence for casework 
which will then be passed to the Local Authority. 

 
THE ROLE OF: 

 
Parents 
 

❑ By law, parents are responsible for their children receiving a full time education.  It is an 
offence if your child does not attend school regularly.  Children must go to school every 
day during term time.  
 

❑ Parents must provide school with a reason for non-attendance. 
 
Pupils 
 

❑ The importance of attending school will be stressed from an early age to ensure that the 
children themselves put a high priority on coming to school, and coming on time. 
 

❑ Children must know what are acceptable, and unacceptable reasons for not coming to 
school. 
 

❑ Attendance rewards will be awarded for good attendance. 
 
❑ Children must know to report to the office if they are late. 
 
Class Teachers 
 

❑ Class teachers must be informed (through staff meetings) about how to fill in registers 
correctly. 
 

❑ If teachers have any concerns over a child’s attendance, they must work with the 
school’s attendance team. 
 

❑ Class teachers will assist the attendance team by asking parents to provide reasons for 
absence. 

 
Clapgate's Attendance Team (Mrs Singleton and Miss Stamp) 
 
❑ Ensure that the staff, parents and pupils know the importance of good attendance and 

the school’s procedures for ensuring good attendance at Clapgate.  
 

❑ Check registers daily and to follow up absentees.  In order to ensure all children are 
safe, home visits and welfare checks may be carried out if a child is absent and we are 
unable to contact parents and carers. 
 

❑ Target poor attenders through phone calls, meetings, contracts and incentives. 
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❑ Liaise with the Beeston, Middleton and Cottingley Cluster and Attendance Improvement 
Officer to inform of any problems.  

 
❑ Attend cluster attendance meetings and provide data for these meetings. 

 
❑ Regularly remind parents in the Clapgate Courier etc. about our attendance and 

punctuality policy as well as attendance successes across school.  
 

❑ Child Missing in Education Referrals will be completed in accordance with the Child 
Missing in Education Policy. 

 
REWARDS AND INCENTIVES 

 
Daily 
 
Each day Miss Stamp will go around the classes each morning and speak to the classes 
who have got 100% attendance that day.  She will then place a full house poster on their 
classroom door. 
 
Weekly 
 
Children who have 100% attendance will have their name entered into a class draw.  The 
draw takes place during Monday assemblies and children are given their prize. 
 
If a child achieves 100% attendance for a week, they will be able to get a stamp in their 
‘attendance passport’. If any child receives a stamp in their passport they will also receive a 
sticker.  If a KS1 child collects 10 stamps they receive a coloured attendance band (for the 
first 30 weeks).  They can receive 4 difference coloured attendance bands across the year.  
If a child has 96% attendance for the year they will receive the final gold attendance band.  If 
a KS2 child collects 10 stamps they receive a coloured attendance badge (for the first 30 
weeks).  They can receive 4 different coloured attendance badges across the year.  If a child 
has 96% attendance for the year they will receive the final gold attendance badge. 
 
Half Termly 
 
Each half term if a child has had 96% attendance or above, their name will be placed in their 
year group’s attendance jar.  During the first assembly of the following half term a winner 
from each year group will be drawn and they will win a £20.00 voucher for the family. 
 
Termly 
 
Across a term there is also the possibility for children to win a whole class attendance prize.  
Children in each phase will compete against each other to get the best attendance.  Prizes 
will be decided on by the attendance ambassadors from each phase. 
 
Miss Taylor will meet with Year 5 and 6 children at the end of Autumn 1 and Spring 1 to tell 
them their attendance percentage and how many days this equates to, to make children who 
walk themselves to school more aware of their own attendance. 
 
A few children with excellent attendance (at least 98%) in the last academic year will be 
chosen to form the attendance ambassador team.  They take responsibility for helping to 
make decisions on the whole school attendance prizes and they write an attendance fact or 
quote for the Clapgate Courier. 
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Clapgate Primary School 
 
 

PARENTS’ GUIDE TO ATTENDANCE 
 
WHY IS GOOD ATTENDANCE AND PUNCTUALITY IMPORTANT? 
 
Every day your child is absent they miss over 5 hours of lessons. 
 
POOR ATTENDANCE BADLY AFFECTS LEARNING 
 
It is easy to fall behind and hard to catch up.  Being on time for school is a good 
habit for future life and work.  You child will have a better chance of a successful 
future if they attend regularly. 
 
This leaflet explains the procedures involved and the benefits for your child. 
 
School starts at 8:50 am and registers close at 9:00. 
 
Responsibilities as defined by Law 
 
 Teacher Responsibilities: 
 

Teachers in Schools have to record the exact reason for a child's absence. 
 
We now have to inform parents and The Department of Education of our 
attendance records, showing authorised and unauthorised absences. 

 
What is an Authorised Absence? 

 

• Personal illness (For pupils with less than 90% attendance illness will go 
as unauthorised unless in exceptional circumstances and medical 
evidence is provided) 

• Religious festival 

• Medical/dental appointments (an appointment card will be required) 

• Family bereavement 
 

Parents’ Responsibilities 
 

1) Please ensure that your child gets to school on time.  If your child arrives 
after 9:30am or 1:30pm, legally your child is considered to be absent and 
the absence MUST be covered by a note/telephone call, otherwise it will 
be an unauthorised absence. 

 
2) If your child cannot come to school, contact us, on the same day if 

possible.  You can ring the school on 2716700.  If you receive a phone call 
from us asking for an explanation for an absence, please respond 
promptly. 
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We may need to send letters asking for reasons of absence. PLEASE REPLY or we 
will have to record the absence as unauthorised. 
 
There will be absence slips available in school for you to fill in if necessary. 
 
We encourage good attendance by awarding certificates/prizes to children who have 
attendance of 98% or higher. 
 
The majority of pupils have very good attendance records and many parents already 
follow the guidelines set out in this leaflet. 
 
Any Problems 
 
If you have any problems or concerns which affect your child's attendance, please 
contact your child's teacher or Mrs Singleton or Miss Shires. 
 

GOOD ATTENDANCE IS THE FIRST STEP TO SUCCESS IN SCHOOL 
 
Thank you for your co-operation and support. 

 
 
 
 

 


