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Newbottle and Charlton CEVA Primary School 
Newbottle & Charlton CEVA Primary School seeks to create an environment 

that reflects our Christian ethos, providing safe, happy and challenging 

working conditions for all members of the school. This environment is 

exemplified by our school values and wheel with hope, dignity, wisdom and 

community at its hub. 

 
Attendance and Punctuality Policy 

 
Central to raising standards in education and ensuring all pupils can fulfil their 

potential is an assumption so widely understood that it is insufficiently stated – 

pupils need to attend school regularly to benefit from their education. Missing out on 

lessons leaves children vulnerable to falling behind. Children with poor attendance 

tend to achieve less in both primary and secondary school.  DFE Sept 2018 

 

Regular school attendance is of paramount importance.   

The school curriculum is very full and any time missed cannot be replaced.  
It is a legal requirement that pupils of compulsory school age receive full 

time education and this, with the exception of those educated at home or 
elsewhere, means regular attendance at school.   
Irregular attendance results in pupils not fulfilling their true potential, being 

placed at risk and being drawn into patterns of anti-social behaviour.  
Regular attendance is dependent on high regard for education and for those 

who deliver it.  Home attitudes are crucial and education is therefore a 
partnership between pupils, staff and parents. 
 
Under Section 7 of the Education Act 1996 it states, “The parent is responsible for 

making sure their child receives full-time education.”   

 

It is therefore the parent’s/carer’s responsibility to ensure that their children 
arrive at school on time, suitably attired and equipped to undertake 

curriculum activities.  
 
Acceptable Absence 

The normal pattern of absence for sickness would be for consecutive days in 
a week rather than odd days in different weeks.   

The aim would be for pupils to achieve a record of attendance with unbroken 
weeks (i.e. those where the pupil is marked present on all ten sessions); 
pupils should not have more than one or two broken weeks in the course of 

an academic year.  Regular, broken weeks are a cause for concern and will 
be followed up by the school.   
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Absences 
The Law is clear on absence:  
“…only the School, within the context of the law, can approve absence, not parents.” 

(p10, DCSF Guidance Book, Keeping Pupil Registers, September 2006).   

 
Absence returns are made on-line each term to the Department for 

Education.  Unauthorised absences are monitored and reported to the Local 
Authority’s Educational Inclusion Officers. 

School also has a safeguarding duty, under section 175 Education Act 
2002, to investigate any unexplained absences. 

Parents whose child’s attendance is below 90%, or who displays a pattern 
within absence will be contacted by the school. 
 

Authorised Absences 
The Department for Education has issued guidelines to all schools detailing 

justified reasons for absence: 
 

 When a child is ill – if clearly detailing illness and school receives daily 

updates on progress and likely return to school (Please note: 
authorising absences for sickness is at the discretion of the head 

teacher). 
 When a child is receiving medical attention which can not be arranged 

outside of school hours.  
Parents are expected to make every effort for appointments to take place out 

of school time.  When this is unavoidable, parents must provide a note for 

their child’s teacher explaining the situation and the child should be returned 

to school as soon as possible that same day.   
 Days of religious observance notified at least two weeks in advance; 
 Absence due to exceptional family circumstances (e.g. bereavement, 

serious illness). 
 

There are other absences, such as “Approved Sporting Activity” (attendance 
at a sporting competition – see request for absence protocol for other factors 
that will determination this authorisation), “Approved Educational Activity” 

(this would include school entrance exams if cannot be taken at the 
weekend) or that can be authorised and there are events affecting families, 

some unforeseen, which necessitate absence from school.   
Professional discretion will be used in these cases. 
 

Unauthorised Absences 
An unauthorised absence will be recorded in the following circumstances: 

 No letter or acceptable explanation is provided by parents or carers – 
this includes statements such as my child will not be in school today,  

 The reason for the absence does not fall into a category of authorised 
absence; 

 The pupil is already on the attendance monitoring system and no 

evidence has been provided to the school to support the absence. 
 

Request for Absence/Absence Protocol 
Whilst absences are not encouraged there will be occasion when a request is 
needed to be made.  

This must be made in a timely fashion with at least 2 weeks notice given. 

http://www.legislation.gov.uk/ukpga/2002/32/section/175
http://www.legislation.gov.uk/ukpga/2002/32/section/175
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Additional Factors will be considered as to whether the absence will be 
granted as authorised. This includes current attendance figure, reason of 
absence, one off occasions and personal circumstance of request. 

 In addition, the way this is communicated is important too – formal letters 
and or emails are expected which request the time off.  

All requests will be responded to with a formal letter which details reasons 
why or why not the absence has been authorised/unauthorised.  
 

Holidays 
The law gives no entitlement to parents to take their child on 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. 

Headteachers would not be expected to class any term time holiday as 
exceptional.  

Parents can be fined by the local authority for taking their child on holiday 
during term time without the consent of the school.  Parents have 13 weeks 
in the year to take their children away on holiday and are expected to do this 

during those times.  
Should time be needed for exceptional circumstances an application must be 

made to the Head Teacher in writing and should include the reasons parents 
feel it is appropriate for their child to be taken out of school during term 

time.   
The Head Teacher will respond to the request either by letter, a telephone 
call or a face-to-face meeting.   

 
The reasons given by the parent/carer must be seen by the school to be truly 

exceptional.  Exceptional circumstances do NOT include:  
 

 Birthday treats;  

 Shopping trips;  
 Visits from relatives;  

 Attending pop concerts, sporting events and the like; 
 
Where parents keep a child away longer than the period agreed, the 

additional days are unauthorised.   
 

Parents can be issued a Fixed Penalty Notice by the Local Authority for 
their child’s non-attendance. The penalty is £60 and this rises to £120 if paid 
after 21 days but within 28 days. The Local Authority has its own ‘Code of 

Conduct’ for Fixed Penalty Notices.  

If a registered pupil of compulsory school age fails to attend school regularly, 
the parent could be guilty of an offence under section 444 Education Act 

1996. In April 2017, the Supreme Court held that attending school 
“regularly” means attendance in accordance with the rules prescribed by the 
school and not “sufficiently frequent attendance“. This means that a child 

must attend school on every day that the school requires him or her to do so 
and failure to do this may lead to the commission of an offence. 

 

 

http://www.legislation.gov.uk/ukpga/1996/56/section/444
http://www.legislation.gov.uk/ukpga/1996/56/section/444
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It is not the school’s responsibility to provide work for pupils who 
are on holiday during term time.  Any requests for this will be 
respectfully declined. 

 
Registration 

Registers are taken at the beginning of every morning at 8:50am and every 
afternoon at 1.15pm.  Absences are reported to the school office as soon as 
possible.  The office administrator will ring parents of children who have not 

arrived in school and who have not telephoned or sent a message with an 
explanation by 9.00a.m.  Absence will be deemed unauthorised for that 

session if no communication from parents is received or no note received 
within 24 hours of the child returning to school.   
Registers will be taken to the office each morning for attendance to be 

tracked and necessary calls made. 
 

Late Arrivals 
Registration takes place at 8.50am and 1.15pm.  All children arriving after 
9am will need to go to the school office to be registered as late (L) and 

where possible the reason for late arrival will be recorded.   
Children arriving more than 30 minutes after the start of the school session 

will have their lateness recorded as an unauthorised absence. 
Lateness is monitored.  If a child persistently arrives late, the head teacher 

will address the issue with parents by means of letters and meetings.  
 
Home-School Partnership 

Securing a high level of attendance requires the school and home to work 
closely together.  As a school we will therefore: 

 
 Check daily, during registration, for non-attending pupils; 
 Contact home on day 1 of absence if no message has been received 

from home by 9.00am; 
 Contact home and take action promptly over any unexplained 

absences; 
 Pursue promptly any concerns that parents have that may be affecting 

their child’s attitude to school. 

 Involve the support services to help pupils re-integrate into school 
after illness or other individual circumstances; 

 Regularly and consistently remind pupils of the importance of good 
attendance and punctuality. 

 

 
We ask parents to: 

 
 Ensure their child arrives on time for morning and afternoon school; 
 To notify the school if a pupil is ill on the first day by 9am with an 

estimation of the likely length of absence; as well as daily updates on 
the situation. 

 To inform the school at an early stage about any concerns they have 
about their child’s attitude to school; 

 To take family holidays outside of term time (during the school 

holidays). 
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Educational Inclusion Officer  
All schools can gain support from an Educational Inclusion Officer. The EIO 

may be required to become involved if attendance levels fall below expected, 
there is a high level of unauthorised absence or irregular attendance patterns 
are identified. 
.   
They will provide advice to resolve problems, visit homes, see and support 

parents and pupils and and may if necessary carry out legal enforcement 
measures generally support the school to ensure high attendance. 

 

In extreme cases, the Educational Inclusion Officer is able to initiate legal 
proceedings against parents who have not fulfilled their responsibility of 

getting their child to school.  Before a case goes to court, Parent Contracts 
would be drawn up setting targets for attendance levels.  The prime aim of 
all action is to ensure that the child attends school on a regular basis. 
https://www3.northamptonshire.gov.uk/councilservices/children-families-

education/schools-and-education/information-for-school-staff/pupil-support-and-

inclusion/attendance-and-behaviour/Pages/support-with-a-child's-attendance-

issues.aspx 

 
100% Attendance 

It is important to promote attendance and therefore at the end of every two 
terms (Christmas, Easter and July) attendance certificates will be awarded 

for children who achieve 100% attendance. Children who maintain 100% 
attendance for the whole year will also receive a small reward. 
 

 
Absence and Attendance Codes  

The national codes enable schools to record and monitor attendance and 
absence in a consistent way which complies with the regulations. They are 
also used for collecting statistics through the School Census System. The 

data helps schools, local authorities and the Government to gain a greater 
understanding of the level of, and the reasons for, absence. The codes are: 

/ \: Present in school / = am \ = pm 
Code L: Late arrival before the register has closed 

Code B: Off-site educational activity 
Code D: Dual Registered - at another educational establishment 
Code P: Participating in a supervised sporting activity 

Code V: Educational visit or trip 
Code C: Leave of absence authorised by the school 

Code H: Holiday authorised by the school 
Code I: Illness (not medical or dental appointments) 
Code M: Medical or dental appointments 

Code R: Religious observance 
Code G: Holiday not authorised by the school or in excess of the period 

determined by the head teacher. 
Code N: Reason for absence not yet provided 
Code O: Absent from school without authorization 

Code U: Arrived in school after registration closed 

https://www3.northamptonshire.gov.uk/councilservices/children-families-education/schools-and-education/information-for-school-staff/pupil-support-and-inclusion/attendance-and-behaviour/Pages/support-with-a-child's-attendance-issues.aspx
https://www3.northamptonshire.gov.uk/councilservices/children-families-education/schools-and-education/information-for-school-staff/pupil-support-and-inclusion/attendance-and-behaviour/Pages/support-with-a-child's-attendance-issues.aspx
https://www3.northamptonshire.gov.uk/councilservices/children-families-education/schools-and-education/information-for-school-staff/pupil-support-and-inclusion/attendance-and-behaviour/Pages/support-with-a-child's-attendance-issues.aspx
https://www3.northamptonshire.gov.uk/councilservices/children-families-education/schools-and-education/information-for-school-staff/pupil-support-and-inclusion/attendance-and-behaviour/Pages/support-with-a-child's-attendance-issues.aspx

