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Thomas A’ Becket Infant School 

 

 

Attendance Policy 

 

 
STATEMENT OF INTENT 
At Thomas A’ Becket Infant School, we provide a broad, balanced, creative and inclusive curriculum which 
we believe all children have a right to enjoy. In order for all children to access the opportunities provided, 
it is necessary for them to attend school regularly and punctually.  
The Education Act 1996 states: If any child of compulsory school age who is a registered pupil as a school 
fails to attend regularly, the parents of the child shall be guilty of the offence” and “There is a legal 
responsibility for you to send your child to school every day”. 
School is in session for 190 days a year leaving parents a further 175 days a year in which to have days 
out together and take a holiday 
 
AIMS OF THE ATTENDANCE POLICY 

 To promote and maintain high levels of attendance and punctuality. 

 To promote the partnership between parents and school, to ensure good two way 
communications and sharing of information between home and school. 

 To support children and their families whose attendance is a cause for concern. 
 
 
PARENTS’/CARERS’ RESPONSIBILITIES 
Parents have a legal duty to ensure that children of compulsory school age attend on a regular and full-
time basis and to ensure their child is punctual.  
Parents are responsible for notifying the school of external appointments and where possible will make 
appointments out of school hours, although this may not always be possible. Copies of 
Hospital/Doctor/Dentist appointments will be taken by the school office. 
Parents are responsible for informing the school of any absence. This must be on the first day of absence. 
They can telephone the school and speak to a member of staff or leave a message on the school’s 
answering service. They should state the nature of the illness and when the child is expected to return to 
school.   
 
Please note that in accordance with West Sussex County Council Guidelines, if a child has had an 
episode of diarrhoea or vomiting, they are not permitted to return to school until they have been clear 
of symptoms for 48 hours.   
 
If a child is absent and the school has not received any notification of the absence then the School Office 
will contact the parent/carer. Parents need to keep School informed of continued absence. 
Parents can be prosecuted under the Education Act 1996 for failing to ensure their child's attendance 
at school with the following exceptions: 

 the pupil was absent with permission from an authorised person within school; 

 the pupil was ill or prevented from attending by an unavoidable cause; 

 the absence occurred on a day exclusively set aside for recognised religious observance by the 
religious group to which the family belongs; 

 the school is not within statutory walking distance of the child’s home and no suitable 
arrangements have been made for transport to school, boarding accommodation or enabling 
the child to be registered at a school nearer her/his home by the Local Authority. 
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 There are also some exceptions for the children of travellers. 
 
RESPONSIBILITIES OF HEADTEACHER/GOVERNORS 

 To monitor attendance data 

 To ensure that our school has a systematic approach to the promotion and maintenance of high 
attendance and the management of poor attendance 

 To follow up the support available to children whose attendance is a cause for concern 

 To ensure staff understand and follow procedures for registration and for dealing with absence 
and lateness 

 To provide staff training as necessary for matters relating to attendance 
 
RESPONSIBILITIES OF CLASS TEACHERS 

 To mark registers correctly 

 To understand and implement the school’s policy on attendance 

 To encourage high attendance and punctuality 

 To discuss with parents initial attendance/punctuality concerns when appropriate 
 
RESPONSIBILITIES OF PUPIL WELLBEING OFFICER (ATTENDANCE) 

 To communicate with parents any matters regarding attendance/punctuality   

 To monitor patterns of attendance 

 To have regular meetings with the Head Teacher and Attendance Support Worker to discuss 
strategies and draw up action plans for persistent non-attenders 

 Make referrals to Attendance Support Worker, Pupil Entitlement, Investigation and other agencies 
as necessary 

 To ensure that school has a systematic approach to the promotion and maintenance of high 
attendance and the management of poor attendance 

 To provide data and report regularly to the Headteacher and Governors. 
 
ATTENDANCE REGISTERS 

 All registers are taken twice a day, at the start of the morning and the afternoon.    
 Reasons for absence are recorded on the SIMS database which are electronically attached to a 

child’s record. The West Sussex codes for classification of absence are used. 

 Registers are closed 10 minutes after the start of the morning and afternoon sessions. Children 
who arrive after the close of registers, will be registered as unauthorised (U). 

 Reasons for absence are recorded on SIMS and any notes explaining absence are 
kept in the register and subsequently filed in the office for the duration of the academic year. 

 Registers are preserved for three years and must be made available to OFSTED Inspectors and 
officers of the LA. 

 In the event of emergency it is essential to have accurate, up to date information on who is 
present in the school building. 

 
ABSENCE IN SCHOOL TIME 
In September 2013 the policy changed following amendments to the Education Act 2006, references to 
family holiday and extended leave were withdrawn.  
 

 Time off school for family holidays is not a right. 

 Each request for absence is dealt with on its own merits and all the available evidence/additional 
information is considered by the Head Teacher/Governing Body. 

 Parents will be informed of the decision in writing. 
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 Holidays, birthday treats, looking after other children, waiting for deliveries within school hours 
and parents who are unwell are not acceptable reasons for absence. 

 Requests for absence to attend funerals or associated events are responded to sympathetically. 

 We always advise parents they will be fined with a Fixed Penalty Notice for taking their child on 
holiday during term time without consent from the school if it is for 5 days or more. 

 
FOLLOW UP OF ABSENCE  

 Child is absent 

 Absence is recorded 

 If satisfactory explanation is given the absence is recorded as authorised 

 If no reason is given, the School Office will make contact with parents/carers by text and/or 
phone. 

 If there is no response from parents the absence is recorded as unauthorised. When a pupil has a 
minimum of 10 sessions recorded as unauthorised in a 10 week period the school can initiate the 
FPN procedure. A warning letter is issued when a child is reaching the FPN criteria.  During this 
time there must be no unauthorised absences, if further absences occur the FPN is issued. 

 
FOLLOW UP OF UNAUTHORISED ABSENCE 
If a child has been continuously absent for 10 days without notification or any contact with the 
parents’/carers, a referral can be made to the Pupil Entitlement, Investigation Team.  
Parents are encouraged to discuss their concerns with us at any time and staff are available in school to 
support the child and their family. We may also suggest a meeting with or a visit from our attendance 
support worker to discuss our concerns and any support that may be needed to improve attendance’ 
If a child has been granted authorised absence but fails to return to school within 10 school days of the 
expiry of the agreed period of absence, and the failure is not due to sickness or any other unavoidable 
cause then the Pupil Entitlement, Investigation Team will be informed. 
If a child fails to attend or appears to have disappeared and the period of absence is unusual, then the 
school must make every effort to trace the child. School should also inform the ‘Children Missing in 
Education’ Officer, in the Pupil Entitlement, Investigation Team. 
Children’s absences, without the school’s prior approval, are treated as unauthorised until a satisfactory 
explanation is provided and accepted by the Head Teacher. 
We make every effort to safeguard all our children. We will follow up all concerns for vulnerable children 
if no message has been received to explain an absence. Concerns of this nature may be passed to MASH 
for advice and logged in accordance with our Safeguarding policies. 
 
CHILDREN MISSING IN EDUCATION  
Children Missing in Education If a child fails to attend or appears to have disappeared, and the period of 
absence is unusual, the school will make every effort to trace the child and will also inform the ‘Children 
Missing in Education’ team at the Pupil Entitlement Service. If the Child is Looked After or the subject of a 
Child Protection Plan, the school will notify the Key Worker within the first 24 hours of absence, if no 
contact has been made with the parent/carer. In the event of it being suspected that the child is at 
potential risk of harm, the school will notify Children’s Social Care Services and/or the Police Child 
Protection Team immediately. 
 
LATENESS AND PUNCTUALITY 
Lateness is discouraged and persistent lateness is unacceptable.  
 
It is important that all children are accounted for, particularly with regard to fire regulations.   

 Children arriving late may seriously disrupt not only their continuity of learning but also that of 
others. Late arrival must be signed in at the office, where the time of arrival and reason for 
lateness is recorded. Registers are closed 10 minutes after the start of each session. When 
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children arrive after this period and fail to provide an adequate explanation they are marked as 
unauthorised for that session. 

 In dealing with lateness we take account of individual circumstances, particularly when they are 
genuinely unavoidable. 

 Class teachers with concerns about individual’s lateness should approach the Headteacher or 
Attendance administrator. Standard letters to parents are available. It is recognised that lateness 
at Primary School level is the fault of the parent and not the child. Liaison with the Pupil 
Entitlement: Investigation Service will be made as appropriate.  

 
MONITORING AND ENCOURAGING GOOD ATTENDANCE 

 Good attendance is the responsibility of all staff, parents, children and governors. 

 Termly attendance data is included in the Headteachers report to Governors’ and discussed 
regularly with the Pupil Wellbeing Officer (Attendance). Children needing support are identified 
and closely monitored. 

 100% attendance will be recognised in the following ways:  

 Our reward system comprises of special 100% attendance certificates at the end of each term. 

 Attendance Bears (‘Big Dave’ and ‘Colin Bear’) being awarded to the classes with 100% attendance 
for the week and celebratory assemblies.   

 Each child receives an individual Attendance certificate with their full school report at the end of 
the school year 

 If a child has had extended absence, for example, due to illness, the school will work with the 
child, parents/carers and any other involved agencies to instigate a re-integration programme  for 
that child and ensure there is work available at home. 

 
Attendance is discussed as part of all new entrant meetings. 
All new families are given the Attendance Matters Leaflet as developed with the Locality Schools 
Network.  
At Thomas A’ Becket Infant School we will support and work with parents who may have difficulties with 
getting their child into school. It is most important that parents discuss any concerns with the Class 
Teacher / Head Teacher or SENDCo/Inclusion Manager so that appropriate support or help can be 
offered.  
 
Pupil Entitlement Investigation Advice Line, Tel: 03302 228200 from 8am – 1.30pm 
 
Attachments: Appendix 1 A brief guide to Fixed Penalty Notices 
                    Appendix 2 Children Missing in Education DfE guidance link 
  Appendix 3 Policy Addendum due to COVID 19 
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Appendix 2 
 
Link to Children Missing in Education DfE document (September 2016) 
 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/5
50416/Children_Missing_Education_-_statutory_guidance.pdf 
 
 

Appendix 3 
Addendum due to COVID 19 (including register code updates) 
 

Attendance Addendum 

 
 As a school, we will continue to track attendance rigorously following our usual 

procedures 

 We will follow up all non-attendance and make every endeavour to make contact with 

families where a child is not in school 

 We will follow the August 2020 DfE guidance updates for codes for COVID related 

absence, Codes to be used for non-attendance in circumstances relating to 

coronavirus. (See link below) 

 

https://assets.publishing.service.gov.uk/government/uploads/system/upl

oads/attachment_data/file/907535/School_attendance_guidance_for_202

0_to_2021_academic_year.pdf 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/907535/School_attendance_guidance_for_2020_to_2021_academic_year.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/907535/School_attendance_guidance_for_2020_to_2021_academic_year.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/907535/School_attendance_guidance_for_2020_to_2021_academic_year.pdf
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