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Attendance Policy 

Objectives

∑ The Toftwood Infant and Junior School Federation seeks to ensure that all its children receive an education 
which maximises opportunities for each child to reach their full potential.  Regular attendance supports this 
objective. 

∑ The schools will strive to provide a welcoming, caring environment, whereby each member of the school 
community feels wanted and secure.

∑ Federation staff and Governors will work with children and their families to ensure each child attends school 
regularly and punctually.

∑ To ensure Governors have an overview of attendance and a consistent approach towards it. 
∑ The school will establish a system of incentives and rewards which acknowledges children who work hard to 

ensure good attendance and timekeeping and will challenge the behaviour of children and parents who give 
low priority to attendance and punctuality.

∑ To meet these objectives, we will establish an effective and efficient system of communication with 
children, parents and appropriate agencies to provide mutual information, advice and support.

Aims

1) To promote positive attitudes to good attendance and reinforce the importance of regular attendance at 
school with all stakeholders.

2) To take steps to improve attendance and punctuality with all children.
3) To make attendance and punctuality a priority for all those associated with the school, including children, 

parents, staff and Governors.
4) To develop a framework which defines agreed roles and responsibilities and promotes consistency in carrying 

out certain tasks
5) To provide support, advice and guidance to children and parents.
6) To further develop positive and consistent communication between home and school.
7) To use a rewards system in relation to attendance
8) To promote effective partnerships with the Attendance Team and with other services and agencies.
9) To ensure consistency with tasks such as registration, so all pupils’ attendance is viewed on an equal footing.
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Aim number 1

To promote positive attitudes to good attendance and reinforce the importance of regular 
attendance at school with all stakeholders.

a) Section on website to relate to attendance and importance of good attendance
b) Regular reference to attendance on communication with parents, such as newsletters
c) Discussion on attendance at an appropriate level with children through areas such as assembly and lesson 

time
d) Agenda item for discussion at Governors’ meetings with a nominated Governor for attendance.
e) Cluster working to promote a cluster wide commitment to attendance 

Aim number 2

To take steps to improve attendance and punctuality with all children.

a) Apply federation Attendance Policy consistently.
b) Establish and maintain a high profile for attendance and punctuality.
c) Monitor attendance regularly for all children
d) Work with the staff and schools in the cluster to promote attendance and ensure effective safeguarding 

Aim number 3

To make attendance and punctuality a priority for all those associated with the school, including 
children, parents, staff and Governors.

a) Use website, newsletters, consultation evenings etc to promote attendance
b) Produce termly reports to Governors with the HR & S committee
c) Highlight at new starters’ evenings 
d) Discuss attendance with Attendance Support and Enforcement Officer if necessary and cluster attendance 

improvement officer
e) Present termly certificates for 100% attendance, therefore ensuring all children have the chance to achieve. 

(Bronze, silver and gold awards available) Good attendance certificate available for 97% and above also
f) Weekly recognition for the class with the highest attendance for the previous week with attendance leader 

board at Juniors
g) Ensure parents/carers are made aware of the impact poor attendance has on a child’s social development, 

education and attitude towards school over the longer term. This will be on newsletters and also in the 
individual letters sent to parents/carers whose child has absences that cause concern. This will be supported 
by a printout of their attendance.

h) Share the cluster attendance information with parents/carers

Aim number 4

To develop a framework which defines agreed roles and responsibilities and promotes consistency 
in carrying out certain tasks

∑ Maintain consistent procedures for registration.
∑ See details on aim number 9
∑ Ensure parents/carers are aware of procedures for late arrivals, through newsletters and website.
∑ Executive Deputy Head and designated office staff for attendance to monitor attendance termly and to 

write to parents of any child whose attendance causes concern and monitor others. 
∑ The attendance of children with less than 95% attendance will be analysed.
∑ Designated office staff will monitor throughout the year, and highlight and address where there are 

patterns of absence that may cause concerns for the future eg absences always on one particular day of 
the week, unusual patterns within families. 



∑ Executive Deputy Head and designated office staff for attendance will scrutinise the child’s records 
and decide on the level of concern and discuss with the Executive Headteacher 

∑ A letter will be sent to parents whose child’s attendance is giving cause for concern. Letters will 
highlight the difficulties caused when a child is frequently absent/late, offer to meet with the parents, 
request improvement and explain the steps we take.

∑ Children being monitored will be reviewed again after a further half term. If satisfactory, no action will 
be taken. If their attendance is still giving cause for concern, then the procedures outlined will be 
followed.

∑ A panel meeting is offered to all parents/carers when attendance is below 92% and attendance is not 
improving despite previous letters being sent. This is to look at causes and solutions and to make a 
formal plan together to improve attendance. 

∑ The child’s class teacher will be consulted for further information if necessary.
∑ Referral to or discussion with the Attendance Team will take place if appropriate. 
∑ A referral to a medical officer may be necessary in some circumstances if a child has many absences 

which the parent/carer says are due to illness. 
∑ A fixed penalty notice may be issued where there are continuing low levels of absence within a six-week 

period. This is 15% absence in any six-week period.
∑ A fast track process may be initiated where appropriate. 
∑ A fixed penalty notice will always be initiated where a request for absence eg for a holiday has been 

received and is for ten or more consecutive school sessions, including over a weekend or school holiday. 
∑ Discussion with Children’s Services may also take place (CADS) if there are safeguarding concerns 

related to absence. 
∑ Discussion and liaison with the local authority will also take place when appropriate. 

Aim number 5

To provide support, advice and guidance to children and parents.

a) Highlight attendance in assemblies, newsletters, lesson time, parent/carer meetings, governors’ 
meetings.

b) Provide an attendance policy for parents/carers detailing procedures and help available sharing the 
cluster leaflet on attendance

c) Ensure accurate and up to date advice is given to parents/carers on making contact re absences.
d) Involve parents/carers from earliest possible stage.

Aim number 6 

To further develop positive and consistent communication between home and school.

a) Promote expectation of absence letters/phone calls from parents/carers. This is outlined on the website. 
b) Designated office staff member for attendance to telephone parents to request reason for absence 

where none has been given, known as ‘first day calling’, as soon as possible after 9am, but by 9.30 at the 
latest.

c) All emergency contacts will be contacted if we cannot contact a parent/carer to ascertain where a pupil is 
and that they are safe. 

d) To ensure parents are informed by text message that, if after first day calling, no response has been 
received by a parent, a welfare call to the police may be made to ensure the child and family are safe 
from harm

e) If we still have no response then staff may then call at the family home as part of our duty of care to 
ensure children are safe. 

f) To send letters to parents requesting written reasons for absence where none has been given, or an 
unacceptable reason has been given 

g) Encourage all parents to see the Executive Headteacher or PSA if they have difficulties in getting their 
child to attend school so that support and guidance can be offered. 

Please can all parents ensure they ring the school and leave a message before 9am on the day of 
absence so we know the children are safe and do not have to chase absences. This saves any 
unnecessary worry. 



Aim number 7

To use a rewards system in relation to attendance

a) Actively promote attendance and associated rewards
b) Designated office staff member for attendance to identify termly children with 100% attendance and 

issue a bronze certificate if it is their first full term’s attendance in that academic year, a silver for 
their second or a gold for their third. Publish the awards on the newsletter.

c) Attendance recognition weekly to the class with the highest level of attendance
d) Award for 97% as ‘very good attendance’. 
e) Ensure fair and consistent implementation.

Aim number 8

To ensure consistency with tasks such as registration, so all pupils’ attendance is viewed on 
an equal footing.

a) All registers will open at 8.55 a.m. and be taken by 9 a.m. promptly. Children not in class at this point will 
be marked as ‘Late before registers closed’ if arriving by 9.20a.m. and ‘U’ if arriving after 9.20a.m .

b) Children arriving after 9 a.m. must enter through the office and their reason for being late will be 
entered into the late book. 

c) Children arriving late due to medical appointments will be marked as ‘M’ for medical. Parents/carers are 
encouraged to bring children in for registration no matter how short a time it may be before their 
appointment. Absences for appointments should be limited to the travel time and appointment time only. 
Parents/Carers are asked to bring supporting evidence into school to aid accuracy in recording medical 
appointments.

d) The afternoon register will close at 1.20 p.m. Rules for lateness will be observed as above.
e) Attendance is recorded in red ink and absence in black ink, not pencil at the Infant school and on Pupil 

Asset at the Junior School 
f) The Designated office staff member for attendance will check all registers daily and update the 

attendance information on the school management information system 
g) Any child absent with no reason given will be marked as ‘N’. A reason will then be requested in writing and 

if no reason is given, or an unacceptable reason is given, the absence will remain as ‘O’.
h) Ensure all staff are aware of procedures and the need for consistency throughout the school.
i) Children absent due to speech therapy will be marked as ‘M’, as requested by the attendance improvement 

officer
j) The Executive Headteacher will determine the absence codes for individual children based on the reasons 

given if it is unclear. 
k) Administrative staff will record telephone messages regarding absences in the designated book and pass 

to the designated office staff member for attendance for entering into the attendance system. 
l) If a child is off for any reason, parents must supply a reason in advance or on the day. Parents should 

telephone before 9am if their child is absent. Absence messages may be left on the school answer phone. 
When leaving a message, parents should leave: child’s name, the name of the child’s teacher, the name and 
relationship to the child of the person leaving the message, the reason for the absence and when they 
expect the child to return to school.

m) Holiday absence is not permitted. Absence from school is only granted in exceptional circumstances and 
at the discretion of the Executive Headteacher. A fine will be implemented for any child meeting the 
following criteria:

∑ 10 consecutive sessions of unauthorised absence where some or all of the absence maybe attributed to an 
unauthorised holiday in term time (from 1/9/17)

∑ Or 15% unauthorised absence over a period of 6 school weeks for reasons other than unauthorised term 
time holiday 

This also includes step parents and parents who do not live with the child. (Please note each school day is 
made up of two sessions, morning and afternoon)

Please see the leave of absence form for further guidance.

http://www.toftwood.norfolk.sch.uk/parents/useful-forms/


n) Parents/carers will be sent information telling them of the guidelines for this in the September term or 
when joining school or when guidelines change. 

o) Herringbone summaries of attendance record for each child will be attached to the child’s annual report 

Registration Codes
B Educated off site (NOT Dual registration)
C Other authorised circumstances
D Dual registration
E Excluded
F Extended family holiday (agreed)  (Advised this should not be used) 
G Family holiday (NOT agreed or days in excess of agreement)
H Approved family holiday (Not generally used in line with new requirements) 
I Illness (not medical or dental appointments)
J Interview
L Late (before registers close)
M Medical/dental appointments
N No reason given
O Unauthorised absence
P Approved sporting activity
R Religious observance
S Study leave approved
T Travellers
U Late (after registers close)
V Educational visit or trip
W Work experience
X Non-compulsory school age absence
Y Enforced enclosure
Z Pupil not yet on roll

Equality Impact Statement

The Governors have reviewed this policy giving due regard to their responsibilities with respect to the 
equalities agenda, in line with legislation.  They believe that the policy reflects a positive attitude and 
approach to all members of the school community.

Executive Headteacher     ………………………………………………………………………….

Chair of Governors ………………………………………………………………………….

Agreed by the GB approval team September 2019. This policy will be due for review June 2021. 


