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 Introduction 
 

 

 

Here at Stanhope Primary School we aim together with parents/carers and 

the local authority to ensure that all children achieve excellent levels of 

attendance and punctuality. 
 

 

All children of compulsory school age have the right to an efficient full-time education, 

regardless of age, ability and any special needs they may have.  Regular school attendance is 

essential if a child is to make the most of the educational opportunity available to them. 

Stanhope Primary School takes seriously its responsibility to monitor and promote the regular 

attendance of all its pupils. It acknowledges that irregular attendance seriously disrupts 

continuity of learning, undermines educational progress, can lead to under achievement and 

low attainment and impedes the child’s ability to develop friendship groups within school. 
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                  Parents 
 

 

 

The Education Act 1996 

“It is the duty of parents to secure education of children of 

compulsory school age. The parent of every child of compulsory 

school age shall cause him to receive efficient full-time education 

suitable — (a) to his age, ability and aptitude, and (b)to any 

special educational needs he may have, either by regular 

attendance at school or otherwise” 
 

 

Parents must: 
 Ensure their child attends regularly, on time, and ready to learn. Ideally we would like each 

child to reach 97% or above (this year’s target).  

 Keep requests for their child to be absent to a minimum 

 Refrain from taking family holidays during term time 

 Always ring school on the 1st day of absence.  Ring school on 4201710 – press 1 to leave a 

message on the attendance line.  The Attendance Officer will listen to the message before 

9.30am. If contact is not made on the first day of absence the Attendance Officer will call to 

establish a reason.  This information is recorded for future reference 

 Inform school of any relevant factors that could affect their child’s attendance or punctuality 

 Work closely with the Attendance Officer and Attendance Team to resolve any problems that 

may impede their child’s attendance 

 Provide school with up to date contact information and parental responsibility 

 Support their child and be aware of any successes and achievements in school. Be aware of 

any signs your child may have for not wanting to come to school and discuss this with them. If 

you are worried please contact school and arrange a meeting with the class teacher and 

Attendance Officer  

 Try to book doctor’s appointments out of school time whenever possible 

 If a child is in the care of foster parents or in a residential home, it is important that the carers 

recognise their parenting role where attendance to school is concerned  

 To keep up to date with Attendance information, initiatives and policies please visit our 

website: www.stanhopeprimary.com 

 

 

Parents may be prosecuted if their child does not attend school regularly and punctually. This 

will be carried out under the 1996 Education Act and aims to ensure that parents carry out 

their duty to secure suitable education for their children. 
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    Attendance and Punctuality Procedures 
 

 

Parents are required to inform school on first day of absence. 

 
1st Day of absence 

 

If we do not receive a call the Attendance Officer will call for a reason of absence.  This reason is 

recorded for future reference.  The attendance code is then inputted onto the school administration 

system.  Parents are expected to write a note with the reason of absence on their child’s return to 

school. We do not require a call everyday of your child’s absence, however we do like to be updated 

on an estimated return date. 

 
3rd Day Absence 

 

If a child has been absent for 3 days without an explanation then school will carry out a home visit. If 

here is no response, school will contact the Attendance Team to report the unauthorised absence. 

 

Attendance Monitoring 
 

The school monitors attendance on a daily basis.  The registers are closed at 9.05am and sent to The 

Attendance Officer.  She will check for absences and carry out first calls to parents/carers if needed.  

The reasons of absence are logged both written and on the school computer system.  Any home visits 

are organised and carried out promptly.  On a monthly basis every child’s attendance percentage is 

checked.  Parents whose children have 92% or below attendance will be sent a letter to inform them 

their child’s attendance is being monitored and that their attendance is below the school and national 

expectations.  If a child’s attendance drops below 90%, parents will be invited into school for a 

meeting with the Attendance Officer and Head Teacher to discuss ways to improve your child’s 

attendance. 

 

School Initiatives 

 
 The Attendance Race and Poppy the Bear  

 100% attendance certificates and prizes  

 Whole School Assemblies 

 Attend to Achieve Weeks 

 ‘100 Club’  

 Attendance passports 

 

 

 

Nursery Attendance 

 

 
Following advice from The Local Authority, we have updated our policy to include reference to the 

procedures we will follow for absent nursery pupils. Although attendance at nursery is not statutory, 

absent or sporadic attendance is often an early indicator of issues needing support or advice.  Please 

refer to our 1st day and 3rd day absence procedures, which applies to all nursery children at Stanhope 

Primary.  

 



Stanhope Primary School Attendance and Punctuality Policy 5 

 

 

     

       Authorised and Unauthorised Absences 

The decision as to whether an absence is authorised rests solely with the school not with the 

parents.  All absence notes are sent to the Attendance Officer regularly and kept in the child’s 

individual file until the child leaves school. 

Authorised absences: 

M – Medical appointment 

I – Illness 

C – Other circumstances (such as bereavement) 

E – Excluded 

F – Family extended holiday 

R – Religious holiday 

S – Study leave 

T – Traveller absence  

 

There are times when children are absent for reasons, which are not permitted by law.  These are 

known as “unauthorised absences”.   

 

Unauthorised absences: 

G – Family holiday (not agreed) 

N – No reason given 

O – Other 

 

Late arrival procedures 

 
There are several negative results caused by pupils who constantly arrive late. Which may 

include, the loss of education suffered by the pupils themselves. Over a year this could add up to a 

significant proportion of their time in school lost. It can also cause disruption to other children in 

their class. 

 

All children who are late must report to the School Administrator and give her a reason of 

absence.  The School Administrator reports back to The Attendance Officer who will log the 

reason of absence.  KS2 children can report directly to The Attendance Officer.  If a child is less 

than 15 minutes late they will be marked as L – Late.  If a child is more than 15 minutes late they 

will be marked as a U – unauthorised absence.  If parents are aware they are going to be late with 

their child we advise they ring the attendance line at school and leave a message. 

 

All late arrivals are monitored on a daily basis.  On a monthly basis letters are sent to parents 

whose children are often late. The letters state – “all late arrivals are recorded in the school 

registers and any continued pattern of lateness will be followed up by The Attendance 

Officer”. Penalty notices could be used in cases of unauthorised absence (children who arrive 15 

minutes late or more).  The Head Teacher in consultation with The Attendance Officer will make 

this decision. 

 
Children are encouraged to arrive to school on time and to help do this we have implemented 

reward schemes: 

 End of year certificates for children who have been on time for school all year 

 Happy ‘Alfie’ badges 
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   Leavers 

 
If your child is leaving other than at the end of Year 6 to go to Comprehensive School, 

parents are asked to: 

 Give the school full information about their plans including date of move, new address or 

at least the town you will be moving to, new school and start date when known, and 

reasons for moving 

 Confirm the school has your current mobile/landline phone number 

 Take our school’s compliments slip/details so the new school can easily contact us and 

records be transferred 

 Let us know when you move 

 

Children Missing from Education 

 

Please refer to Local Authorities Children Missing from Education Policy 

which can be found at www.stanhopeprimary.com in the school policies 

section for further information. 

 
“Children (a child) missing from education, in this document, refers to all 

children of compulsory school age who are not registered pupils at a school 
and are not receiving suitable education otherwise than at a school. Children 
missing education are at significant risk of underachieving, being victims of 
harm, exploitation or radicalisation, and becoming NEET (not in education, 

employment or training) later in life.”  
 

– South Tyneside Local Authority Children Missing from Education 
Policy 
 

 

       Family Holidays during term time 

 

           Family holidays will not be authorised during term time 

 

The Education (Pupil Registration) (England) Regulations 2006  

Amendments to the 2006 regulations remove references to family holiday and 

extended leave as well as the statutory threshold of ten school days. The 

amendments make clear that Head Teachers may not grant any leave of 

absence during term time unless there are exceptional circumstances. Head 

Teachers should determine the number of school days a child can be away 

from school if the leave is granted. 

If parents are unable to avoid requesting absence during school term, a request must be made to 

the Head Teacher.  A holiday request form is available for parents to collect from the school 

office or the Attendance Officer.  This should be not less than four weeks before the absence is 

due to start. 

 

http://www.stanhopeprimary.com/
http://webarchive.nationalarchives.gov.uk/20131216163513/http:/www.legislation.gov.uk/uksi/2006/1751/contents/made
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The Head Teacher will determine if the request for a holiday in term time deemed as 

an exceptional circumstance.  Stanhope Primary School will consider each request on 

a case-by-case basis.   

 

Some of the reasons we may consider supporting an application for a holiday in term time are: 

 Forces personnel on leave from a foreign posting 

 Significant family events. 

 

We will take into account of: 

 The age of the child 

 The time of year for the trip 

 Attendance percentage of the pupil 

 Child’s stage of education and progress 

 

 

A response will be sent from The Attendance Officer to the parent/carer within 14 days of the receipt 

of the request.  The holiday is logged and used for future reference.  Class teachers are notified in 

advance. If school does not agree the absence and the pupil goes on holiday the absence is then coded 

unauthorised.  If the child’s parent/carer keeps them away longer than agreed, any extra time is 

recorded as unauthorised. 

 

Those pupils whose parent/carer take them on holiday without first seeking permission or who fail to 

return by the agreed date are referred to The Attendance Team at the Local Authority.  If the pupil’s 

absence is marked as unauthorised a Penalty Notice making the parent/carer liable to a fine of £60 

will be issued provided that the threshold set out in the code of practice is met. 

 
 

Stanhope Primary School’s Attendance Officer 

 
The attendance officer is responsible for the following: 

 Developing and promoting whole school attendance/punctuality initiatives 

 Monitoring the attendance of all pupils 

 Keeping school registers up to date, which includes pupil information, holiday dates and 

absences 

 Inputting pupil attendance into the school administration system 

 Contacting parents on pupil’s first day of absence 

 Sending letters to parents to inform them of their child’s attendance/punctuality if poor 

 Sending the local authority the attendance figures every half term 

 Home visits to discuss problematic attendance/punctuality 

 Analysing pupil’s attendance over 3 years and passing this information on to The Head 

Teacher to make a decision about pupil’s holiday requests 

 Updating displays around school which inform parents about late arrivals and attendance 

 Keeping individual children’s files to store absence notes, copies of letters sent to 

parents and correspondence with parents 

 

 

This policy is available from the school office. 


