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ATTENDANCE	  AND	  PUNCTUALITY	  POLICY	  
	  

	  
OVERVIEW	  
If	  Learners	  are	  to	  get	  the	  greatest	  benefit	  from	  their	  education	  in	  school,	  it	  is	  important	  
that	  they	  have	  good	  attendance	  and	  arrive	  punctually.	  As	  learners	  grow	  and	  prepare	  for	  
their	  next	  stages	  of	  education	  and	  employment	  they	  need	  to	  see	  good	  attendance	  and	  
punctuality	  as	  important	  qualities	  that	  are	  valued	  by	  others	  and	  employers.	  We	  will	  do	  
all	  that	  we	  can	  to	  encourage	  good	  attendance	  and	  punctuality.	  Where	  learners	  are	  not	  
conforming	   to	   our	   high	   expectations	   for	   attendance	   and	   punctuality	   we	  will	   put	   into	  
place	  effective	  strategies	  to	  bring	  about	  improvement.	  
	  
	  
OBJECTIVES	  

1. To	  ensure	  that	  all	  learners	  attend	  school	  well.	  
2. To	  ensure	  that	  all	  learners	  are	  punctual.	  
3. To	  win	  the	  support	  of	  parents	  in	  ensuring	  that	  their	  children	  attend	  school	  well	  

and	  that	  they	  arrive	  on	  time.	  
4. To	   keep	   good	   records	   of	   attendance	   through	   the	   school	   registers	   and	   to	   take	  

prompt	  action	  to	  follow	  up	  absences.	  
5. To	  investigate	  and	  act	  immediately	  where	  truancy	  is	  suspected	  or	  confirmed.	  
6. To	   work	   effectively	   with	   the	   LA	   and	   other	   agencies	   to	   follow	   up	   attendance	  

issues	  promptly	  and	  efficiently.	  
7. To	  monitor	   closely	   pupils	  with	   attendance	   and	   punctuality	   issues	   and	   to	  work	  

with	  parents	  and	  where	  appropriate	  other	  agencies	  to	  bring	  about	  improvement.	  
	  

STRATEGIES	  
1. All	   staff	   will	   complete	   registers	   accurately	   for	   each	   session	   and	   will	   draw	   to	   the	  

headteacher’s	  attention	  any	  absences	  that	  are	  cause	  for	  concern	  or	  suspicion.	  
2. Learners	  arriving	  late	  will	  be	  reported	  to	  the	  headteacher	  and	  each	  teacher	  will	  keep	  

a	  record	  with	  their	  register	  of	  the	  times	  and	  occasions	  that	  a	  learner	  is	  late.	  
3. Parents	  will	  be	  asked	  to	  telephone	  or	  notify	  the	  school	  if	  their	  child	  is	  absent	  or	  ill.	  
4. The	  school	  office	  will	  make	  telephone	  contact	  with	  a	  home	  when	  a	  child	  is	  absent	  if	  

the	  parents	  have	  not	  notified	  the	  school	  that	  their	  child	  is	  absent.	  
5. Where	  a	  learner	  is	  developing	  a	  pattern	  of	  ‘occasional’	  absences	  the	  parent	  will	  be	  

contacted	  to	  discuss	  the	  pattern	  of	  absences.	  
6. The	  school	  will	  use	  welfare	  and	  attendance	  officers	  to	  follow	  up	  absences	  that	  are	  

suspicious	  or	  causing	  concern.	  



7. Where	   necessary	   the	   school	   will	   work	   closely	   with	   the	   LA	   to	   take	   action	   against	  
those	  unlawfully	  keeping	  learners	  from	  school.	  

8. The	  school	  will	  not	  grand	  any	  requests	  for	  holidays	  to	  be	  taken	  during	  term	  time.	  	  
9. The	   school	   will	   grand	   leave	   of	   absence	   during	   term	   time	   only	   under	   exceptional	  

circumstances.	  
10. The	  school	  will	  issue	  penalty	  fines,	  as	  detailed	  below,	  to	  parents	  who	  fail	  to	  ensure	  

their	  child	  attends	  school	  regularly.	  
	  
	  
The	  school	  will	  adhere	  to	  the	  amended	  Governments	  education	  regulations	  of	  2006	  as	  
detailed	  below:	  
‘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	  
headteachers	  may	  not	  grant	  any	  leave	  of	  absence	  during	  term	  time	  unless	  there	  are	  exceptional	  
circumstances.’	  
	  
The	  2007	  regulations	  set	  out	  the	  procedures	  for	  issuing	  penalty	  notices	  (fines)	  to	  each	  parent	  
who	  fails	  to	  ensure	  their	  children’s	  regular	  attendance	  at	  school	  or	  fails	  to	  ensure	  that	  their	  
excluded	  child	  is	  not	  in	  a	  public	  place	  during	  the	  first	  five	  days	  of	  exclusion. Parents,	  from	  1	  
September	  2013,	  must	  pay	  £60	  within	  21	  day,	  or	  £120	  within	  28	  days. 
	  
OUTCOMES	  
This	   school	   will	   do	   all	   it	   can	   to	   ensure	   that	   learners	   come	   happily,	   willingly	   and	  
punctually	   to	   school	   to	   ensure	   that	   all	   gain	   the	   greatest	   possible	   value	   from	   their	  
education.	  
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