
Attendance Policy  March 2023 
 

 

 

 

The John Bamford Primary School Attendance Policy 

 

Aims 

Our attendance policy aims to: 

 support pupils and their parents/carers in the establishment of the highest possible levels of 

attendance and punctuality; 

 ensure that all pupils have full and equal access to the best education that we can offer in order 

to increase learning; 

 enable pupils to progress smoothly, confidently and with continuity through the school; 

 make parents/carers aware of their legal responsibilities; 

 ensure attendance meets Government and Local Authority targets 

 

Being at school 

Our mission statement ‘Learning for life’ fosters the importance of education in a child’s life. Every day 

a child learns new things, has new experiences and takes another step closer to their future. Research 

clearly demonstrates the link between regular attendance and educational progress and attainment.  

Parents/carers and the school staff should work in partnership in making education a success and in 

ensuring that all children have full and equal access to all that the school has to offer.  

As a school, we will encourage parents and carers to ensure that their child achieves maximum possible 

attendance and that any problems that prevent this are identified and acted on promptly.  

As parents, it is their responsibility to ensure that their children arrive at school and return home 

safely. 

 

Expectations 

We expect that pupils will: 

 Attend school regularly  

 Arrive at school on time 

 Arrive to their class on time 

 Inform their teacher about any issue which is making them feel unable to complete my work 

https://www.klp.rm.com/establishments/8602360
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We expect that all parents/carers will: 

 Ensure that their child attends school regularly  

 Ensure that their child arrives at school on time 

 Collect their child promptly at the end of the school day 

 Inform school of any absence on the day of absence or in advance 

 Inform the school of any circumstances which may affect their child’s behaviour or ability to 

work 

We expect that school will: 

 Report to parents through informal, formal and written communication according to the 

schools agreed policy  

 Keep parents informed of school events and activities three weeks in advance 

 Inform both parents in situations where families do not live together within the same 

household 

 Keep regular and accurate records of AM and PM attendance and punctuality, monitor 

individual child’s attendance and punctuality. 

 Contact parents when a child fails to attend and where no message has been received to explain 

the absence. 

 Follow up all unexplained absences to obtain explanations from parents. Although parents may 

offer a reason, only the school can authorise the absence. In the case of long term or frequent 

absence due to medical conditions, verifications from a GP or other relevant body may be 

requested. 

 Encourage good attendance and punctuality through a system of reward and recognition. 

 Regularly inform parents of the % attendance of all pupils. 

 Make initial enquiries regarding pupils who are not attending regularly. 

 Meet regularly with the Education Welfare Worker (EWO) to monitor and support school 

attendance and punctuality. 

 Refer irregular or unjustified patterns of attendance to Education Welfare. Failure by the family 

to comply with the planned support set by Education Welfare may result in further actions, e.g. 

a Penalty Notice, parental prosecution or an application for an Education Supervision Order. 

 Will notify EWO after 10 days unexplained absence. 

Registers, Punctuality and Lateness  

Punctuality to school is crucial. Lateness into school causes disruption to that individual's learning and 

to that of the other pupils in the class. It is paramount therefore that all pupils arrive at school on time. 

For school pupils the main playground is supervised from 8.30am and the school doors are open from 

8.45 am until 8.55am. 

 By law, schools must take a morning and afternoon register and record the attendance or 

absence of every pupil. 

 Registration takes place between 8:45 and 8:55am and pupils who arrive after the playground 

doors have closed at 8.55am will be recorded as late to school. 

 Registers close at 9.10 am and after this lateness is recorded as an unauthorised absence and 

can be subject to prosecution by the local authority. 

 Afternoon registration is taken at 1:00pm. 

 Persistent lateness may be referred to Education Welfare. 
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 Pupil’s attendance and punctuality is recorded on their report and will be passed on to future 

schools as necessary. 

Pupils leaving during the school day 

During school hours the school staff are responsible for pupil welfare and therefore must know where 

the pupils are during the school day. 

 Pupils are not allowed to leave the premises without prior permission from the school. 

 Whenever possible, parents should try to arrange medical and other appointments outside of 

school time. 

 Parents are requested to complete a leave of absence request form detailing the reason for any 

planned absence, the time of leaving and the expected return time. 

 Pupils must be signed out on leaving the school and be signed back in on their return. 

 Where a pupil is being collected from the school, parents are to report to the school office 

before the pupil is allowed to leave the site. 

 If a pupil leaves the school site without permission their parents will be contacted. Should the 

school be unable to make contact with the family it may be appropriate, in certain 

circumstances, to contact the Police and register the pupils as a missing person. 

 

Leave of absence 

The school holiday dates and end of Key Stage Assessment dates are published a year in advance and 

are regularly, in most cases weekly, in the school newsletter. A leave of absence will not be authorised 

during the school year. INSET days are published as soon as the school have agreed these, but may be 

subject to change. 

The Headteacher and Governors since January 2014 have determined that: 

 Where leave of absence in term time is due to exceptional circumstances, an application 

form must be requested from the school office and submitted for consideration by the 

Headteacher on behalf of the school governors, no less than 4 weeks prior to the requested 

date. Consideration will then be given to the pupil's previous school attendance and that the 

time requested. 

 If leave is taken without prior authorisation by the school, it will be recorded as an 

unauthorised absence and Education Welfare may be notified. 

• Department for Education Guidance – Pupil Attendance including use of national codes to record 

attendance or reasons for absence in registers: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/90753

5/School_attendance_guidance_for_2020_to_2021_academic_year.pdf 

 

Penalty notices 

Penalty Notices can be issued for as little as one period of unauthorised leave and if a parent / carer 

fails to ensure regular school attendance. 

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


Attendance Policy  March 2023 
 
If a child’s attendance falls below 90% and they are absent again for whatever reason a penalty may 

occur.  

A penalty notice is initially £60 per adult per child. If this £60 is not paid within 21 days from the date 

of issue it rises to £120. If it remains unpaid court procedures will begin. 

From 1st January 2018 Staffordshire County Council informed schools of new guidance regarding 

penalty notices for absence from school.  

A penalty notice/fine (£60 per child, per parent) will be considered appropriate if: 

• A child has been persistently absent.  Persistently absent means 20 sessions (the 

equivalent of ten school days) of unauthorised absence over a period of 12 school 

weeks.  The absences do not have to be consecutive. 

• There is a period of unauthorised leave of absence (a period could be as little as one day 

of leave that has not been approved), e.g. for holidays in term time.  Term time leave can 

only be authorised for exceptional circumstances. 

• A child is persistently late.  Persistently late means late for ten sessions over a period of 

12 school weeks. 

• A child who has been excluded is in a public place during school hours during the first 5 

days of an exclusion. 

Payment of Penalty Notices: 

 Arrangements for payment will be detailed on the Penalty Notice; 

 A penalty notice is initially £60 per adult per child. If this £60 is not paid within 21 days from the 

date of issue it rises to £120. 

 Payment of a Penalty Notice discharges the parent’s or carer’s liability for the period in question 

and they cannot subsequently be prosecuted under other enforcement powers for the period 

covered by the Penalty Notice; 

 The County Council retains any revenue from Penalty Notices to cover enforcement costs 

(collection or prosecuting in the event of non-payment). 

Non-payment of Penalty Notices: 

Non-payment of a Penalty Notice will result in the withdrawal of the Notice and will trigger the fast-

track prosecution 

Staffordshire Code of Conduct for Issuing Fixed penalty notices:  

https://www.staffordshire.gov.uk/Education/Education-welfare/Attendance.aspx 

 

Late gate 

A late gate procedure will occur at numerous times throughout the year. The week of these late gates 

will be recorded on the weekly Bamford Beat to inform parents, however the exact date will not be 

given. 

 

https://www.staffordshire.gov.uk/Education/Education-welfare/Attendance.aspx
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Elective Home Education 

If we (the school) school receives written notification from parents that they wish to home educate 

their child then we will inform the Local Authority via 

electivehomeeducation@staffordshire.gov.uk of the decision to remove the child’s name from the 

admissions register. Whilst we will not seek to prevent parents from choosing to electively home 

educate their child, neither will we seek to encourage them to do this – particularly as a way of avoiding 

exclusion or due to a poor attendance record. 

 

The John Bamford reward scheme 

Children will be awarded for their attendance with certificates at the end of term. 

Those with 100% attendance will be awarded a gold certificate.  

Those with 98% and 99 % attendance will be awarded a silver certificate and those with 96% and 97% 
a bronze certificate. 

Each class will compete to be the class with the best attendance with a prize for the winning class 
awarded once a half term.  Each week the classes compete for the highest weekly class attendance; this 
is displayed in the hall via a ‘Attendance Monopoly themed game’ display and celebrated during the 
whole school assembly. 

Each week the classes with the highest attendance will be posted on Class Dojo. 

 

 

This policy is written ‘with due regard’ for advancing equality of opportunity, fostering good relations 

and tackling discrimination. 

Dyslexia friendly guidelines are adhered to. 

This policy has been written with due regard to GDPR. 

 

 

 

mailto:electivehomeeducation@staffordshire.gov.uk

