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Introduction 
 

We are a Christian school community that seeks to instil a lifelong love of learning. Our core 
values inspire and prepare our children to lead successful and fulfilling lives. We strongly believe 
that this is only possible when the children have consistently strong attendance in school and it is 

essential that children learn from a very young age that they are expected to attend school, and 
regular attendance will enable them to do well. Instilling this understanding in younger children 
will help to avoid truancy emerging for children later in their lives. It also establishes an 

appropriate work ethic that will be beneficial for the young people once they enter the world of 
work. 
 

Rationale 
 
At St Luke’s we believe that good attendance plays an essential part in pupils’ social and 

emotional development and academic attainment. Attending school punctually and regularly 
allows pupils to participate fully in the school community and builds the discipline necessary for a 
good transition to secondary school and the increasing independence of young adulthood. 

 
We have clear systems for monitoring attendance and punctuality and where problems and 
patterns are identified we believe in providing early support to ensure that difficulties are dealt 

with before they escalate.  
 

We work in partnership with all children’s services to ensure that all of our pupils are enabled to 
achieve punctual, regular school attendance. 
 

We will apply the Attendance Policy rigorously and consistently to build an environment where 
good attendance and punctuality is an expectation of all members of the school community. 
 

School staff should set an example and ensure that they arrive to school on time and demonstrate 
the value given to time in school. Good personal organisation and time-keeping is part of our 
school ethos. 

 
Aims 
 

 To encourage prompt arrival at school. 
 

 To encourage excellent attendance. 

 
 To ensure that routines are in place for monitoring attendance and for early identification of 

any difficulties. 

 
Authorised Absence 
 

 When a pupil is unable to attend school through illness parents/carers have a duty to inform 
the school by phone or in person on the first day of absence and to give the reasons for their 
child’s absence. 

 
 Where a pupil is absent for 5 days or more due to illness, parents are expected to provide 

relevant evidence of the illness, for example, a doctor’s appointment card stamped by the 

surgery, a doctor’s note, the prescribed medication or a copy of the prescription. 
 

 At the Attendance Team’s discretion, in some cases parents may be asked to provide medical 

evidence for fewer than 5 days’ absence. 
 

 Where parents/carers have not informed the school of their child’s absence, the school will 

phone on the first day of absence. If no contact is made, a text will be sent and subsequently a 
letter will be sent home to remind parents/carers of their responsibilities to inform the school 
and give a reason for their child’s absence.   

 



  

Unauthorised Absence 
 

 If parents/carers fail to give a reason or proof of illness the pupil’s absence will be marked as 
unauthorised. 
 

 Unauthorised absence is considered truancy by the borough. Where a pupil has had five 
unauthorised sessions from school within five weeks the school will refer the family to the 
Attendance and Welfare Officer (AWO). 

 
Extended Leave 
 

 In line with Borough policy, parents requesting leave during term-time will be informed that 
they need to make a request in writing and the school has a special form to be completed.  
 

 Where possible, the headteacher will meet parents before they take leave or, if necessary, 
afterwards to confirm school policy. 

 

 The headteacher will consider each request very carefully. The general rule is that no leave 
during term time will be authorised. The only exception to this might be ‘an emergency’ where 
‘need’ can be evidenced for example in a medical certificate. 

 
 If a child has 3 days or more of unauthorised absence the parent/carer risks being served with 

a Fixed Penalty Notice. Parents are given a letter informing them of this risk annually. These 
Fixed Penalty Notices are issued by the local authority. They amount to £60.00 per parent per 
child. This means that if a brother and sister who live with their mother and father each have 3 

days consecutive unauthorised absence the family risk being charged: £240.00. All Fixed 
Penalty Notices are doubled if not paid within 21 days. If they are then not paid within 28 days 
the matter is referred to the courts.  

 
 After 21 consecutive unauthorised school days’ leave, pupils will be removed from the school 

roll. 

 
Siblings 
 Where one child in a family is ill, parents are expected to bring any other sibling(s) to school 

as usual. 
 
Known Medical Cases 

 Children with on-going health issues that we know of or short-term acute illness such as 
chickenpox may be exempt from the follow-up procedures and dealt with on an individual basis 
at the discretion of the Attendance Team. 

 
Headlice 
 Children’s absence from school due to head lice should be minimised. If live lice are detected 

on children while at school, their parent/carer will be called to collect the child, treat their hair 
and, if time, return the child to school. 
 

 If a parent/carer calls the school in the morning to say that their child will be absent due to 
head lice, they will be advised to treat their hair and then bring them into school as soon as 
possible. 

 
Lateness 
 School begins at 8.55 a.m. KS2 pupils should be in the playground to be received by their 

Class Teacher by 8.55 a.m. Pupils are encouraged to be in the playground from 8:45am. All 
other children are taken into their classroom by their parents. 
 

 Where pupils arrive after 8.55 a.m. they must sign in to the late book at reception and give a 
reason. Lateness is monitored by the Attendance Team and followed up as necessary. 
Persistent lateness will result in a referral to the Attendance Officer. 

 



  

 If a pupil is to arrive at school after 10 a.m. parents/carers must phone the school before 10 
a.m. to order a school lunch, otherwise they will be expected to provide their child with a 

packed lunch. 
 
Registration 

 Registers are kept in accordance with the guidelines issued in the LEA’s circular 3.99, the 
Marking and Maintenance of Registers. 
 

 Teachers complete their class register twice a day, at the start of the morning and afternoon 
sessions. This is a legal requirement. 
 

 The appropriate codes and instructions for completion are detailed in the Staff Handbook. 
 
 A termly register inspection is carried out by the Attendance and Welfare Officer (AWO). 

 
Responsibilities 
 

All members of school staff have a responsibility for identifying trends in attendance and 
punctuality. The following includes a more specific list of the kinds of responsibilities which 
individuals might have. 

 
Class teacher 

 
Class teachers are responsible for: 
 

 Ensuring their class registers are completed as accurately and as fully as possible, promptly 
at the start of the morning and afternoon sessions, and notifying the admin. staff as 
quickly as possible, with any known reasons for absence. 

 Keeping an overview of class and individual attendance, looking particularly for either very 
good or poor overall attendance, anomalies in patterns of attendance and/or unusual 
explanations for absence offered by children and their parents/ guardians. 

 Informing the headteacher/Community Cohesion leader where there are concerns and 
acting upon them. 

 Informing the headteacher/Community Cohesion leader where they notice significant 

improvements. 
 Providing background information to support referrals.  
 Monitoring follow-up once actions have been taken to correct attendance concerns. 

 Emphasising with their class the importance of good attendance and promptness. 
 Following up absences with immediate requests for explanation (but not necessarily taking 

this any further – responsibility of office staff). 

 Discussing attendance issues at consultation evenings/days. 
 Setting an example by arriving promptly to collect their classes in the morning. 

 

Administration staff 
 
Office staff are responsible for: 

 
 Following up specific requests from the headteacher/ Community Cohesion Leader for 

information about individuals. 

 Contacting families where concerns are raised about absence. 
 Follow the school’s procedures for first day calling. 
 Monitoring individual attendance on a daily basis where concerns have been raised. 

 Providing reports and background information to inform discussion with the school’s 
Attendance and Welfare Officer (AWO) and Attendance Team. 

 Providing a point of contact between individual teachers, the headteacher, the Community 

Cohesion leader and the school’s Attendance and Welfare Officer (AWO). 
 Informing the headteacher and the Community Cohesion leader on a formal and an 

informal basis of patterns of attendance noted. 

 Promptly processing on a daily basis. 



  

 Processing and following up holiday request forms. 
 

The School Attendance Team (Headteacher, Community Cohesion Leader and Admin Officers) 
 
The Attendance Team is responsible for: 

 
 Including information about attendance trends and class percentages in the school bulletin. 
 Ensuring the Headteacher is aware of the patterns of attendance noted. 

 Providing a point of contact between individual teachers and the school’s Attendance and 
Welfare Officer (AWO). 

 Collating weekly attendance percentages. 

 Completing relevant statistical returns to the Local Authority. 
 Making sure registers are completed accurately and fully, complying with termly register 

inspections by the Local Authority. 

 Liaising with other professionals to determine potential sources of difficulties and reasons 
for absence. 

 Use the persistent absenteeism framework for identification of pupils whose attendance 

falls below 90%. 
 Ensuring that the attendance policy is followed and that the actions from Attendance and 

Welfare Officer (AWO) and school attendance meetings are carried out.  

 Liaising with and discussing with parents, issues relating to attendance. 
 Feedback and discussions with the class teacher over individual cases. 

 Fortnightly meetings with the Attendance and Welfare Officer (AWO). 

 
The Headteacher 

 
The Headteacher is responsible for: 
 

 Overall monitoring of school attendance and setting of challenging attendance target for the 
school. 

 Trends in authorised and unauthorised absence. 

 Acting as a point of contact for teaching and non-teaching staff where concerns need to be 
raised or advice sought. 

 Liaising with other professionals to determine potential sources of difficulties and reasons for 

absence. 
 Liaising with and discussing with parents, issues relating to attendance. 
 Overall preparation and implementation of the attendance policy. 

 Feedback and discussions with the class teacher over individual cases. 
 Promotion of attendance issues during assemblies. 
 Report statistics to the Governor’s as part of the Headteacher’s Termly Report. 

 On a monthly basis, in partnership with the Community Cohesion leader, scrutinise the 
attendance for each child in the school, tracking children whose attendance is between 90 and 
95%, and taking appropriate action to encourage a stronger level of attendance. 

 At least each half term the Headteacher and the Attendance Team meet with the Attendance 
and Welfare Officer (AWO) to discuss any concerns and follow up the progress of individuals. 
Prior to the meeting, the following information is collected: 

 
1. Attendance record for any child with less than 90% attendance. 
2. Attendance record for any child whose absence shows particular trends. 

3. Attendance record for any child who has been frequently arriving at school late. 
4. Class percentage totals. 
5. Information is shared about previous cases and decisions taken about the next stages of 

intervention where this is appropriate. Decisions taken are recorded on the attendance 
monitoring sheet. It is expected that reasonable steps have been taken by the school prior to 

Attendance and Welfare Officer (AWO) intervention. 
6. Following the meeting with the Attendance and Welfare Officer (AWO), class teachers are 

notified of the outcome and agreed actions are discussed with office staff and followed up as 

appropriate. 
 



  

School procedures in cases for intervention 
 

Although a range of strategies and actions will be taken on an informal basis, particular steps are 
applied where a child’s attendance is unexplained or falls below 95%. 
 

Wave 2 – School intervention 
 
Where an absence is unexplained the Community Cohesion Leader will send home a note 

requesting details of the child’s absence.  
 
If the note is not returned, or the reason for the absence remains ambiguous, the absence will be 

recorded as unauthorised. All notes are recorded on the registers themselves and then stored in 
the pupil’s file. 
 

If attendance is erratic and/or falls below 95%, letters are sent from the headteacher drawing 
attention to the child’s attendance. Across the year this letter may: 
 Serve to keep the parent aware of their child’s attendance; 

 Invite the parent to come into school to discuss the attendance and think of ways it might be 
improved, seeking to find ways of overcoming barriers to strong attendance; 

 Provide encouragement when the level of attendance shows improvement. 

 
Both the Community Cohesion Leader and the headteacher, will work hard at this stage, in 

partnership with parents, to try and get the attendance improving. Intervention at this stage is 
rooted in Growth Mindset approaches, where it is possible for it to be better, where we can get 
back on track, and together with parents we endeavour to help, support and seek to find 

solutions. 
 
Generally, this second wave of intervention is all that it takes to convey a strong message 

regarding the importance of regular attendance and we see a sustained improvement from then 
on. This is of course closely monitored. 
 

Wave 3 – LA and School intervention 
 
If monitoring demonstrates that improvements have not been made and attendance continues to 

fall, the school has to refer the matter to the Attendance and Welfare Officer (AWO). In such 
instances: 
 

1. The parent/carer will be invited to meet with the Attendance and Welfare Officer (AWO) and 
Community Cohesion leader where the concerns will be outlined and the parent/carer given 
strategies for improvement coupled with a clear expectation for improvement; 

2. Attendance will then be closely monitored.  Where improvement is not evident and attendance 
falls to 90% or below the parent/carer will be requested to attend an Attendance Panel which 

comprises: Attendance and Welfare Officer (AWO), the Community Cohesion leader and the 
headteacher. The outcome of the Attendance Panel is a plan of action for the family. 

3. If further monitoring demonstrates that the child’s attendance has not improved, the local 
authority will serve a Court Warning letter. 

4. If further monitoring demonstrates that the child’s attendance has still not improved, the local 
authority will serve a Court Summons. 

 
What is encouraged at every stage is improvement. So long as improvement is evident the 

interventions will cease. This is because children only have one chance for their education and 
their education is their right and their entitlement. When parents and carers choose to have 
children there needs to be an understanding that sacrifices need to be made. One of those will be 

relinquishing the opportunities to take leave in term time. All parents and carers have a 
responsibility to make sure their children receive their entitlement to education and thereby get 
the best possible start in life. 

 

 
 



  

Encouraging good attendance and punctuality 
 

At St. Luke’s our values inform everything that we do. 
 
Already in this policy we have valued the partnership with parents. 

 
When we talk about wanting to instil a lifelong love of learning, we hope the impact of that will be 
that pupils take responsibility for their learning, evident in them making sure that they come to 

school regularly. 
 
It is also important to us, that our policy of encouragement promotes fairness. 

 
With fairness in mind, and from having spoken to lots of parents about this very issue, we have 
come to the conclusion that rewarding 100% attendance could seem unfair because of the 

inevitable bouts of illness that children generally get at some stage in their primary school lives, 
like chicken pox etc. 
 

Instead, as a school, we hope to encourage strong attendance by celebrating progress and 
improvement. 
 

We do this by: 
 

 Highlighting where class attendance has improved on a weekly basis in celebration 
assembly and in the school newsletter; 

 Publicising in classrooms when the class is improving; 

 Recognising where improvements are being made and rewarding that improvement – 
whether that is a hug for a parent, a small prize for the child, or some additional playtime 
for the class. 

 
We encourage parents and staff to let us know when they feel a child is doing particularly well so 
that we can commend their effort. 

 
At St. Luke’s good attendance is the norm and progress will be valued. 

 

 
 
The Headteacher will report to the governing body, in the termly ‘Headteacher’s Report’, the 

attendance percentage for the school and on any specific trends and/or challenges. 
 
 


