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1. INTRODUCTION 
Godwin Junior School has reviewed and updated our attendance policy in line with 
current guidance and statutory regulations such as ‘Guidance on applying the Education 
Pupil Registration Regulations’ (October 2007) and ‘School Attendance Parental 
Responsibility Measures’ (DfE, Jan 2015). We fully endorse current research that 
demonstrates a strong correlation between good attendance and high achievement, both 
in terms of progress and attainment. 
 
 

2. AIMS  
i. To improve pupil attendance  

ii. To make attendance and punctuality a priority for all those associated with the school  
iii. To raise educational achievement of all pupils  
iv. To work closely with families who may need support to ensure maximum attendance 

for their children 
v. To develop a systematic approach to gathering and analysing attendance data  

vi. To promote and reward regular school attendance at whole school, class and 
individual level  

vii. To promote excellent punctuality as we believe that a prompt, organised start to the 
school day helps children with their learning 

viii. To achieve the school’s attendance, persistent absence and punctuality targets as set 
out on our website. 

 
 

3. PROCEDURES AND RESPONSIBILITIES 
Our procedures for recording and monitoring attendance and punctuality are as follows; 
o at the beginning of each session a register is completed by the class teacher. Guidance 

for staff on the accurate completion of registers has been provided in the staff 
handbook 

o registers are checked daily by the Attendance Lead (Mrs Yates) for accuracy 
o parents/carers must ‘phone the school if their child is going to be absent and provide 

a reason for that absence 
o first day of absence calls are made 
o children are expected to arrive at 8:45am for an 8:55am start. Children can go into 

class from 8:45am. 
o late arrivals are added to the register 
o if children are late they should report to the office and provide a reason for their 

lateness 
o In line with Health Protection Agency guidelines, a period of 48 hours absence is 

required for any pupil with vomiting or diarrhoea. Such absence due to illness is 
authorised 

 

The Attendance Lead and Deputy Head regularly check the attendance data to ensure:  
o the school is on-track to meet its target 
o that individual cases are monitored and, if necessary, a plan of action is agreed 
o that strategies to optimise attendance are explored 
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The Attendance Lead meets with the Deputy Head Teacher every two weeks to discuss 
attendance. Meetings will take place more frequently if school or individual attendance 
issues warrant it.  
 

The termly ‘Headteacher’s Report to Governors’ informs governors of current and recent 
attendance and punctuality data. It also provides a commentary on the strategies we are 
employing to improve attendance and whether we are ‘on-track’ to meet our attendance 
and punctuality targets. 
 
 

4. PARENTS AND CARERS 
Parents/carers are expected to: 
o Ensure their child attends school and arrives on time every day 
o Promote a good attitude to learning by ensuring their children attend school dressed 

appropriately and with the basic equipment required for lessons 
o Avoid arranging medical and dental appointments in school time wherever possible 
o Telephone to inform the school on the first day of absence for their child 
o Work in partnership with the school and other agencies in the best interests of their 

child; this includes informing the school about significant influences and changes in 
the child’s life, which may impact on learning 

 

Parents/carers are spoken to about their child’s attendance regularly: 
o through informal discussions 
o at termly parent/carer conferences if attendance or punctuality issues are impacting 

on learning 
o at formal meetings where there is a cause for concern and always when attendance or 

punctuality falls below LA or school trigger points 
o annual reports to parents/carers include a record of their child’s attendance 
 

On occasion parents/carers may ask for permission to take their child out of school. This 
is acceptable if  
o a hospital/doctor’s appointment card is shown 
o a serious family crisis arises 
o a child’s health or safety is at risk 
o it is for a religious observance 
 
 

5. PUPIL ABSENCE 
At Godwin the attendance of pupils is recorded electronically using the SIMS data 
management software. Reasons for pupil absence have a specific code and this assists the 
school to monitor persistent absentees. In our school we expect pupils to achieve 97% 
and above attendance.  
 

If attendance or punctuality falls below an acceptable level: 
o a letter will be sent to the parent/carer advising them of their child’s unacceptable 

level of attendance or punctuality and ask them to ensure it improves while offering 
support and advice if appropriate 
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o If attendance or punctuality fails to improve parents/carers will be invited to a 
meeting with the Deputy Headteacher to discuss the issue 

o If this meeting still fails to bring about an improvement, an in-school Attendance 
Panel comprising of the school Attendance Lead, Headteacher and, where possible, a 
governor, will meet parents/carers to inform them of the need for their child to 
attend regularly and punctually 

o The final step will be to involve the Newham Attendance Management Team and 
possibly, Social Care 
 

Persistent Absence 
The threshold for Persistent Absence changed on 1 September 2015 from 15% to 10%. 
Therefore children whose attendance is 89% or below will now be classified as ‘persistent 
absentees. 
 

If a child is regularly absent due to illness the school will request that a parent/carer 
provides medical details from their doctor before continuing to authorise further 
absences 
 

Penalty Notices 
If a child is taken out of school without the Head Teacher’s authorisation, it will be 
recorded as unauthorised absence.  
 

The Governing Body has agreed that from September 2017 all requests for holiday 

absence during term time will continue to be declined and that parents/carers who take 

their child out of school for this reason will be subject to a Penalty Notice, issued by the 

Local Authority. This position is similar to other local schools. 

 

Section 23(1) Anti-Social Behaviour Act 2007; 
Penalty notices may be issued to the parent of pupils who have unauthorised absence 
from school. The amount of the penalty is £60. 

 If this is not paid within 21 days the amount rises to £120. 

 If not paid within 28 days the Local Authority will prosecute under section 444(1) 
unless it comes to our attention that the penalty notice had been issued in error. 

 

Section 444(1) Education Act 1996; 
‘If you are the parent of a child of compulsory school age who fails to attend school 
regularly, you are guilty of an offence’. 
The court can fine each parent up to £1,000 per child, order payment of the prosecution 
costs and/or make a Parenting Order. Furthermore: 

 penalties and prosecutions are in respect of each parent for each child 

 ‘parent’ includes any person who is not a parent of the child but who has parental 
responsibility for the child (and applies whether or not that person lives with the 
child) or who has care of him/her. 

 these prosecutions are criminal proceedings and could result in parents having a 
criminal record. 
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Long-Term Sickness Absence 
Occasionally some children have to be away from school over a long period of time due to 
illness or for medical treatment. We will ensure that if they are well enough they can 
continue their education either in hospital or by arranging home tuition. We will also 
provide copies of school work so that they can maintain the same curriculum coverage as 
their classmates. 
 

Dental and Medical Appointments 
Wherever possible, parents/carers should make every effort to avoid making medical or 
dental appointments during the school day. It is preferable to try and arrange these 
during holiday periods or at the beginning or end of the school day. Most medical 
appointments do not necessitate a full day absence and it is the parent/carer’s 
responsibility to bring them back to school once their appointment is over.  
 
 

6. CHILDREN MISSING EDUCATION 
When pupils leave and parents/carers have not given us information about which school 
their child is transferring to, and we cannot contact the parents/carers, then the child is 
considered to be a Child Missing Education. This means that the Local Authority has a 
legal duty to carry out investigations, which will include liaising with Children’s Services 
(formerly Social Services) the police and other agencies to try and locate this child.  By 
parents/carers giving us information about the new school, unnecessary investigations 
can be avoided. 

 

7. PUNCTUALITY 
Pupils are expected to arrive at school between 8:45am and 8:55am. Children arriving 
after 8:55am must go to the school office, ensure they are recorded in the late register 
and provide a reason for being late. 
 

The register is taken at the beginning of the morning and afternoon sessions. Pupils 
arriving after the register is closed may not be marked in the register immediately but will 
be marked as late by the office staff.  
 

Children should be collected from school at 3:20pm unless they are attending a club or 
any other after-school activity. If a parent/carer is going to be late collecting their child 
they should ring the school office. Any parent/carer who regularly collects their child late 
will be invited to meet with the Headteacher.  
 
 

8. HOLIDAY ABSENCE IN TERM TIME 
In line with Newham Local Authority guidance and the 2013 Amendment to the Education 
(Pupil Registration) (England) Regulations, leave for pupils during term time is not 
authorised. In order to help us ensure that our children achieve the very best that they 
are able to, the Governing Body has agreed that from September 2017 all requests for 
holiday absence during term time will continue to be declined and that parents/carers 
who take their child out of school for this reason will be subject to a Penalty Notice, 
issued by the Local Authority. This position is similar to other local schools.  
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The school recognises that taking children out of school may constitute a safeguarding 
risk and will make necessary enquiries in order to be satisfied that the child is not at risk. 
Head teachers may now only grant leave in term time where the circumstances are 
exceptional, for example: 
o death of parent/carer or sibling of the pupil 
o life threatening or critical illness of parent or sibling of the pupil 
o parent/carer recuperation and convalescence from critical illness or surgery (leave 

request to be made within 6 months of recovery and medical evidence required) 
 

Family emergencies need careful consideration. It is not always in the best interest of the 
child, nor appropriate for them to miss school for family emergencies that are being dealt 
with by adult family members. Being at school, friendships and support from staff can 
provide children with stability and care during difficult times. The routine of school can 
provide a safe and familiar background during times of uncertainty. 
 

Requests for leave in term time must be made in writing. The Head Teacher will then 
make a decision on whether or not the leave can be lawfully authorised and will do so 
only if there is a genuine, exceptional and urgent reason for a child to be absent during 
term time.  
 
 

9. ENCOURAGING EXCELLENT ATTENDANCE AND PUNCTUALITY 
It is important that the school celebrates excellent attendance and punctuality. We can 
recognise this in a number of ways: 
o Praising the individual pupil 
o Positive comments to the family 
o Recognition in school celebration assemblies by issuing trophies for the best whole-class 

attendance and punctuality records for the previous week 
o Entry in the Roll of Honour Attendance and Punctuality Book 
o Written comments on parent/carer reports 
o Commending pupils who have been making an effort to improve their attendance  
o Issuing certificates for good attendance 
o Issuing book tokens for children who have attended school every day for the year 
 
 

10. ELECTIVE HOME EDUCATION 
Parents and carers have a legal responsibility to make sure their children receive an 
education.  They may choose to educate at home rather than at school.  Home education 
occurs when parents/carers choose to assume the responsibility for planning, 
implementing and evaluating their child’s learning, in place of school.  It is a serious, long-
term commitment and parents/carers who choose to educate their children at home 
must assume full financial responsibility for their education. 
 

The Authority recommends that parents/carers wishing to home educate should 
complete and return a Home Education Pupil Information Sheet. The information sheet 
asks for educational objectives; proposed resources; and the hours and organisation of 
learning.  There is no obligation on the parents/carers to complete the sheet but it would 
be helpful for the teacher responsible for monitoring Elective Home Education to have 
seen this before meeting with the parent/carer and child. 


