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WORLEBURY ST PAUL’S CHURCH OF ENGLAND V.A. PRIMARY SCHOOL 

 
ATTENDANCE AND REGISTRATION POLICY 

This policy should be taken as part of the overall strategy of the school and operated within 
the context of our vision, aims and values as a Church of England School. 
 
Rationale 
This policy has been created to set out clear guidance for staff, pupils and their 
parents/carers relating to attendance and registration at Worlebury St Paul’s Church of 
England V.A. Primary School. 
 
Philosophy 
Worlebury St Paul’s Church of England V.A. Primary School is committed to providing high 
quality inclusive learning opportunities for all pupils. We believe that if pupils are to achieve 
success both socially and academically then excellent attendance is crucial. Any problems 
that impede full attendance will be identified and addressed as speedily as possible. 
 
Aims and Targets 
It is the policy of our school to celebrate achievement.  Full attendance is a critical factor in 
ensuring positive educational outcomes for our pupils. Our school will actively promote and 
encourage 100 per cent attendance for all our pupils. 
 
Our school will give a high priority to emphasising to parents and pupils the importance of 
regular and punctual attendance. We recognise that parents have a vital role to play and that 
there is a need to establish strong home – school links and communication systems that can 
be utilised whenever there is concern about attendance. 
 
If there are problems which affect a pupil’s attendance we will investigate, identify and strive 
in partnership with parents, pupils and the Education Welfare Service to resolve those 
problems as quickly and efficiently as possible. We will adopt a clearly focused approach 
aimed at returning the pupil to full attendance at all times. 
We believe that the most important factor in promoting good attendance is the development 
of positive attitudes towards school and learning. 
 
Poor attendance can seriously affect each child’s: 

 attainment in school 

 relationships with other children and their ability to form lasting friendships 

 confidence to attempt new work and work alongside others 
 
Each child’s attendance can be summarised as: 

96%+ 
Excellent 

Well done! This will help all aspects of their progress and life in school. This 
will give them a good start in life and supports a positive work ethic. 

94-95% 
Average 

Well done, strive to build on this. 

85-93%  
Poor 

Absence is now affecting attainment and progress at school. Please work 
with the school urgently to improve the situation. 

Below 85% 
Unacceptable  

Absence IS causing SERIOUS CONCERN. It IS affecting attainment and 
progress and is disrupting your child’s learning. We will work with you and 
the Education Welfare Officer [EWO] to improve your child’s attendance. 

 
Ofsted states that when reaching a judgement on the behaviour and safety of pupils, 
inspectors should consider the ‘Overall and persistent absence and attendance rates for 
different groups’......’This includes the rigour with which absence is followed up.’ 
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Permitting absence from school without a good reason is an offence by the parent. Only the 
school can ‘authorise’ absence. The school will not assess all reasons as ‘valid’. Non-
attendance is an important issue that is treated seriously. However, each case is different 
and the school acknowledges that no one standard response will be appropriate in every 
case. Consideration is given to all factors affecting attendance before deciding what 
intervention strategies to apply. 
 
a) In every case, early intervention is essential to prevent the problem from worsening. It is 
essential that parents keep the school fully informed of any matters that may affect their 
child’s attendance. 
b) Prior to the engagement of the Education Welfare Officer (EWO), the school may issue 
letters to parents clearly defining the concerns within school regarding a pupils’ absence. It is 
hoped that a quick response and change in levels of absence will prevent the need for EWO 
involvement. 
 
Roles and Responsibilities 
 
Parents/Carers: 

 have a duty to educate their children “suitable to their age, aptitude, ability and any 
special educational needs which they may have” either by regular attendance at 
school or otherwise under Section 7 of The Education Act 1996. Parents whose 
children are registered at school are then responsible for ensuring that they attend 
punctually, regularly and stay at school. 
 

Schools: 

 have to take the attendance register twice per day – at the start of the morning 
session and once during the afternoon session.   

 have to ensure that attendance registers are kept, in accordance with legal 
requirements and the policy of the school.  

 have to record the attendance figures on the computerised SIMS system on a weekly 
basis. 

 have to inform the Local Authority about pupils who do not attend school regularly or 
who have been continuously absent for two weeks or more (unless the absence is 
covered by a medical certificate). 
 

Local Authorities: 

 are required to ensure parents carry out their responsibilities, with regard to their 
children’s education. In North Somerset the Local Authority fulfils this requirement 
through the Education Welfare Service, whose primary responsibility is to enforce the 
regular and punctual school attendance of all pupils. Each school in North Somerset 
is allocated a named Education Welfare Officer who will work in close partnership 
with them. 

 
Procedures 
 
School Responsibility – The Law and School Attendance 
The Education (School Attendance Targets) (England) Regulations 2007 require governing 
bodies of all maintained schools to set overall absence targets, and for some governing 
bodies to set “focused absence targets” as required by the Secretary of State. School 
governors are bound by the statutory requirement under Section 538 of the Education Act 
2006 which requires governing bodies to provide information requested by the Secretary of 
State. This includes absence data that will be collected every term through the School 
Census.  The Senior Leadership Team and all staff work to ensure a high level of enjoyment 
and commitment to learning as a means of ensuring regular attendance. 
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The Headteacher holds responsibility for attendance matters. Where school attendance 
problems occur, the school will endeavour to work with parents in the interests of the child to 
achieve a resolution. 
 
Attendance is recorded and data stored and analysed using the SIMS Attendance module. 
It is a statutory duty for class teachers to call and maintain accurate registers; these are legal 
documents, and may be called for as evidence by the court.  
 
Arrival and Registration (including Lateness) 
Parents are expected to ensure that children are present at registration. The register is taken 
twice a day. A day counts as 2 attendances. Morning registration ends at 8.55am and 
children arriving after 8.55am but before 9.15am will be recorded as late which will be 
authorised.  Anyone arriving after 8.55am must come to the office and sign in the late book. 
Children arriving after 9.15am will be recorded late after registration closes which is an 
unauthorised absence.  
There are three negative results caused by pupils who constantly arrive late: 
 

 The loss of learning suffered by the pupil themselves which over a year can add up 
to a significant proportion of their time in school. 

 The disruption to other children in their class as the teacher’s attention is taken from 
the task at hand. 

 It can raise levels of unauthorised absence. 
 
The strategies that the school will use to tackle lateness will include: 
 

 Informing parents when a pupil is late more than 5 times in a term.  

 Calling parents in to discuss lateness/inviting parents to attendance clinics. 

 Consulting the Education Welfare Officer for the school in relation to the next action 
to be taken. 

 
Illness and Medical Appointments 
When a child is unwell, parents should contact the school before 9.20am on the first day of 
absence, informing the school of the reason for absence. When a child is absent, the class 
teacher will record the absence in the register. As part of our Safeguarding procedures, the 
school office will endeavour to contact the parent or carer and other emergency contacts if 
no message has been received regarding the reason for the absence to check on the safety 
of the child. 
a) Every effort should be made to arrange medical appointments outside school hours. 
b) If it is necessary for a child to be out of school for this reason, the child should be returned 
to school directly after the appointment. 
c) If your child is absent due to vomiting or diarrhoea then they should not return to school 
for the next 48 hours after the last time that the child is sick / had diarrhoea. This is to 
reduce the risk of infection to other children and adults at the school. 
d) Medical certificates are required for absence greater than five days. 
 
Authorisation of Absence 
At Worlebury St Paul’s Church of England V.A. Primary School the decision as to whether 
an absence will be authorised will be taken by the Headteacher. The class teacher will 
consult with the Head when there are any causes for concern. This may be after a period of 
absence, a pattern of missed absences or continued lateness. Absence for any reason 
during term time is discouraged. 
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Authorised Absence:  An absence is classified as authorised when a child has been away 
from school for a legitimate reason and the school has received notification from a 
parent/carer.  Absence known to be for the following reasons would be authorised: 

 Illness 

 Religious observance 

 Attendance at medical appointments which cannot be made outside school hours 
When it has become necessary to make a referral to the Education Welfare Officer [EWO], 
all further absences will be unauthorised pending investigation. The EWO liaises with the 
school regarding absences following contact with the parents. 
 
Unauthorised Absence: an absence is classified as unauthorised when a child is away 
from school without the permission of the Headteacher.  Unauthorised absences are those 
which have not been agreed with the Headteacher as exceptional circumstances 

 Family holidays 

 Absences that have not been properly explained 

 Parents keeping children off school unnecessarily 

 Truancy before or during the school day 
 
Absence during Term Time 
Education (Pupil registration) (England) Regulations 2006 has been amended (as of 1st 
September 2013) to prohibit the proprietor (Headteacher) of a maintained school granting 
leave of absence to a pupil except where an application has been made in advance and the 
proprietor considers that there are exceptional circumstances relating to the application. 
The expectation of the Local Authority is that term time holidays should not be planned or 
booked as a matter of course as they are likely to be unauthorised and will lead to the 
issuing of a penalty notice (fine). 
 
Exceptional circumstances 
Are defined as: 

 Forces personnel on leave from a foreign posting 

 Exceptional/significant family events or circumstances – these will be considered 
on an individual basis with you 

 
The Headteacher will consider every above request individually but the following will not 
meet the criteria:  

 Relatives coming to visit 

 Cheaper holidays in England and abroad 

 Family day trips 

 Visiting family/friends that have different half term holidays and may include refusal to 
attend family weddings and visits to see family abroad 

 
Authorised officers have the discretion to issue a penalty notice without warning where the 
parent has chosen to take the child on leave during term time without authorisation or 
evidence is subsequently found to suggest a child was away from school with the knowledge 
of the parent and does not meet the statutory defences mentioned below. 
 
Penalty Notices 
Through section 444A and section 444B of the Education Act 1996, it has become possible 
that certain cases of unauthorised absence can be dealt with by way of a Penalty Notice. 
Penalty Notices require each parent of a child of compulsory school age, whose attendance 
has been unsatisfactory, to pay a penalty, currently £60.00 if paid within 21 days or £120.00 
if paid within 28 days.  If the Penalty Notice is not paid then parents/carers will be 
automatically summonsed to appear in Court for an offence under Section 444(1) Education 
Act 1996 and can result in a criminal conviction recorded against them. 
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Courts have a wider range of sentencing options, which could include a maximum fine of up 
to £1000.  The only statutory defences to the offence under Section 444(1) Education Act 
1996 are: 

 The child was absent for medical reasons 

 The LA failed to provide transport when required to do so 

 The absences were due to religious observance 

 Pants/carers had the permission of the school or there was an unavoidable cause 
 

Where the School is not satisfied with a reason for absence, it will refer the matter to the 
Educational Welfare Officer. The Anti-Social Behaviour Act 2003 has amended the 
Education Act 1996 creating a new sub-section 444(A). This allows for Penalty Notices to be 
issued as a way of dealing with some cases of poor/unauthorised absence.   
 
The following circumstances are considered as appropriate reasons for the issuing of 
Penalty Notices: 

 Truancy, including truancy sweeps 

 Parentally-condoned absences 

 Excessive holidays in term time 

 Excessive delayed return from extended holidays 

 Persistent lateness after the register has closed 
 
A pupil has to be absent from school in one of these circumstances for at least 10 
sessions (5 days) in any term before the issuing of a Penalty Notice can be 
considered.  

 
Monitoring and Evaluation 
Targets for improved attendance will be set annually.  Each year the governors will check 
whether these targets were met and, if not, try to establish why not.  
Part of the evaluation process will be to look at what interventions have been successful. We 
will consider: 

 Attendance data for individual pupils, classes and the school as a whole. 

 If the school has been successful in raising the profile of attendance both within the 
school and the community? 

 How well informed are new pupils, parents and staff about the importance of 
attendance and the policy and procedures operating within the school? 

 If attendance issues been included as topics in new parents evenings or any other 
events? 

 If attendance has been discussed regularly by the governing body? 
 
These issues will be reviewed annually at governors’ meetings. 
 
Conclusion: This policy will allow Worlebury St Paul’s Church of England VA School to 
monitor and improve its attendance statistics and will be reviewed annually. We welcome 
input from staff, governors, pupils and their parents/carers as to its content for future 
improvement in the management of pupil attendance.  
This policy will be reviewed according to policy cycle 
 
Signed:  
 
 

 
 
 
 


