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“At Trinity Oaks C of E Primary School we have a due regard for our duties under 
the Equality Act 2010. We will ensure that we; eliminate discrimination, advance 
equality of opportunity and foster good relations in all areas of School life.” 

 

 

“We are committed to safeguarding and promoting the welfare of pupils and 
expect all staff and volunteers to share this commitment.” 
 

“The ethos of this School is to enable every child to learn and develop in a 

Christian environment; we ask all Parents of whatever faith to recognise and 

support this ethos and its importance to the School.” 
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Aim of this policy  

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 is in line with Government and Local Authority 
guidance and meets targets set   

 

Introduction 

School education lays the vital foundations of a child’s life. 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. Parents have a legal duty to ensure that 

children of compulsory school age attend on a regular and full-time basis. 

 ‘Central to raising standards in education and ensuring all pupils can fulfil their 

potential is an assumption so widely understood that it is insufficiently stated – 

pupils need to attend school regularly to benefit from their education. Missing 

out on lessons leaves children vulnerable to falling behind. Children with poor 

attendance tend to achieve less in both primary and secondary school.’ 

DfE school Attendance May 2021  

Expectations    

We expect that all pupils will:   

 attend school every day   

 attend school punctually   
 attend appropriately prepared for the day  

 talk to their class teacher or support staff about any problems that may 
affect their school attendance  
 

We expect that all parents/carers will:  

 read all school communications  
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 ensure regular school attendance and be aware of their legal 
responsibilities    

 Create good routines for mornings at home so that children arrive 
punctually are properly equipped with the right uniform, PE kit, school 

bag, books etc. 
 ensure that they contact the school (in person, by email or phone) as 

early as possible on the first day of absence and continue to contact the 

school daily until their child returns to school.  This is essential to 
safeguard children at the school.  An exception would be where special 

leave has been requested and a child’s absence is known in advance.   
 contact the school if their child is worried about something, causing 

reluctance to go to school. 

 contact the school promptly whenever any problem occurs that may keep 
their child away from school 

 notify the school of any home circumstances that might affect the 
behaviour and learning of their child 

 provide 3 contacts for their child in case of emergency and notify the 

school immediately of any changes to contact details 

 make medical/dental appointments out of school time, whenever possible 

 not take holidays during term time 

 

We expect that the school will: 

 provide a welcoming atmosphere 
 provide a safe learning environment 

 provide a sympathetic response to any child’s or parent's concerns 
 keep regular and accurate records of AM and PM attendance and 

punctuality and monitor individual children’s attendance and punctuality 

 Support families with strategies to improve attendance and punctuality 
 contact parents when a child fails to attend and where no message has 

been received to explain the absence 
 use additional contacts until a satisfactory explanation of a child’s absence 

has been obtained 

 follow up all unexplained absences to obtain explanations from parents 
 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 Local Authority Inclusion Officer (formerly 
Education Welfare Officer) to monitor and support school attendance and 
punctuality 

 refer irregular or unjustified patterns of attendance to the Local Authority 
Inclusion Officer. Failure by the family to comply with the Local Authority’s 

planned support may result in further actions, e.g. a Penalty Notice (see 
below), parental prosecution or an application for an Education 
Supervision Order 

 notify the Local Education Authority (LEA) after 15 days sickness 
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 notify the Inclusion Officer after 10 days unexplained absence.  
 ensure that any pupil currently with a child protection plan who is absent 

in the educational setting without explanation for two days is referred to 
their key worker’s Social Care Team 

  
  

Attendance Procedures 

Punctuality 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. 

Children are welcome into school from 8.45 with registration at 9.00 am. In the 

Reception class and Key Stage 1 children should be brought into the classroom 

by parents and carers to settle to early morning activities.  Junior pupils come 

into class independently. 

External gates are locked soon after 9.00 am when parents of younger pupils 

have left.  This is to secure the school site.   

If children arrive after the gates have been locked parents should bring children 

to the main entrance. 

If children are late, they should report to the school office with a reason for the 

late arrival.  This will be marked on the register as late (L).  

Registers close at 9.30am.  If the pupil has not arrived and we have not heard 

from parents before this time attendance is recorded as Unauthorised (U).  If a 

child is persistently late then parents’ co-operation will be sought to improve 

lateness, firstly by the class teacher, and then by the Headteacher.   

The presence or absence of all pupils is recorded in a Class Attendance Register 

at the beginning of every morning and afternoon session.  Teachers will 

complete registers in accordance with guidance issued by the school (DfE school 

attendance codes).  Where no explanation has been given to the school 

regarding absence office staff will telephone home.   

Parents should ensure that if their child is absent from school for any 

unavoidable reason such as sickness, they contact the school. This should be 

done on the first morning of absence and on every day of absence thereafter.  

This information can be e mailed to the school office or conveyed by a telephone 

call recorded by a member of the office staff.   

Acorns Nursery 

We follow the same procedures outlined above in the Acorns Nursery.  In the 

morning Acorns children are welcome in school from 8.30am, registers are taken 
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at 8.45 and close at 9.30 am.  In the afternoon children arrive from 12pm, 

registers are taken at 12.30 pm and close at 1pm.   

Although pupils in the Acorns Nursery are not of statutory school age, we still 

encourage parents to develop good habits regarding attendance and punctuality 

in readiness for school.   

Pupil Leaving During the School Day    

During school hours the school staff are legally in loco parentis 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 confirm in writing, by emailing the office, the reason for 

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

When a pupil is collected from the school parents are to report to the school 

office to sign the pupil out before the pupil can leave the site.  They must sign 

back in on their return. 

Older pupils leaving with permission will be given a written authorisation slip by 

the school in case of being stopped by Truancy Patrol. 

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

contacted. Should the school be unable to contact the family it may be 

appropriate, in certain circumstances, to contact the Police.   

Examples of authorised absence 

 Genuine illness of the pupil 

 Hospital/dental/doctors/optician appointment for the pupil 
 Major religious observances 

 Visits to prospective schools 
 External exams or assessments 

 

Examples of unauthorised absence 

 Shopping/day trip/visit to theme park 

 Birthday treat 
 Oversleeping due to a late night 
 Looking after other children or a family member 

 Appointments for other family members 
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Leave of Absence 

School holidays are published well in advance and parents should avoid booking 

family holidays during term-time.  If this is unavoidable, they should complete a 

Leave of Absence Request Form (available from the school office).   

This should be completed at least 3 weeks in advance of the period for which 
leave is to be requested.  Leave will only be granted in exceptional 

circumstances.  It is for the Headteacher and the school governors to decide 
whether they consider the reasons given amount to exceptional circumstances.  

The Headteacher is happy to discuss individual circumstances.  If permission is 
not granted, any holiday will then be recorded as unauthorised (G). 

If extenuating circumstances necessitate a child being absent for a longer 

period, the class teacher discusses with the parents the desirability of carrying 

out a suitable work whilst they are away. 

There are laws that cover employment of children under school leaving age. If 
children are absent from school due to working in the entertainment industry the 

school will refer to the Local Authority guidance on children and young people in 
employment or entertainment. 

 

Monitoring attendance 

The Headteacher and Home School Link worker routinely monitor pupil 

attendance and punctuality.  The HSLW may then work with families to improve 

attendance and punctuality.  For example, punctuality may be improved by 

supporting a family with morning routines.  

The school has an allocated Inclusion Officer who supports both the school and 

parents to ensure every child goes to school regularly. Every effort is made to 

maintain close links with the Inclusion Officer attached to the school.  Inclusion 

Officers can accept referrals or enquiries from the school or other agencies, 

parents and members of the public if a child is not attending school. 

The Headteacher and Home School Link Worker regularly collect attendance data 

and will use this data during meetings with the Inclusion Officer.  These 

meetings will agree on attendance thresholds and targets and will identify 

respective tasks and follow up actions for both the school and the Inclusion 

Officer.   

If the school has concerns about a child’s attendance or believes that there are 

safeguarding issues related to attendance then the advice and support of outside 

agencies will be sought. 

https://www.surreycc.gov.uk/social-care-and-health/childrens-social-care/support-for-young-people-and-their-families/guidance-on-children-and-young-people-in-employment-or-entertainment
https://www.surreycc.gov.uk/social-care-and-health/childrens-social-care/support-for-young-people-and-their-families/guidance-on-children-and-young-people-in-employment-or-entertainment
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Information on rates of unauthorised absence is  included in the Headteacher’s 

termly report to governors.  

Appendix 1 

Information on Penalty Notices 

The Education Inclusion Service, acting on behalf of Surrey County Council may 

issue a Penalty Notice as an alternative to the prosecution of a parent/carer for 

their child’s unauthorised absence from school and requires the recipient to pay 

a fixed amount.  

The amount payable on issue of a Penalty Notice is £60 if paid within 21 days of 

receipt of the notice, rising to £120 if paid after 21 days but within 28 days. 

If the Penalty Notice is not paid within 28 days, the Local Authority must 

prosecute the parent/carer for failing to ensure regular school attendance under 

Section 444 Education Act 1996. 

 

Circumstances when a Penalty Notice may be issued 

Pupils identified by police and education welfare officers engaged on Truancy 

Patrols and who have incurred unauthorised absences. 

The Education (Pupil Registration)(England)(Amendment) Regulations 

2013, which becomes law on 1st September 2013 state that Head 

teachers may not grant any leave of absence during term time unless 

there are exceptional circumstances.  The Head teacher is required to 

determine the number of school days a child can be away from school if 

leave is granted. 

Where a child is taken out of school for 5 days or more and the ‘leave of 

absence’ is without the authority of the head teacher, each parent is liable to 

receive a penalty notice for each child who is absent. In these circumstances, a 

warning will not be given where it can be shown that parents had previously 

been warned that such absences would not be authorised and that they will be 

liable to receive a Penalty Notice if the leave of absence is taken. 

The issue of a Penalty Notice will also be considered where attendance has fallen 

below 85% and there are no less than 10 unauthorised sessions during the 

preceding 6 school weeks.  The parents’ failure to engage with supportive 

measures proposed by the school or Education Welfare will be a factor when 

considering the issue of a Penalty Notice.   Unauthorised absence will include 

late arrival after the close of registration without good reason.    
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With the exception of unauthorised leave of absence taken in term time, 

parents will be sent a formal warning of their liability to receive such a 

notice before it is issued. 


