
 

 

 

 

 
ATTENDANCE AND PUNCTUALITY POLICY 

 

 

Our Mission Statement 

 

Our mission is to provide the highest quality education for every child entrusted to our care 

within a framework of Christian values, positive attitudes and caring citizenship so that each 

child can develop a love of learning and achieve his or her potential. 

 

 

OVERVIEW 

 

If our pupils are to get the greatest benefit from their education in school, it is important 

that they have good attendance and arrive punctually. As they grow and prepare for their 

next stages of education and employment they need to see good attendance and 

punctuality as important qualities that are valued by others and employers. We will do all 

that we can to encourage good attendance and punctuality. Where pupils are not 

conforming to our high expectations for attendance and punctuality we will put into place 

effective strategies to bring about improvement.  These may include asking the council to 

issue fines to families who have 10 or more sessions (5 days) of unauthorised absence over 

2 terms. 

We are determined that poor attendance will not be a barrier for our children and work 

closely with families and children to give the support needed.   

 

OBJECTIVES 

 

1. To ensure that all pupils attend school well. 

2. To ensure that all pupils are punctual. 

3. To win the support of parents in ensuring that their children attend school well and 

that they arrive on time. 

4. To keep good records of attendance through the school registers and to take 

prompt action to follow up absences. 

5. To investigate and act immediately where truancy is suspected or confirmed. 

6. To work effectively with the LA and other agencies to follow up attendance issues 

promptly and efficiently. 

7. To monitor closely pupils with attendance and punctuality issues and to work with 

parents and where appropriate other agencies to bring about improvement. 

 

 

 

STRATEGIES 

 

Leave will only be granted in exceptional circumstances.  These may include: 

 Family emergencies (1 day only, when proof is given) 



 Close family weddings (1 day only, when proof is given) 

 Situations when different family members have different holiday patterns, eg 

siblings in a secondary school who are off school a different week (school will 

require proof of this) 

 Families where a parent has set holiday patterns (school will require proof of this) 

 

 

1. Staff will complete registers accurately for each session and will draw to the 

headteacher’s attention any absences that are cause for concern or suspicion.  To 

facilitate this, the learning mentor will review all absent children at least twice a 

week. 

2. Pupils arriving late will be reported to the headteacher and the office staff will keep 

a record of the times and occasions that a pupil is late.  Parents will have to sign the 

child in.  If the child arrives alone, parents will be contacted.   After 9:15, any pupil 

who arrives late will be recorded as an unauthorised absence. 

3. Parents will be asked to telephone or notify the school if their child is absent or ill. 

4. The school office will make telephone contact with a home when a child is absent if 

the parents have not notified the school that their child is absent. 

5. Where a pupil is developing a pattern of ‘occasional’ absences the parent will be 

contacted to discuss the pattern of absences. 

6. Where attendance is below 90%, parents will be asked to provide medical 

appointment proof, prescription or chemists receipts for the school to mark the 

absence as authorised. Otherwise, these absences will be unauthorised and the 

parent may be fined. 

7. Where necessary the school will work closely with the LA to take action against 

those unlawfully keeping pupils from school. In line with the Bolton council 

guidance, the school will instruct the authority to issue fines for any pupil who has 

10 or more sessions (5 days) of unauthorised absence over 2 terms. 

8. Raise the awareness of parents and children about good attendance through a 

reward system for children and regular updates to parents. 

9. Only authorise 1 day of leave for any exceptional circumstances.   

10. Have a specific attendance action plan for Reception class, where attendance is 

consistently 4% below the rest of the school. 

 

OUTCOMES 

 

All Saints’ CEP will do all it can to ensure that pupils come happily, willingly and punctually 

to school to ensure that all gain the greatest possible value from their education. 
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