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Attendance	Policy	
The UN Convention on the rights of the child: 

Article 28 

Every child has the right to an education. 

 

 

 



Wyke Regis Primary Federation 

Attendance Policy 

Aim 

Our aim is to ensure that, wherever possible, children are at school, on time, every day that the school is open. 

The school has a legal duty to publish its absence figures to parents and to promote good attendance. Equally, 

parents have a legal duty to make sure that their child attends. Wyke Regis Primary Federation is committed to 

working with parents in the best way to ensure as high a level of attendance as possible. We have a collective 

responsibility to ensure our children are here every day. 

 

Principles 

Dorset County Council Children’s Services Directorate fully supports schools in expecting parents and carers to make 

sure that children and young people attend school on a regular basis. Any time away from school can have a 

significant impact on educational attainment, success in later life and longer term health and well-being.  

Wyke Regis Primary Federation works in partnership with other schools, The Chesil Education Partnership and the 

locality team to promote good attendance and to provide appropriate support for families where the level of 

attendance is causing concern. 

Wyke Regis Primary Federation expects good attendance from its pupils, in order for them to make the most of the 

opportunities that the school has to offer. We rely on our partnership with parents to ensure that this is achieved. 

Children should be at school, on time, every day the school is open, unless the reason for the absence is 

unavoidable. Permitting absence from school without a good reason is an offence by the parent. 

 

Background 

 

Regular attendance enhances pupil progress. In contrast, significant absence will undermine learning and regardless 

of ability or effort, a pupil will fail to achieve expected progress. 

 

The national attendance target is 95%. The Dorset LA currently set a target of 95.2%. The federation target is 95% in 

line with national expectations. 

 

Attendance is defined as timely presence at sessions (each day consisting of a morning and an afternoon session) 

recorded in Class Registers. The school year is 190 days (380 sessions). An absence of 10 days in any given academic 

year equates to 5.2% and means a pupil will not attain minimum expected attendance. 

 

The Education (Pupil registration) (England) Regulations 2006, as amended with effect from 1 September 2013 will 

not authorise leave of absence during term time unless there are exceptional circumstances. Any such leave should 

be applied for, in good time, using the school’s leave of absence form available from the school office or online. The 

headteacher then judges whether the request will be authorised or not. 

 

 

 



Absences from School 

Parents are required to help the school by notifying them of all absences by 8.50 am on the first day with a verbal 

message that is recorded by the school. Any absence which is known in advance such as medical appointments 

should be notified to the school in writing beforehand. 

Every half day absence from school has to be classified by the school (not by the parents), as either authorised or 

unauthorised. 

Authorised Absences include: 

• Sickness 

• Medical or dental appointments which cannot be arranged out of school hours 

• Days of religious observance 

NB:  If the Headteacher feels that the explanation for absence is not credible then it will be recorded as 

unauthorised  

 

Unauthorised Absences are those which the school does not consider reasonable and for which no authorisation has 

been given. This type of absence can lead to sanctions and/or legal proceedings. This includes: 

• Parents keeping children off school unnecessarily 

• Absences which are not properly explained 

• Children who arrive at school too late to get a mark in the register 

• Holidays  

• Shopping, birthdays or looking after other children 

 

 Monitoring Attendance 

• Registers are checked each day to ensure they are completed and any absences are noted. A text or 

telephone call will be made when no reason for absence has been received by 9.30 a.m. of the first day of 

absence. 

• Unexplained absence will be followed up by the class teacher or by the office and registers adjusted if 

necessary 

• The data from the registers is entered onto the school system which collates attendance information over 

the course of the year 

• Late arrivals, early departures and requests for leave of absence are noted in separate registers 

•  Attendance figures are monitored each month and parents are informed when absence is a cause for 

concern (below 95%) 

• After a period of monitoring, parents will be invited to attend a meeting in school to discuss their child’s 

attendance, in line with Chesil Education Attendance Process. 

• If there is no improvement and children are at risk of becoming persistent absentees then the monitoring 

process is increased and outside agencies will become involved to support parents in improving attendance 

• Good attendance is celebrated regularly for class attendance and each term individual certificates and 

rewards are issued to children with excellent attendance 

• Attendance of key groups of pupils such as disadvantaged and  SEN are tracked separately 

• The Authorised and Unauthorised Attendance figures are published for parents and statutory authorities on 

an annual basis. 

• The Governing Body are made aware of the Absence figures for the school half-termly 

• Any circumstances that significantly affect the school’s overall absence figures in a particular year are noted 

 



Chesil Education Attendance Process 

Parents are expected to contact school at an early stage and to work with the staff in resolving any problems 

together. This is nearly always successful. If difficulties cannot be resolved in this way, the school will follow the 

Chesil Attendance Process and may refer the child to the Local Authority Early Intervention team.  

See Appendix 1 – Chesil Attendance statement. 

Responsibilities 

Parents 

• Ensure your child arrives at school on time every day prepared for the day and ready to learn 

• Inform the school promptly if your child is ill 

• Do not book any leave of absence during term time 

• Support the school’s drive to improve the children’s life chances to learn and achieve their full potential 

Class Teachers 

• Ensure that registers are filled in accurately following school guidelines 

• Pursue any unexplained absences with parents 

• Inform SLT and school office about any attendance concerns as soon as they arise 

Office Admin 

• Check registers on a daily basis 

• Text or phone parents on first day of absence, if no reason provided 

• Liaise with teachers and provide letter to follow up any unexplained absences 

• Ensure that late arrivals are recorded correctly 

• Input data from registers into SIMS on a regular basis 

• Collate attendance data at regular intervals, or by request from the SLT 

• Complete statutory body and local authority requests for information 

SLT  

• Overall monitoring of individual and whole school attendance 

• Contact parents to raise concerns regarding high levels of absence 

• Authorise leave of absence on behalf of the Governing Body  ONLY in exceptional circumstances 

• Instigate Chesil Education Partnership attendance procedures as appropriate 

• Attend Chesil Education Partnership Attendance Panel meetings as required 

• Refer to Locality Team/Social Care if necessary 

• Liaise with Inclusion Manager and other staff as appropriate 

• Regularly report attendance figures to parents, Governing Body, appropriate authorities etc. 

• Reward good attendance on a regular basis 

• Set challenging attendance targets in agreement with the Governing Body 

Governing Body 

• Monitor overall school attendance figures half-termly 

• Review school policy and procedures annually 

• Work with the SLT and school staff to improve attendance figures  

 

Appendix 1: Chesil Education Attendance Statement 

 

Policy agreed by Full Governing Body on July 2015 

To be reviewed July 2018 


