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Attendance Policy 
 

Attendance 
 
All staff at Rushton School work hard to convey their positive regard for regular attendance 
to parents, and children. This Attendance Policy is intended to provide parents/carers and 
pupils with clarity on the expectations of attendance at Rushton Primary School.  School 
attendance is important as 

 
 Education provides a means of advancement for all young people to improve their 

life chances. 
 Regular school attendance is a legal requirement of those registered at a school.  

Without it the efforts of the best teacher and schools will come to nothing. 
 Pupils need to attend regularly if they are to take full advantage of the education 

opportunities available to them. 
 Irregular attendance undermines that educational process and leads to educational 

disadvantage.  It places children at risk and in some cases it can result in pupils 
being drawn into patterns of anti-social or criminal behaviour. 

 
Rushton Primary School will encourage attendance by 
 

 Providing a caring and welcoming learning environment. 
 Responding promptly to a child or parents’ concerns about the school or other pupils. 
 Marking registers accurately and punctually during morning and afternoon 

registration.  If pupils arrive at school after the close of the register without a written 
explanation, the lateness will be recorded on the electronic registration system 
(SIMS) and from September 2018 School Pod as ‘Late’ after the register is closed. 

 Keeping parents informed of absence statistics – termly on the school newsletter. 
 Monitoring pupils’ attendance and informing parents/carers in writing or irregular 

attendance, lateness, or when their child’s attendance drops below 90%. 
 Arranging meetings with parents/carers if necessary and referring the family to the 

Parent Support Advisor and Child Education Welfare Solutions if the irregular 
attendance continues. 

 
Children are expected to attend school for the full 190 days of the academic year, unless 
there is a good reason for absence. There are two types of absence: 
 

 Authorised (Where the school approves pupil absence) 

 Unauthorised (Where the school will not approve absence) 
 
We expect that all pupils will 
 

 Attend school regularly 

 Attend school punctually 

 Attend school appropriately prepared for the day 
 
We expect that all parents/carers will 
 

 Encourage regular school attendance and be aware of their legal responsibilities 

 Ensure that their child/children in their care arrive at school punctually and prepared 
for the school day 
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 Ensure that they contact the school whenever the child/children is unable to attend 
school 

 Contact the school on the first day of the child’s absence 

 Contact the school promptly whenever a problem occurs that may keep the child 
away from school 

 
We expect that our school staff will 
 

 Keep regular and accurate records of attendance for all pupils, twice daily 

 Monitor every pupils’ attendance 

 Contact parents as soon as possible when a pupil fails to attend where no message 
has been received to explain the absence 

 Follow up all unexplained absences to obtain a reason to authorise the absence 

 Contact those families whose child’s attendance, with no ongoing medical condition, 
has dropped below 90% on a termly basis 

 Encourage good attendance 

 Provide a welcoming atmosphere for children, provide a safe learning environment, 
provide a sympathetic response to any pupils’ concerns 

 Make initial enquiries of parents/carers of pupils who are not attending regularly, 
express their concern and clarify the school’s and the Local Authorities expectations 
with regard to regular school attendance 

 Refer irregular or unjustified patterns of attendance to the Head Teacher 
 
If a child is absent, parents should call/text or email the school on each day of the 
absence stating a reason before 9.30am. 
 
If we are not notified of a child’s absence by 9.30am the Admin Team will text the parents to 
ask for the reason for an absence.  The appropriate code will be entered into the register.  If 
we cannot make contact with the parent/carer by the end of the second day the school will 
send a letter of concern to the parent/carer to invite them into school to discuss their 
concerns.  The school will tell parents that if the absence persists then a referral would be 
made to Child Education Welfare Solutions. 
 
Completing the Register 
 
Registers provide the daily record of the attendance of all pupils; they are documents that 
may be required in a court of law, for example as evidence in prosecutions for non-
attendance at school. They also contribute to pupil's end of term reports and to children’s 
own feelings of achievement.  
 
All attendance records are manually input onto the SIMS system weekly by the Admin 
Team and reported to the LA via census. From September 2018 the class teacher will be 
responsible for taking an electronic register in School Pod.  Reports are accessible and 
should be used to determine persistent absences or patterns of attendance and reported to 
the Head Teacher on a monthly/termly basis. 
 

Family Holidays During Term Time 
 
From 1st September 2013 there is no entitlement for parents to take their child on holiday 
during term time.  Any application for leave must only be in exceptional circumstances and 
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at the discretion of the Head Teacher. Head Teachers would not be expected to class any 
term time holiday as exceptional.   
 
From September 2016 the Code of Conduct stipulates that five days consecutive 
unauthorised absence is the benchmark for issuing fines.   
 
The Penalty Notice Checklist criteria for issuing PN 
 

 10 sessions of unauthorised absence within a six week period.  This may include 5 
consecutive school days (which may be either side of any school holiday) 

 5 or more school days continuous leave 
 
Fixed PN are £60 and will be issued to each parent for each child.  A two-parent family with 
two children would be fined £240 
 
School Times and Lateness 
 
School begins at 9am and all pupils are expected to be in school for registration at this time.  
The gate is opened at 8.45am and as children arrive they should do directly to their 
classrooms. 
 
The gate is locked at 9am.  Anyone arriving at school after this time will have to enter 
through the main reception door and complete the ‘Late Book’.  The Admin Team will 
complete the register.  Also for a child leaving school, either attending an appointment, or 
going home ill, the parent should complete the ‘Leavers Book’.  If they are only ‘popping 
out’ and are returning, they should enter the time they return in the Leavers Book.   
 
School finishes at 3:15pm. The children in the Hedgehog Class and Class 1 will be handed 
over to a parent or authorised carer/friend.  Parents must inform the school if anybody other 
than the usual adult is to collect a child. If parents are going to be late arriving at school 
they must contact the school so that we can arrange for a member of staff to look after the 
child. Other parents will not be allowed to take children home without direct permission from 
the child’s parent.  If any child is not collected from school 15 minutes after the end of the 
school day, the Head will telephone the parents/carers.  If there is no response the Head 
will attempt to contact those persons identified as emergency contact numbers. 
 
All children should be collected from the school grounds by a designated adult who is 
known to the school. If parents of the older children prefer their children to meet them 
elsewhere then they must request this in writing to the Head.  
 
Children being collected after school clubs must remain inside the school foyer if their 
parents are not there when the club finishes. Parents must come into school to collect them 
unless a request is made in writing as above. Children are not allowed to play outside as 
school staff are not on duty at these times. The Head or her representative will ensure that 
children are safe if parents are late, but this should not be expected by parents. Parents are 
asked to support our efforts to respect punctuality by always being on time. We do however 
understand that unexpected things do happen from time to time and they usually provide 
genuine and good reasons for lateness. 
 
 


