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Introduction 

This policy has been developed in conjunction with Department for Education (DfE) and Local 

Authority (LA) Guidance.  

(Reference to Parent/Carer throughout this document also includes any person who has parental 

responsibility or who cares for children.)  

Good attendance and punctuality are vital if pupils are to achieve their maximum potential. 

Beighton NI is committed to working with parents/carers and pupils to ensure that each pupil 

benefits from the academic, personal and social opportunities available to them during their years 

with us. Children who miss out on education are at an immediate disadvantage relative to their 

peers and at a great cost to themselves and the community as a whole.  

 Only 30% of pupils with attendance of 90% and below achieve good outcomes.  

 90% of pupils with attendance of 96% or more achieve good outcomes.  

By working together with families, we can keep absence at school to the lowest possible figure. 

This will ensure that children get the absolute most from their education at school. The young 

child, however, is dependent upon the adults in his/her life to get them to school regularly and on 

time. The focus in both Foundation Stage and Key Stage 1 programmes is to establish good 

habits and to work with parent/carers to improve attendance.  

Our School Attendance Target is 96% 

 

Aims  

 To encourage all pupils to achieve their maximum potential.  

 To raise awareness of the importance of attendance and its impact on progress and 

attainment.  

 To recognise pupils who achieve more than 96% attendance during the school year.  

 To give additional and special recognition to pupils who achieve 100% attendance.  

 To encourage parents/carers to play a vital role in supporting the school and encouraging 

their child to reach good attendance levels.  

 To monitor and track pupils’ attendance and punctuality through effective systems.  

 To utilise this information to support the school and parents to improve attendance.  

 To address poor attendance through clear, consistent and effective procedures.  

 

The Law relating to attendance (Section 444 of the Education Act 1996):  

 Parents must ensure that children of compulsory school age, who are registered at a 

school, attend regularly.  

 The Sheffield Children and Young People & Families (CYPF) must provide a school place 

to parents who wish their child to be educated at school.  

 The school must complete attendance registers at the beginning of the morning and 

afternoon sessions.  

 The LA has a duty to ensure that parents fulfil their legal responsibilities.  

 Failure by parents to ensure the regular attendance at school of a registered pupil is an 

offence punishable by law.  
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Safeguarding  

Your child may be at risk of harm if they do not attend school regularly. Safeguarding the interests 

of each child is everyone’s responsibility and within the context of this school, promoting the 

welfare and life opportunities for your child encompasses:  

 Attendance  

 Behaviour Management  

 Health and Safety  

 Access to the Curriculum  

 Anti-bullying  

 Failing to attend school on a regular basis must be considered as a safeguarding concern, 

this will be reported to Social Care professionals.  

 

Our Attendance Response 

Desired Outcome: 

 For every child to be in school every day, and on time. 

 To reach this outcome, we must support all children.  

 We need to support our 100% attenders to remain 100% attenders.  

 We need to support our 96%-99% attenders to raise their attendance and get as close to 

100% as possible.  

 We need to challenge our 92%-96% attenders, to remind parents of their duty to ensure 

their child is in full time education and offer support to prevent further absences in the 

future.  

 And we need to follow a graduated approach for our irregular attenders to ensure we 

assess why they are not attending regularly, create a plan to support improvement in 

attendance, implement the plan and review to see if improvements have been made. 

 

 

 

1. Assess: 

 The reason preventing the child attending regularly 

 The needs across Education, Health and Care 

 Has the child’s voice been captured, what do they need to happen so they can attend? 

 What has already been implemented to improve the child’s attendance? 

 What support is required to improve the attendance? 

 What interventions may be required to improve the child’s attendance? 

 What further assessments may be required? 

 Set time scales for assessments to be carried out 

https://www.google.co.uk/url?sa=i&url=https%3A%2F%2Fwww.devon.gov.uk%2Fsupportforschools%2Fservices-and-contacts%2Fsend&psig=AOvVaw3d_ReNXAnoTB2mlYWFnuTB&ust=1608808782941000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCPC7__H94-0CFQAAAAAdAAAAABAE
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2. Plan (Voluntary Support): 

 What next steps need to take place to help the young person attend every day, on time? 

 Who will support and what their actions are? 

 Set time scales for the plan to be implemented  

 What outcomes do we expect to see? 

 Ensure the plan is shared with all parties including the child 

3. Do: 

The plan is carried out by: 

 all professionals,  

 the family,  

 and the young person 

4. Review: 

 Has the support worked, does the child and family feel they have been supported? 

 Are we seeing movement towards the desired outcomes, even small improvements can be 

big steps? 

 Has there been any party who hasn’t carried out their actions? 

 Has the child’s voice been captured, how do they feel the last few weeks have gone, what 

difference has been made, what are they proud of, what could have been better? 

5. Consider Formalising Support 

Where absence persists and voluntary support is not working or being engaged with consider 

formalising support through use of a parenting contract. If no engagement from the family, speak 

to your linked Attendance and Inclusion Social Worker 

 

Expectations  

What parents/carers and pupils can expect of the school:  

 Provide a broad and balanced education that is dependent on regular attendance at school. 

Encourage and celebrate good attendance and punctuality through certificates, letters 

home and a very special attendance reward at the end of the year.  

 Make accurate recordings of attendances and punctuality and ensure that any barriers to 

attendance is dealt with efficiently.  

 Half termly ‘Statement of Attendance’ letters are sent out to parents at the end of each half 

term. 

 Attendance information is included during parent consultation meetings and end of year 

reports.  

 Attendance and Punctuality Map showing the process of support for attendance is shared 

with parents and available via school website. 

 Attendance Policy available via the school website  

 Parents to contact school in the morning if the child is ill or has an appointment. Evidence of 

medical appointments to be provided.  

 Make first day contact with parents/carers when a pupil fails to attend school and hasn’t 

given a valid reason for absence. Inform parents/carers if a pupil’s attendance and/ or 

punctuality has fallen below the expected school target of 96% and/or at risk of falling into 
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Persistent Absence (PA). Notification to parents/carers of attendance and punctuality will 

operate through a system of telephone calls, letters and reports home. Carry out meetings 

for parents/carers where attendance and/or punctuality falls below 93%. Here support will 

be offered to improve attendance and/or punctuality. Where appropriate, other services 

such as the LA may be also invited to the meeting.  

 

Daily actions and stages of support (individual circumstances are always considered 
and additional steps may be necessary):  
 

Early Support  
o An absence text and email will be sent to each parent after morning registration 
o No response? - Further absence text and email sent to each parent after afternoon 

registration 

 No response? - Attempt to contact parents by telephone in the afternoon 

 Voice messages left if contact not made 

 On day 2 repeat procedure 

 Still no response received by the afternoon of day 2, report to SLT via CPOMS 
 
If a particular absence raises a safeguarding concern, where school has not been 
provided with a reasonable notification of absence, telephone contact will be made 
with the parents/carer of the absent pupil on day 1, before 9.30am. A home visit may 
also be necessary depending on the circumstances. 
 
Absence will only be authorised when a satisfactory reason has been provided by 
the parent or carer. In cases where parents have been asked to provide medical 
evidence for absence, this should be taken to the office or sent to 
enquiries@beighton.sheffield.sch.uk in order for the absence to be authorised. 
If contact continues to be unsuccessful despite the above actions then the case may 

be referred to the Local Authority, where ‘Child Missing from Education’ procedures 

may commence. This will be dependent on the individual needs and circumstances. 

 
Stage 1 - If attendance falls below 96% or pupil is regularly late 

o Letter sent to family 
o Informal discussion with Class Teacher Or Phase Leader 
o If no improvement in 3 to 6 weeks invite parents for a supportive voluntary meeting 

where barriers can be identified and suitable support can be put in place 
 

Stage 2 - If Attendance falls below 90% pupil becomes a Persistent Absentee (PA) 
o Attendance Report and Letter sent home 
o Invite parents for a meeting in school with the Inclusion Teacher or SENCO 
o Complete EHC Mapping Plan of support 

 
Stage 3 – No improvement and attendance falls below 90% 

o Parents invited to a second support meeting in school to review previous actions on 
the EHC Mapping Plan and to agree further ways to support 

o If no improvements in attendance are made the case will move to Formalised Stage 
4 Support 

 
      Stage 4 – Formalised Support where there has been no improvement in attendance 

o Parenting Contract/ Parent School Agreement to be considered 
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o If attendance continues to decline and parents don’t engage with previous actions of 
support then a referral will be made to the Local Authority Inclusion and Attendance 
Officer where consideration will be given to enforcement options 
 

Stage 5 – Unauthorised attendance falls below 80% is a very serious concern 
o Attendance that falls below 50% is severely absent. School has a duty of care and 

therefore a referral will be made to the Local Authority Enforcement Team where 
consideration will be given to enforcement options and a referral to Social Care.  

 
 
What the school expects of our pupils:  

 To attend regularly and on time, ready to learn.  

 To be prepared for the day with any appropriate equipment e.g. PE kit, school uniform and 

appropriate clothing for visits etc.  

 To report to the school office, should they arrive after the official registration time of 8:50am.  

 To tell a member of staff if there is any problem which may prevent them from attending 

school.  

 To work towards a target of at least 96% attendance  

What the school expects of parents/carers:  

 It is vitally important that parents are actively involved in promoting good attendance and 

fulfil their legal parental responsibility by ensuring their children attend school regularly.  

 To report any absences to the school office by 9am each day via the telephone or email. 

Telephone number 0114 2486572. It is a legal requirement of parents to inform school of a 

child’s absence on the first day and thereafter should the absence continue.  

 Ensure your child arrives on time (before 8:50am) and is well prepared for the school day.  

 Parents are encouraged to make contact with school to discuss any issues that are or could 

be impacting on their child’s attendance.  

 Contact the school in confidence whenever any problem occurs that may keep your child 

away from school.  

 Inform the school of any forthcoming appointments and, where possible, arrange 

appointments outside of the school day.  

 Where appointments are booked for after 11am, pupils must attend school first. For any 

appointments before 1:30pm, the pupil needs to return to school as soon as possible.  

 Provide medical/ circumstantial evidence for absences of more than 4 days and where an 

illness falls on either side of an unauthorised holiday taken.  

 If a pupil leaves the school premises with a parent/carer for any reason during the school 

day, staff will ensure that this is recorded, (together with signing back in if they return) to 

comply with Health & Safety Regulations.  

 Take holidays during the school holiday period and not during term time. Holidays taken 

during school time will not be authorised and may be fineable. Illness absence, falling 

alongside a holiday, may not be automatically authorised. In line with the Sheffield City 

Council policy for “Exceptional Leave during Term Time”, if parents choose to take their 

child on holiday in term time, they may be issued with a fixed penalty notice (a fine).  

 To understand that the Headteacher does not have the option to authorise term time 

holidays unless exceptional circumstance can be applied.  

 

 



8 
 

Term-Time Leave  

All requests (one form per child, per request) for term time leave must be made to the 

Headteacher on the Leave of Absence in Term Time Request Form, available from the school 

office or website, 20 days in advance of the leave of absence. A return date must be provided and 

a prompt return is essential.  

Only in exceptional circumstances will request of leave in term time be authorised.  

An example of exceptional circumstances may be: religious observation; approved sporting activity 

or bereavement where the family must travel together, abroad, to a funeral. If the visit abroad is for 

the wedding of a close family member, the day of the wedding will be authorised but surrounding 

days will not.  

For further guidance on exceptional circumstances please refer to the policy on ‘Exceptional 

Leave during Term Time’. This can be found on the school website under the policy section.  

Legally there is no entitlement for parents to take their child on holiday during term time and 

unauthorised absence may result in prosecution. If the request for exceptional leave/ term time 

absence is not authorised by the school, and a fixed penalty fine is issued, any further 

correspondence must be made through the LA as per the letter received.  

If queries are raised about holidays, parents/carers may be asked to provide evidence of the days 

taken e.g. flight tickets or accommodation receipts.  

If the school has reason to believe a term time leave has been taken without request, it is the 

parents’ responsibility to prove otherwise (e.g. doctor’s appointment card, proof of medication etc.)  

Please be aware that absence fines do not come back into school; the LA reinvests this money 

into education across the city. 

Where appropriate, other services such as the LA may also be invited to the meeting.  

 

Understanding Different Types of Absence 

Only school can decide if absence as authorised or unauthorised, not parents. This is why 

information about the cause of any absence is always required to ensure a pupil’s attendance is 

correctly categorised.  

Authorised absences are mornings or afternoons away from school for an acceptable reason, for 

example: illness and/or medical/dental appointments which unavoidably fall in the school day, 

emergencies or other unavoidable reasons.  

If your child has a medical appointment within the school day, medical evidence is needed e.g. 

appointment letter/ card or confirmation appointment on parent’s mobile phone  

Unauthorised absences are those which the school does not consider to be reasonable and for 

which no “leave” has been given. This type of absence can lead to a fixed penalty notice and/or 

prosecution. This includes:  

 Parents keeping children away from school unnecessarily.  

 Truancy during the school day.  

 Absence that has never been properly explained.  

 Shopping, looking after other children or birthdays.  
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 Day trips and holidays in term time.  

Whilst most pupils will be away from school because of illness, some individuals can be reluctant 

to attend. Any such problems with regular attendance are best resolved between the school, the 

child and the family. If a parent thinks their child is reluctant to attend school, then we encourage 

the family to work with all involved to understand the root problem. When necessary we engage 

the support of other agencies such as the LA.  

The fact that a parent has sent a note or other notification (telephone call or personal contact) in 

relation to a child’s absence does not mean that the absence is automatically coded as authorised.  

 

Persistent Absenteeism (PA) less than 90% attendance  

A pupil is classified as a ‘persistent absentee’ if they miss 10% or more schooling across the 

school year for whatever reason. Absence at this level is doing considerable damage to any child’s 

education prospects and we need parent/carers fullest support and co-operation to tackle this.  

The school and LA will monitor all absence thoroughly. Any case that is seen to have reached the 

PA mark or is at risk of moving towards that mark is given priority and you will be informed of this 

immediately. Illness will not be authorised without medical/ circumstantial evidence for pupils 

classified as persistently absent.  

 

Irregular Attendance  

When a pupil’s attendance falls to 90% or below this is considered as irregular attendance which 

may result in prosecution (fixed penalty notice) under section 444 of the Education Act and Anti-

Social behaviour Act 2003. If there is no improvement parents/carers will be asked to attend an 

Attendance Concern Meeting. 

 

Exclusion  

It is the parents’ responsibility to ensure that during the first five days of a period of pupil exclusion 

(whether fixed-term or permanent), they make sure that the excluded child, who is of compulsory 

school age, is not present in a public place during school hours, unless there is a reasonable 

justification.  

There are three occasions where a fine can be issued:  

1. Holidays taken in term time.  

2. Irregular attendance and/or punctuality at school.  

3. Excluded child in a public place during the first 5 days of exclusion.  
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School Timings  

The school will monitor and record attendance using the following registration system:  

 In Reception (FS2) registration begins at 8:50am each morning and at 12:30pm in the 

afternoon.  

 Key Stage 1 registration begins at 8:50am each morning and at 1:30pm in the afternoon.  

 The doors will open at 8.40am and will close promptly on the school bell at 8.50am.  

 Any child arriving after 8:50am must report to the school office, providing a reason for their 

late arrival. They will be marked as being late (L). The morning register closes at 9.30am. If 

a child arrives after this time it will be recorded as an unauthorised absence (U), unless 

proof of a medical appointment is presented to the school office.  

The school day ends at 3.15pm and children should be collected promptly by a responsible adult 

that you have included on your authorised to collect list.  

 

Punctuality:  

 Pupils arriving after morning or afternoon registration will report to the school office, where 

a late record will be completed (time and reason for the lateness as well as a signature from 

the parent/carer. If a parent/carer is not present a phone call will be made re: the lateness).  

 Persistent lateness will be discussed with parents/carers during parent consultation 

meetings and also with the school attendance team should this be necessary.  

 Referrals may be made to external agencies within the LA to assist and support pupils and 

their families in arriving at school on time.  

 

Attendance Monitoring & Management: 

 Attendance will be monitored to achieve the school target of 96%.  

 Attendance below 96% will be closely monitored by school. If attendance continues to fall, 

parents may be asked to provide medical evidence to support unexplained absences.  

 Attendance falling below 93% will result in a written notification to parents to bring this to 

their attention and offer support if it is felt necessary.  

 Where there is a concern over a child’s absence, initial communication is made with the 

parents and appropriate support is offered. This may be by written notification, telephone 

conversation or during an arranged meeting.  

 Where attendance is seen as a concern e.g. if the trend is not improving, support from the 

LA may be requested.  

 Where persistent non-attendance continues to be an issue, parents may be asked to 

provide evidence of attendance at all medical appointments.  

 Attendance below 90% will be closely monitored by school and the LA. Parents may be 

invited to a professionals meeting to discuss the reasons for continued absence. The aim of 

this will be to identify any issues and provide support to ensure the child’s attendance 

improves.  

 Each case will be dealt with depending on needs and circumstances.  

 Attendance below 90% may be subject to prosecution.  
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Parents are required to contact the school on the first day of their child’s absence, either by 

Schoolcomms message, telephone or email stating the reason for absence and the expected date 

of return. If an absence continues, parents are requested to contact the school office again on the 

second day and thereafter.  

As a safeguarding precaution, telephone contact is made with parents/carers of any pupil who is 

absent where school has not been provided with a reason for absence. This is made on the 

morning of the absence.  

Absence will only be authorised when a satisfactory reason has been provided by the parent or 

carer. In cases where parents have been asked to provide medical evidence for absence, this 

should be taken to the office in order for the absence to be authorised.  

Home contact will be made by the school if several day’s absences remain unauthorised. If this is 

unsuccessful then the case may be referred to the LA, where ‘Child Missing from Education’ 

procedures may commence.  

 

Roles and Responsibilities  

Governors  

 Reports on persistent absences will be monitored by Governors and the LA.  

 Have a named governor with responsibility for attendance. This will be the Safeguarding 

Governor, Simon Cadd. 

Headteacher 

 Has overall responsibility for attendance within the school  

 Has responsibility for reviewing and updating the Attendance Policy in line with 

local/national changes.  

 Provides advice and support to school staff regarding attendance and punctuality issues  

 Liaises with the named governor and LA  

 Provide reports to governors each term  

 Works with colleagues to implement targets, review statistics and amend the policy as 

necessary  

 Works with other schools and agencies to promote attendance and punctuality within the 

Family of Schools  

 Has responsibility for monitoring the progress of children Looked After by the LA  

 Has responsibility for investigating and, where necessary, reporting incidents of children 

who are Missing from Education.  

The School has been given authorisation from the Child Missing in Education (CME) Team to 

remove a child from role when the child has been continuously absent for a period of not less than 

20 school days, absence has been unauthorised and both the school and LA have been unable, 

after reasonable enquiries, to ascertain where the child is.  

Attendance Champion- Helena Reid- Headteacher 

Every school, including maintained, academies, free schools, faith schools and private schools 

must have a designated Attendance Champion. The attendance champion is responsible for 

ensuring everyone works together to improve attendance and creates a whole school ethos of 

‘Moments Matter, Attendance Counts.  
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The attendance champion will meet termly with their linked Inclusion and Attendance Specialist. 

The purpose of this Targeted Attendance Support Meeting will be to discuss: 

 The school improvement plan objectives linked to attendance 

 The targets and outcomes identified in the school attendance action plan 

 The whole school and cohort level attendance data 

 Pupils considered to be severely absent (less than 50%) 

 Pupils on reduced timetables to ensure these are being reviewed and used for the shortest 

time necessary and not treated as a long-term solution 

 Pupils accessing some of their learning off site, to ensure this is used as a short-term 

intervention to support a child re-engage in their learning  

 Where time allows, pupils considered to the persistent absentees (90% or less) 

 Next steps for the school to progress towards excellence in attendance 

The School Admin Team 

 Ensure attendance is closely and carefully monitored.  

 Maintain SIMS attendance database.  

 Ensure correct codes are allocated for absences.  

 Where a specific need has been highlighted, ensure medical evidence is requested and 

followed up. 

 Prepare Individual Statements of Attendance to parents/carers each half term. 

 Have responsibility for ensuring parents/carers have access to accurate information and 

appropriate forms.  

 Provide relevant information to LA officers making contact with families regarding 

attendance and punctuality.  

 Have responsibility for investigating and, where necessary, reporting incidents of children 

who are missing from education.  

 Prepare requests for a penalty notice to be made to the LA.  

 Have responsibility for ensuring requests for term time leave are dealt with in a timely and 

effective manner in line with the school policy on attendance.  

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

problems together. We will always try to resolve the attendance issues by agreement, however if 

efforts to try to improve the child’s attendance fail and unauthorised absences persist, sanctions 

such as fixed Penalty Notices and/or prosecutions will be pursued.  

 

Promoting Regular Attendance 

To help us all to focus on this we will: 

 Celebrate good attendance across school. 

 Celebrate improved attendance for PA pupils. 

 Have an attendance display - a pictogram showing each class racing to have the best 

attendance for the half term. This gets updated weekly showing which class has had the 

best attendance. 

 Class attendance percentage to be shared each week in Celebration Assembly. A trophy 

and mascot (Alfie the Attendance Alligator) will be awarded in the weekly assembly to the 

class/es with the highest attendance figure. The winning class will have their name 

displayed on the ‘Attendance Star Race’ display. 
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 Have ‘Early Bird’ days to promote punctuality. Each child who has arrived on time will be 

rewarded with a raffle ticket and be entered into a prize draw, drawn in assemblies. 

 Reward 100% class attendance with a prize – non-uniform day. 

 Additional Playtime Reward for the class with the highest attendance for the half term.  

 Half termly ‘Statement of Attendance’ letters sent to parents informing them of their child’s 

attendance.  

 Share the ‘Attendance and Punctuality Road Map’ with parents which shows the clear 

stages and process of support for positive attendance.  

 Share logos and information from ‘Moments Matter, Attendance Counts’ campaign with 

parents.  

 Share the NHS's Comprehensive Guide to when you should keep your child off school (and 

for how long for) and when it's okay to send them in if they are feeling unwell. 

 Work in partnership with parents/carers where attendance or punctuality is a concern. 

 Send half termly positive ‘improvement in attendance’ letters to parents.  

 

Children Missing from Education  

The school’s Admin Team liaise with the children and Young People’s Directorate Children 

Missing from Education Team. Pupils who cannot be located will be considered missing. The 

Children Missing from Education Team will be informed and will pursue the matter in accordance 

with LA procedures.  

 

Looked After Children (LAC) 

The Safeguarding Lead liaises with the Children and Young People’s Directorate Looked After 

Children Team.  

The Admin Team update Welfare Call with LAC attendance, each day. 

 

Summary  

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

Equally, parents have a duty to make sure that their children attend. School staff are committed to 

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

The Headteacher, or delegated member of staff will be responsible for analysis of attendance data 

and for the administration of procedures deemed necessary following any unusual trends in 

attendance.  

If possible data should be used in a positive way to help form class or whole school targets.  

Wherever possible positive action will be taken by the school to improve a pupil’s attendance and 

investigate and address any underlying cause of problems before considering whether to make a 

referral to LA.  


