
Attendance Policy

Purpose
This policy is to ensure that all staff are aware of the systems in place regarding attendance issues. 
Full attendance will provide the best possible opportunities for a child’s education and our systems 
are designed with each child’s safety in mind.

Punctuality
Children should arrive at school between 08:40 and 08:55. The school gates are opened at 08.30, after 
which supervision is provided in classrooms, and gates are locked, for safety reasons, at 09:00. 
Children must enter the school through the main entrance when gates are locked. Registers at St. 
Michael’s are taken between 08:55 and 09:05. The registers close at 9.15am. After this children are 
deemed to be late or absent. Parents have been informed of this in a newsletter and have been told 
that if their child arrives at school after 09.00 they must report to the school office. There is a book 
inside the teaching block which children or parents must sign with reasons for lateness. A member of 
the office staff oversees this book for the period 09.00 to 09.20 each morning. Children who are 
persistently late, or those where a pattern of attendance is emerging, will be noted by the School 
Office. After discussion with the class teacher she will contact the parents regarding the problem. As 
the school meets with the Attendance and Inclusion Officer regularly, lateness will be addressed 
through an action plan drawn up with parents. Parents have also been requested to ring and inform 
us if they know their child/ren will be late or absent. The school secretary electronically records the 
day a call is received or a call is made by the office home.

Absence
If no message or notification has been received from a parent, the school will attempt to make contact 
by 11.00 am by phone and text. If contact is made the welfare of the child will be checked and the 
register will be coded accordingly. If persistent absence or a pattern of absences/lateness emerges the 
parents will be asked to meet the Headteacher, or member of the leadership team in her absence.

If there is still no improvement then a referral to the Attendance Officer will be made by the 
Head/Deputy.

Attendance and reasons for absence is recorded on our management information system, Pupil Asset.
To encourage good attendance the school issues pupils who have achieved full attendance for the 
month a certificate by their class teacher to acknowledge this. In addition those children who have 
maintained full attendance for the term are also awarded certificates. These certificates are organised 
by the Clerical Assistant and signed by the Headteacher.

Family holidays
Our expectation is for full attendance at school. At its discretion, and only in exceptional 
circumstances, the school may permit up to 5 days absence per year. Holiday forms, which are 
available from the School Secretary, should be completed. If parents wish for longer than 5 days they 



must apply to the Headteacher for authorisation, which is not automatic. In this case a programme of 
work may be set by the class teacher for the child to complete during the holiday. It is essential that 
Year 6 pupils achieve full attendance during the KS2 SATs week. Therefore the dates of these tests 
are published to parents as soon as possible in the academic year. 

Return to school after absence
When children return to school after absence they will be welcomed back by the class teacher in an 
appropriate manner. Staff should be conscious of ensuring that children receive the support they 
need to settle in and catch up with work.

Registers
Register attendance is marked electronically by class teachers between 08.55 and 09.05 each 
morning. Registers are marked at an appropriate point during each afternoon session.

Statistical details from the registers are completed by the secretary. Analysis of data allows the school 
to focus on children and families who may need more support to attend school regularly and 
highlights groups whose attendance requires attention.

All the above is in line with the School Attendance Policy & Attendance Guidance issued by the LA.

This policy will be reviewed on an annual basis.
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