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Attendance Policy 

 
Introduction 
 
At Swallow Dell Primary School, we want the whole school community – governors, staff, 
parents and pupils to be committed to high standards of attendance and punctuality. 
 
Good attendance helps the children in this school community to maximise their learning.  
At Swallow Dell we recognise that positive behaviour and good attendance are central to 
raising standards and increasing pupil progress. Consequently we are  committed to 
promoting excellent levels of attendance in order to enable our pupils to take full 
advantage of the educational opportunities available to them. 

 
Aims 
 
This policy aims to support school, parents and children to achieve the highest levels of 
attendance and punctuality. 
 
In order that all pupils are assisted in reaching their potential we aim to: 

 Encourage and assist all pupils to achieve excellent levels of attendance 

 Reduce persistent absence 
 
Swallow Dell believes that good school attendance assists pupils to achieve these 
outcomes: 

 To be healthy 

 To stay safe 

 To enjoy and achieve 

 To make a positive contribution 

 To achieve economic well- being 

 
Expectations 
 
The responsibility for good attendance is shared between school, parents and pupils. All 
these groups need to understand the expectations which the policy makes of them. 
 
The expectations for school are: 
 

 Swallow Dell will provide a safe learning environment. 

 Swallow Dell will ensure that records of attendance are maintained according to 
Government legislation and guidance on a daily basis; reporting this to Governors. 

 Swallow Dell will follow up all instances of poor attendance and punctuality. 

 Details of poor attendance/punctuality will be reported to the Local Authority and 
subsequent schools. 

 The Headteacher can authorise absence in exceptional circumstances and in her 
absence the Deputy Head; they are the only people who can do so. 

 The school will provide attendance details on the annual school report. 
 
The expectations for parents are: 
 

 Parents/Carers have a legal obligation to ensure their child attends school. 

 Parents/Carers are expected to ensure that their child attends school regularly, 
punctually, properly dressed and equipped and in a fit condition to learn 
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 Parents/Carers will inform school on the first day of absence, of the reason for their 
child’s absence from school and will maintain contact with the school until their return. 

 Parents/Carers will ensure that school are informed of any changes of contact details 

 Parents/Carers can request absence for their child only in exceptional circumstances 
and requests should be made in advance. 

 
The expectations for pupils are: 
 

 All pupils are expected to attend  and be punctual for school school whenever 
capable of doing so. 

 Pupils must remember to hand any note giving reasons for absence to the relevant 
person. 

 Pupils are expected to be ready to learn.   

 
Doors open 
 

 Breakfast Club opens at 7.30 a.m. 

 School doors open at 8.50 a.m.  Pupils may enter the building at that time.  Pupils 
should not arrive at school before 8.40 a.m. when there is a teacher on duty. 

 
Registration 
 

 Registers are called at 8.55 a.m and 1.15p.m.  Registers close at 9.00 a.m. and 
1.15 p.m.  Registers are marked consistently by staff.  

 Any pupil arriving after closure of the register will be marked late after registration.  

 Registers are marked in accordance with DfE guidance.  

 
Implementation 
 
If a child is absent the parent will: 
 

 Notify the school by telephone as soon as possible and before 10am. (School 
phones are answered from 8.30am onwards – there is a 24 hour answer machine 
service) 

 Give an accurate reason for the absence. 

 Give the expected return date. 

 Provide, on request, supporting medical evidence such as hospital/doctor/dentist 
letters or appointment cards. 

 
If a pupil is absent the school will: 
 

 Record the telephone notification of absence. 

 If notification is not received, contact the parent/carer via telephone or text 
message by 10.30am and record the outcome. 

 Maintain regular contact with the parent/carer throughout the child’s absence. 

 Keep written notification from parents/carers on file. 

 Inform parents/carers in writing if a child’s attendance falls below 90%. 

 Write to parents/carers requesting a reason for a child’s absence if it has not been 
provided. 

 Record any absences as authorised or unauthorised according to current DFE 
guidelines. 
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Lateness 
 

 It is important that children are safe and therefore accounted for at all times during 
the day. Because of this, any unexplained absence is monitored carefully. 

 Any pupil arriving after 9.00 am or 1.15 pm should report to the school Office. They 
will need to sign their child in and explain the reason for their late arrival. 

 Due to the nature of the LA home/school transport, attendance records are closed 
at 9.30am. Any child arriving after that will be recorded as late. 

 Afternoon sessions begin at 1pm for Reception and KS1 and 1.30 for KS2 and the 
afternoon register is taken again. 

 Parents/Carers will be expected to give a reason for their child’s lateness. 

 
Following up Lateness 
 

    Parents whose children are regularly late for school will receive reminders about 
the importance of a prompt start to the day. If the lateness persists, they will be 
contacted by a member of school staff who will work with the parent(s) to bring 
about an improvement in punctuality.  

 
Absences due to illness 
 

 In most cases absence is genuine and recorded as authorised in the registers. 

 Notification must be provided for all absences from school and the school will 
always follow this up. 

 Absences can only be authorised by the Headteacher and the Deputy Head in their 
absence. 

 Swallow Dell operates a first day response policy. This means that if the school has 
not been notified by 10am as to why the child is not attending that day, a member 
of school staff will contact the parents/carers. 

 Parent/Carers must give specific reasons for absence – being ‘ill’ is not enough. 

 Parents/Carers may be asked to provide evidence stating why their child is too ill to 
attend school. 

 Unless the parents/carers have been given, by a doctor, a particular duration of 
absence through illness, they are expected to contact the school each day to report 
what is happening. 

 Details of phone calls are recorded and monitored. 

 Registers are monitored on a regular basis by the  Local Authority Attendance 
Improvement Officer (AIO) to look at patterns of absence, identify individuals and/or 
groups absences. 

 In cases of unsatisfactory attendance the AIO will contact the parents/carers 
directly. 

 

Absences due to Medical Appointments 
 

 We would request that all medical appointments are made after school or during school 
holidays wherever possible. 

 Notification and appointment cards/letters must be provided for all absences for medical 
appointments from school. 

 If an emergency appointment is made parents/carers should contact the school office 
immediately. 
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Leaving and returning to School during School Day 
 
 When pupils leave or return school during the school day, office staff must be notified. 

 Pupils need signing in at the office. 

 
Following up Absence 
 
 Swallow Dell Primary School follows up all absences from school and requires an     

explanation. 

 If no explanation is given, or the explanation is not valid then the absence is 
unauthorised. 

 After 3 days parents are automatically contacted to ascertain the reasons for continued 
absence. Classteachers are notified of the reasons for absence. 

 
Term Time Holidays 
 
As of 1st September 2013 there have been amendments to the Education (Pupil 
Registration) (England) Regulations 2006. 
 
These amendments remove all reference to family holiday and extended leave. Therefore: 
 

 Although parents/carers may make an application for leave of absence this can only be 
for exceptional circumstances. 

 Parental requests must be made in writing and addressed to the Headteacher. 

 The Headteacher will determine what determines an exceptional circumstance – 
however, guidance states that, in no circumstances will financial factors be considered 
exceptional. 

 The Headteacher will decide if the application is granted. 

 Any leave of absence taken without permission will be unauthorised. 

 
Examples of Exceptional Circumstances 
 
 The complexity and challenge of a child’s educational needs means that holidays can 

only be taken out of high season. 

 Close family bereavement. 

 Close family weddings taking place mid-week or at a significant distance from the family 
home. 

 Limitations imposed by charity grants and/or Social Services involvement – i.e. where a 
package holiday is funded by a charity but dates are pre-fixed as part of a package. 

 

Records 
 

 The school will keep accurate records of attendance on file for a minium period of 3 
years. 

 The rates of attendance will be reported via the school website and/ or newsletters. 

 The Headteacher reports formally on attendance each term to the Governing Body. 

 Class teachers are responsible for monitoring attendance in their class and for following 
up absences in the appropriate way. This may include the teacher contacting the parent 
directly, asking the school office to contact or in certain circumstances the SLT. 

 If there is a longer term concern about the attendance of a particular child, this will be 
reported to the AIO, who will contact the parents/carers directly. 
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Persistent absenteeism 
 
A pupil is classed as a ‘persistent absentee’ when they miss 15% or more schooling 
across the academic year for whatever reason. All persistent absentees are made known 
to the AIO. 
 
Persistent absence damages a child’s educational potential and. Therefore, we will 
endeavour to work with parents/carers to improve attendance rates quickly. 
 
Persistent absentees are monitored carefully through our pastoral systems and this is 
combined with academic support where absence adversely affects attainment. 
 

Integrated working 
 
Swallow Dell works with other agencies and professionals to ensure that our pupils receive 
all the support available to them to achieve good attendance. 
 
The school works in partnership with the Attendance Improvement Officer (AIO) to improve 
attendance for individual pupils across the school. The Headteacher, School Family worker 
and School office worker with responsibility for attendance meet with the AIO regularly to 
discuss and review attendance. 

 
 

Fixed Penalty Notices 
 
When attendance does not improve sufficiently – after discussion with the AIO- the school 
will apply for a Fixed Penalty Notice to be issued. In such circumstances, parents will be 
invited to a meeting with the AIO as a final attempt to offer support. 
 
A Fixed Penalty Notice is a sum of money that can be charged to parents as a 
consequence of non-compliance with the attendance regulations. It is equivalent to a fine, 
where the sum charged is determined by the DfE regulations and LA policy. 
 
For 2015 – 16, penalty notices will require a parent to pay a fine of: 
 

 £60 if paid within 21 days 

 £120 if paid within 28 days 
 
A penalty notice will be issued with regard to unauthorised absence if a pupil fails to attend 
school as required without a genuine explanation. A pupil’s absence must have been 
unauthorised for at least 21 sessions (15 sessions from 1st March 2016). One session is 
equivalent to 1 half day am or pm. This will be calculated on a rolling term basis (i.e 
according to 3 terms and not an academic year). 
 
Failure to pay the fine within the 28 days will result in either a prosecution for the offence to 
which the notice applies, or withdrawal of the notice (Limited circumstances apply). 
 
Prosecutions will be undertaken by the Local Authority under the Education Act 1996, 
section 444. 
 
The issuing of Penalty notices will comply with the code of conduct and practice as 
determined by the Local Authority. 
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Exceptional circumstances 
 

 The school will actively seek to work with parents/carers where there is a genuine 
difficulty with attendance. 

 Support strategies will be put in place where appropriate. 

 When a child has an illness which means they will be away from school for over 5 days 
– and with the caveat that their illness may bar them from engaging in learning – the 
school will endeavour to ensure that he or she can keep up with their school work if 
appropriate and requested by parents. 

 If the absence is likely to continue for an extended period, or be a repetitive absence, 
the school will make contact with the home education support service, so that 
arrangements can be made for the child to be given some tuition outside of school if this 
is seen to be appropriate by officers of the LA.. 

 

School staff responsible for the monitoring of attendance 
 

 Headteacher – C.Hollingsworth 

 Deputy Head – E.Ginger 

 INCo – S. Ayscough 

 School Family Worker – S.Mills 

 Office Admin – J.Harris 

 Class teachers 
 

Rewards  
 
 Swallow Dell Primary School rewards good attendance. Termly certificates are issued 

for excellent attendance and there are special awards for improvement. A special reward 
bear is given to the class with the best/most improved attendance of the month. 

 Attendance is celebrated centrally by the school office. 

 Class teachers have class systems for encouraging good attendance. 

 
Governing Body and Monitoring Review 
 

 It is the responsibility of the governors to monitor overall attendance, and hey will 
request reports from the Headteacher. 

 The Governing Body also has the responsibility for this policy, and for seeing that it 
is carried out. The governors will therefore examine closely the information 
provided to them, and seek to ensure that our attendance figures are as high as 
they should be. 
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APPENDIX A 
 

 REGISTER SYMBOLS 
 
 
All symbols/letters below count as PRESENT 

 

 
/\ 

 
= PRESENT 

          L 

         

 
= LATE     

  Black letter, red circle 

 Pupil has arrived late but before the 
register  has ‘closed’ i.e. before the 
end of registration 

 Counts as present 
 

P,B,V,W,I 
P=approved 
sporting 
activity 
B=education 
off site 
V=education
al visit 
 

 APPROVED EDUCATIONAL ACTIVITY 

 Black letter, no circle 
     Counts as present 
 

 
SESSION = each time register is taken 
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All symbols/letters below count as ABSENT 

AUTHORISED                             UNAUTHORISED 

 
 

 

  X       

 

 

Red circle and 

 

    

 

Red circle, no 
letter - absence 

 
   E     M black letter 

  Red circle and  
black slash.  
Late arrival after 

 
           R 

counts 
 
as authorised 

  register has 
closed  

 
   S      T 
 
 

 
absence 
 
 

     Satisfactory 
explanation  
eventually 
received.  Now 
becomes 
authorised. 

X = sickness  

E = exclusion 

I = interview (other than 
Year 11for F.E./job) 

R= day of religious 
      observance 

M = medical/dental 
S = study leave 

T = traveller child travelling 
U = Late after register close 
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APPENDIX B 
 

ATTENDANCE CODES, DESCRIPTIONS AND MEANINGS – Effective from 
September 2006 
 

CODE DESCRIPTION MEANING 

/ Present (AM) Present 

\ Present (PM) Present 

B Educated off site (NOT Dual registration) Approved Education Activity 

C Other Authorised Circumstances (not 
covered by another appropriate 
code/description) 

Authorised absence 

D Dual registration (i.e. pupil attending 
other establishment) 

Approved Education Activity 

E Excluded (no alternative provision made) Authorised absence 

F Extended family holiday (agreed) Authorised absence 

G Family holiday (NOT agreed or days in 
excess of agreement) 

Unauthorised absence 

I Illness (NOT medical or dental etc. 
appointments) 

Authorised absence 

J Interview Approved Education Activity 

L Late (before registers closed) Present 

M Medical/Dental appointments Authorised absence 

N No reason yet provided for absence Unauthorised absence 

O Unauthorised absence (not covered by 
any other code/description) 

Unauthorised absence 

P Approved sporting activity Approved Education Activity 

R Religious observance Authorised absence 

S Study leave Authorised absence 

T Traveller absence Authorised absence 

U Late (after registers closed) Unauthorised absence 

V Educational visit or trip Approved Education Activity 

W Work experience Approved Education Activity 

X Non-compulsory school age absence  Not counted in possible 
attendances 

Y Enforced closure Not counted in possible 
attendances 

Z Pupil not yet on roll  Not counted in possible 
attendances 

# School closed to pupils Not counted in possible 
attendances 

   

 
Further information on the correct use of these symbols can be found at:-  
www.dfes.gov.uk/schoolattendance/otherinitiatives/absence.cfm from which a 
Word document entitled Guidance for Absence Codes can be downloaded.

http://www.dfes.gov.uk/schoolattendance/otherinitiatives/absence.cfm
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APPENDIX C 

 
Index to Legislation. 

 
These are key pieces of legislation, governing pupil registration at schools.  
The paragraphs which are particularly relevant to attendance are as follows: 
 

Statutory Instruments 1995, No 2089 
Education, England and Wales 
The Education (Pupil Registration) Regulations 1995 
 
1) Reasons for authorised absence – page 5, paragraph 7.3  
2) Leave of Absence – page 6, paragraph 8  
3) Deletion from Register – page 6,7, paragraph 9  
4) Dual Registration – page 8, paragraph 10 
5) Inspection of Registers – page 9, paragraph 11 
6) Reporting Absences to LEA – page 9, 10, paragraph 13 
7) Preservation of Registers – page 10, paragraph 15 
8) Use of Computers – page 11, paragraph 16  
 
Statutory Instruments 2001, No 2802 
Education, England 
The Education (Pupil Registration) (Amendment) (England) 
Regulations 2001  
 
1) Approved Educational Activity – page 16, paragraph 5 (see text with 

changed font) 
 

Statutory Instruments 2005, No 58 
 Education, England 

The Education (School Attendance Targets)(England) Regulations   
2005  
 
1) Duty of Governing Body to set Targets – page 22, paragraphs 3,4 
2) Notification of Targets – page 22, paragraph 6  

 
 

    Statutory Instruments 2004, No. 181 
    The Education (Penalty Notices) (England) Regulations 2004 
  
    Empowers the authorisation to issue fixed penalty notices to parents of  
    truants. 

 
 
 
 
 
 

C.Hollingsworth 
Sept 2016 


