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ST KEYNA PRIMARY SCHOOL 
Attendance Policy 

 
 

Rationale       
St Keyna Primary School expects the highest level of attendance.  We believe this is vital               
because:  
 
a)    it is a legal requirement under section seven of the Education Act 1996. 
b) it gives pupils access to the full range of a balanced curriculum with its contribution to their                 

moral, spiritual, cultural, academic and social development thus enabling them to reach their             
full potential. 

c) it is an opportunity for pupils to demonstrate responsibility and commitment to their own              
learning. 

d) it sets up good habits for life   
e) it is a recognised fact that children who develop poor patterns of attendance and punctuality at                

primary school tend to continue this pattern throughout their school life and beyond. 
 
The Headteacher will be responsible for monitoring attendance at St Keyna Primary School and              
will disseminate information termly to the Governing Body via the Standards Report or by reporting               
to the governor with responsibility for attendance. 
 
Targets for attendance will be set annually and comparisons will be made with national data. 
The target for 2016-17 is 96%. 
 
Guidelines 
1. The Governing Body of St Keyna is responsible for making sure admissions and attendance              

registers are kept.  Registers must contain an index in date of birth order of all pupils and, in                  
relation to each pupil, the following information: 

a. their full name 
b. their gender 
c. the name and address of each parent and the parent or guardian with whom the child                

resides and a telephone number of a parent in case of emergency 
d. their date of birth 
e. the date of admission or re-admission 
f. the name and address of the school they last attended, if any 

 
2. Attendance, lateness and reasons for absence are recorded twice daily, at 8.55am and at 1pm,               

in the class registers.  The information is entered onto the SIMS electronic module using the               
National Absence and Attendance Codes. The schedule is as follows; 
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8.50 -teacher opens doors and children are free to come into school 
8.55 -bell goes and gates are closed. Teacher calls register  

-any child arriving after the register is ‘closed’ but before 9.10 should be marked as 
 ‘L’ 

9.10 -registers are sent to the office. 
-the parent/carer of children who arrive after the gates have closed must sign the late               
book at the office. Office staff will update Sims from the late book and include               
information about the number of minutes late. All late arrivals after 9.30 should be              
recorded as ‘U’. 

 

Responsibilities of Parents and Carers 
 
1. To ensure that children attend school every day. 
2. To ensure their child arrives punctually in order to be registered at 8.55 am. 
3. To inform the school of reasons for absence by telephone on the first and then each and every                  

day of absence and follow this up with a note of confirmation once the child returns to school. 
4. Whenever possible, routine medical appointments should be taken outside of the school day. If              

this is not possible the child should attend school before the appointment and return to school                
after it. Documentary evidence of appointments is required. 

5. Not to request holidays during term time unless there are very exceptional circumstances. For              
further information see KAFOS Family holidays in term-time document. Appendix 1. 

 
Responsibilities of the School 
 
1. To create a positive, stimulating, safe and welcoming environment which will actively            

encourage regular school attendance by all pupils regardless of gender, disability, sexual            
orientation, religion or race. 

2. To promote the importance of good attendance, and its links with pupil attainment, to parents               
and carers through a variety of means e.g. newsletters, prospectus, assemblies and            
parent/carer evenings.   

3. To make reasonable adjustments to enable access to school buildings and grounds by pupils              
with disabilities and provide suitable signage, interior decoration and furniture appropriate to            
the child’s needs. 

4. To take seriously any problem in school or reported by the family which might lead to                
absenteeism. 

5. To endeavour to increase awareness of a range of religious festivals such as Diwali and Eid so                 
that pupils requesting time off for particular celebrations are not made to feel stigmatised. 

 
Guidelines 
 
  

1. Where pupil absence is unexplained, a member of the school office staff will (at the               
earliest opportunity on that day and before 10am) contact the child’s family for an              
explanation, first by telephone and, if this is unsuccessful, then a text / letter which will be                 
sent asking the family to contact the school immediately. At 12 o’clock a highly visible green                
sheet on which any unexplained absences are logged will be handed to the most senior               
member of staff in school at the time. 
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Where the family have not responded within 48 hours a referral will be made to the Children                 
Missing Education Service. 
 
The School will notify the relevant social worker immediately if there is an unexplained              
absence of a Looked After Pupil or a pupil who has a Child Protection or Child in Need                  
Plan. 
 
The School Secretary or Administration Staff will check the registers weekly and follow up              
any unexplained absence so that it can be correctly coded. 

 
2. If a pupil is absent for three days SLT will be alerted. A member of the admin team will                   

advise the parent/carer to make a medical appointment and obtain proof of attendance. 
 

3. Absence Monitoring – on the last Friday of each month the office will supply the               
Headteacher with a summary report of pupils with less than 95% attendance. The             
Headteacher will analyse this report and review individual pupil reports as necessary. 
 

● Pupils with attendance below 95% but above 90% will be sent letter A (or B if                
lateness is also an issue) where appropriate. 

● At subsequent review, where appropriate, pupils with less than 90%          
attendance will be issued warning letter C. 

● At subsequent review, if there is still an issue, then Letter D will be issued               
inviting the parent/carer to a meeting. 

● If the absences are for medical reasons then the child’s GP will be contacted              
by letter and asked to confirm further details - letter G. A medical action plan               
will be put in place if appropriate. 

● Following a meeting there will be a 4 week review period. If there is an               
improvement then monitoring letter E will be sent. If there is no improvement             
then a referral will be made to the CMEO and letter F will be sent. 

 
4. LATENESS (where not covered by the above procedures) 

● Every Friday the office will provide the Headteacher with a report of lateness to              
review. More than two unacceptable late arrivals in a two week period will result in a                
monitoring letter being issued Letter H. 

● Continuation of the issue will mean that the parent/carer is invited in to discuss the               
matter Letter J. 

 
5. The Headteacher may request the issue of penalty notices in accordance with Local             

Authority guidelines.  It is the Local Authority, guided by its Code of Conduct, who              
determines the circumstances under which penalty notices may be issued. 
 

Responsibilities of the Children Missing Education Service 
 
1. The Children Missing Education Officer (CMEO) will liaise with the Headteacher regarding            

concerns over pupil absences if the school requests support. 
2. The CMEO will work with pupils and the family to facilitate a return to school. 
3. The CMEO office will supply termly attendance reports for the school to analyse. 
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Rewards and Sanctions 
1. Pupils and their families who have problems with attendance will be offered appropriate             

pastoral support.  Where necessary pupils and their parents or carers will be signposted to              
appropriate external agencies. 

2. St Keyna Primary School will use a range of rewards and sanctions to address poor               
attendance on a class and individual level. 

 
 
Conclusion 
 
This policy will be reviewed in 2017 or sooner if changes in legislation or LA policy occur. 
 
If you require this policy in another format e.g. large print, Braille or audio tape or in a different                   
home language please contact the school office. 
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APPENDIX 1 KAFOS FAMILY HOLIDAYS IN TERM-TIME LEAFLET 
 
LETTER A-BETWEEN 90% AND 95% ATTENDANCE 
 

Dear  

As you can see from the attached certificate ………..’s attendance is (?)%. This figure is a concern                 
because levels of attendance such as this will, if continued, almost certainly lead to              
underachievement.   We would like to work closely with you to ensure that this does not happen.  

An attendance figure of below 90% means that, on average, one day of education has been                
missed every fortnight since the beginning of the school year. I am sure you will wish to support                  
…….. in improving this figure in order that he/she will be in a position to make maximum progress                  
and achieve his/her full potential. Please consider the enclosed registration certificate and let me              
know if there are any ongoing reasons which might prevent an improvement in attendance.  

 

I shall monitor ……..‘s attendance closely over the coming weeks. If you wish to discuss this                
matter please contact me at the school and return the reply slip below to acknowledge receipt of                 
this letter. 

Yours sincerely 

Adrienne Hughes 

Headteacher 

✂  

Please detach and return 

 

To: 

 

MISS HUGHES Re
: 

 

I acknowledge receipt of your letter dated …………… regarding attendance. 

 

Signed:  Date
: 
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LETTER B- LETTER A-BETWEEN 90% AND 95% ATTENDANCE & LATENESS 
 
Dear  

As you can see from the attached certificate ………………..’s attendance is ……%. This figure is               
a concern because levels of attendance such as this will, if continued, almost certainly lead to                
underachievement.   We would like to work closely with you to ensure that this does not happen.  

An attendance figure of below 90% means that, on average, one day of education has been                
missed every fortnight since the beginning of the school year. I am sure you will wish to support                  
…….. in improving this figure in order that he/she will be in a position to make maximum progress                  
and achieve his/her full potential. Please consider the enclosed Registration Certificate and            
provide an explanation for any lateness (code L) and potentially unauthorised codes (codes N and               
O). …………… has been late …. times since the start of the academic year. Please let me know                  
if there are any ongoing reasons which might prevent an improvement in attendance.  

I shall monitor ……………….‘s attendance closely over the coming weeks. If you wish to discuss               
this matter please contact me at the school. Please return the reply slip below to acknowledge                
receipt of this letter. 

Yours sincerely 

Adrienne Hughes 

Headteacher 

 

✂                                                             Please detach and return 

 

To: 

 

MISS HUGHES Re
: 

 

I acknowledge receipt of your letter dated …………… regarding attendance. 

 

Signed:  Date
: 

 

Parent/Carer  

6 

 



 
 
LETTER C- BELOW 90% 
 

Dear  

As you can see from the attached certificate‘s attendance is …..%. This figure is a concern                
because levels of attendance such as this will, if continued, almost certainly lead to              
underachievement.   We would like to work closely with you to ensure that this does not happen.  

An attendance figure of below 90% means that on average one day of education has been missed                 
every fortnight since the beginning of the school year. I am sure that you will wish to support                  
……. in improving this figure in order that he/she will be in a position to make maximum progress                  
and achieve his/her full potential. 

At this stage ………..’s attendance is causing concern with regard to the effect on his/her               
progress. It is critical that we see an improvement over the remainder of the school year. Please                 
consider the enclosed Registration Certificate and provide an explanation for any lateness (code             
L) and/or currently unauthorised absence (codes N and O). Do let me know as soon as possible if                  
there are any ongoing reasons why his/her attendance cannot improve. If attendance continues to              
be below 90% any further medical related absences will not be authorised unless supported              
by written documentation from a medical practitioner. This is not a situation we would want               
but it does reflect the guidance from our Local Authority on this matter. 

I shall monitor ………….’s attendance and punctuality closely over the coming weeks. If you wish               
to discuss any issues to do with attendance, please contact me at school. Please return the reply                 
slip below. 

Yours sincerely 

Adrienne Hughes 

Headteacher 

✂                                                                            Please detach and return 

To: 

 

MISS HUGHES Re
: 

 

I acknowledge receipt of your letter dated …………… regarding attendance. 

 

Signed:  Date
: 
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Parent/Carer  

LETTER D 

Dear  

As you can see from the attached Registration Certificate ……………’s attendance is ……%. An              
attendance figure of below 90% means that on average one day of education has been missed                
every fortnight since the beginning of the school year. I am sure that you will wish to support …….                   
in improving this figure in order that he/she will be in a position to make maximum progress and                  
achieve his/her full potential. Please provide an explanation for any lateness (code L and U)               
and/or currently unauthorised absences (codes N and O).  

Any further medical related absences in the next six months for ……………….. will not be               
authorised unless supported by written documentation from a medical practitioner. 

I have arranged an appointment for you to discuss ………………….’s attendance with me on              
_______________________. You may bring any relevant documentation which you consider may           
support his/her absence. 

Please return the reply slip below to acknowledge receipt of this letter. 

 Yours sincerely 

Adrienne Hughes 

Headteacher 

 

✂                                                                                Please detach and return 

 

To: 

 

Ms Hughes Re
: 

 

I acknowledge receipt of your letter dated …………… regarding attendance and will            
attend the appointment you have sent me. 

 

Signed:  Date
: 
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LETTER E-improvement 

Dear  

I am pleased to note that following a period of X weeks review that ________’s attendance has 
improved and is now X%. Well done-keep up the good work! 

I will continue to monitor _____’s attendance over the coming weeks and hope to see this 
improvement maintained. 

Yours sincerely 

Adrienne Hughes 

Headteacher 

 

 

 

LETTER F- no improvement, CMEO referral 

Dear __________ 

I am really disappointed to note that despite our meeting there has been little or no improvement in 
X’s attendance. This leaves me with no option but to refer X to the Children Missing Education 
Office at the Local Authority in the hope that they can support you to effect some change. 

Yours sincerely 

Adrienne Hughes 

Headteacher 
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LETTER G 

 
Re: (Child’s name) DoB: (dd.mm.yy) 

Address: School: 

St Keyna Primary School  works with children and their families to promote high levels of school 
attendance and we are concerned that poor attendance will affect X’s educational development. 
 
(Child’s name)’s parents have told us that the absences are for medical reasons and have given 
their permission for us to contact you (a copy of the consent form is enclosed). 
 

During the last (no. of weeks) weeks, (Child’s name) had attended on only (act att) out of a 
possible (poss att) half-day sessions, giving an attendance rate of (??)% - the equivalent to 
missing (?) days school each week.  

I would be grateful if, from your knowledge of this young person, you would let me know of any 
medical reasons that would explain this level of absence. 

If there are genuine medical reasons for (child’s name)’s low attendance rate, we would want to be 
able to make adjustments to ensure that s/he receives as full an education as possible. However, 
if genuine reasons do not exist, it may be that legal action is necessary to ensure full school 
attendance. Any information you are able to provide will be used to determine the best way of 
supporting (child’s name) in his/her education. 

 

I will be unable to make any payment for your help in this matter and would ask that, if this will 
prevent you from providing any information, you let me know by annotating this letter and returning 
it in the envelope provided.  

Yours sincerely 

Adrienne Hughes 

Headteacher 
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LETTER H: LATENESS MONITORING 

Parent/Carer of  

My attention was drawn to                ‘s punctuality record.  Over a period of 2 weeks                  had 
been late on       occasions, amounting to a total of    hours and    minutes lost. 
 
Persistent lateness can be as damaging to a pupil’s school career as persistent absence.  Pupils 
who arrive late disrupt not only their own education but also that of others. 

A pupil’s punctuality is a legal requirement and the parents/carers of a pupil who presents as 
persistently late are guilty of an offence.  The law treats persistent lateness in the same way as 
irregular attendance and parents can be prosecuted if late arrival is not resolved. 

I will be monitoring                   ‘s punctuality over the next  xx  weeks  and expect to see an 
improvement. 

If you would like to discuss this matter please contact me xxxxxxxxxxxxxxxxx 

Yours sincerely 

Adrienne Hughes 

Headteacher 

 

 

 

LETTER J: CONTINUED LATENESS 

Further to my previous letter I am disappointed to note that X has been late on       occasions, 
amounting to a total of    hours and    minutes lost. I would like to meet with you to discuss how we 
can work together to improve this situation and have made an appointment for you on 
_______________________. Please return the slip below to confirm your attendance. 

Yours sincerely 

Adrienne Hughes 

Headteacher 
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