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Kingsleigh Primary School – Attendance Policy 
 
Written by Victoria Monk 
Reviewed July 2014 
 
Aims 
At Kingsleigh Primary School we aim to create a positive, welcoming environment for 
children, parents and carers.  We know that when children feel safe and valued they will want 
to come to school.  It is our aim to create strong links between home and school to promote 
punctuality and attendance. 
 
Promoting Good Attendance 
Each term certificates will be given out to children who achieve 100% attendance.  This will 
be done in celebration assembly.   
 
Our two Parent Support Workers (PSW) meet both informally and formally with parents 
where attendance is a concern to offer any support either the parent or child may need.  
Where parents are finding it difficult to get their child to school as the child is refusing to 
come to school, a home visit will be offered where the PSW and another member of staff will 
come out and collect the child.  The PSW will then carry out work with the child in school to 
understand the reasons for their refusal to come to school.   
 
Where attendance remains a concern, the Education Social Worker (ESW) will also meet with 
parents to offer any support and advise parents as to a course of action:  visit to the GP; 
arrange an appointment with the school nurse; attendance at a parenting course; referral to 
the Community Paediatrician; complete a parenting contract.  Our PSWs and ESW work 
closely together to improve attendance and support families. 
 
Where attendance is a concern it is discussed at progress check meetings.  Discussions are 
held regarding whether an individual child needs additional support either with their academic 
learning or with social and emotional aspects of learning.  If this is the case, additional 
support is put in place for that child and parents are consulted with to ensure that the child’s 
needs are met. 
 
Responsibility of staff: 
Take the register promptly on children coming into school both in the morning and after 
lunchtime. 
Use the coding system to record when a child is absent where they know the reason for the 
absence. 
Send a note to the office or complete ‘notes’ section on Integris if parents give a verbal 
reason for absence/lateness. 
Ask the child the reason for their absence or lateness.  If a child’s answer disagrees with the 
message from the parent send a note to the office. 
Office staff will: 
Contact parents by text or phone if they have not notified the school of any absence by 11am 
on the first day of absence. 
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Keep a record of all late arrivals and phone calls about absence, noting the reason. 
 
Responsibility of children: 
Understand the importance of attendance and how lack of attendance can affect their 
learning. 
Be encouraged to be punctual and understand time management within school. 
 
 
 
Responsibility of parents: 
Ensure that children arrive on time for school and are collected promptly at the end of the 
day. 
Notify the school by 10am on the first day of absence, giving a reason for the absence. 
 
Monitoring of Absence 
Absences are monitored fortnightly by the Deputy Headteacher, Parent Support Worker and 
the Education Social Worker.   
 
In line with Local Authority expectation, where absence falls below 90%, a letter will be sent 
to the parent/guardian informing them of our concern about their child’s attendance.  This 
will be recorded and the child’s attendance will continue to be monitored. Should attendance 
not improve over the next few weeks a second letter will be sent to the parent/guardian.  
After a parent receives two letters, an appointment will be offered with the Education Social 
Worker and PSW to discuss the issues around the child’s attendance and to offer any support 
to the parent and/or child. 
 
If attendance still remains a concern, after a six-week period from the time of the first letter a 
referral may be made to the Education Social Worker and the parent/guardian will be 
informed.  The aim of the referral is to offer support for parents/guardians with attendance 
issues.  This could be in the form of a referral to the school medical officer or other outside 
agencies.   
 
Should attendance still remain an issue the referral could lead to a penalty notice or 
prosecution for non-attendance.  The Local Authority can prosecute under Section 444 of the  
Education Act or issue a penalty notice under Section 23 of the Anti-Social Behaviour Act 
2003.  This means that each parent/guardian can receive a penalty notice for each child.  If a 
parent/guardian does not pay the penalty then the matter goes to court unless the notice 
was issued incorrectly.  Courts may impose larger fines.  
 
In extreme cases the Local Authority may prosecute parents for non-attendance.  When this 
occurs, the school is asked to submit a report to the court outlining actions taken to address 
the attendance concerns. 
 
Recording of Absences 
All absences are recorded following the DFES ‘Absence Codes Guidance for Schools’.   
(see Appendix 3) 
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Unauthorised Absences 
Should parents/guardians not provide a reason for an absence a text message will be sent 
asking the parents to inform school as to why their child is absent.  Should a child have a 
number of unauthorised absences, a letter will be sent to parents. 
 
Children Missing Education Procedures 
When children have left Kingsleigh and their whereabouts are unknown or when a child has 
been absent for over five days without contact from parent/guardian, the CME checklist 
(Attendance Matters Handbook) will be completed and the Admissions Team and ESW 
notified. 
 
Elective Home Tuition 
If parents choose to withdraw their child from school and intend to educate them at home, 
they must inform the school of this in writing. 
 
The school then informs the Admissions Team and ESWS. 
 
 
 
Holidays 
Holidays in term time should only be taken where there are exceptional circumstances.  Any 
requests for a holiday in term time should be submitted in writing to the school before the 
holiday is booked.  Requests for holidays during term time are only approved at the discretion 
of the Headteacher after considering the parent’s reasons for the request.   
 

We will not be able to authorise any holidays or leave of absence during term time 
unless there are exceptional circumstances agreed by the Headteacher.   Any 
period of absence taken without permission will be classed as unauthorised and 
will result in legal action being taken.  This may take the form of a Penalty Notice 
or prosecution under Section 444 of the Education Act 1996. 
 
Should a Penalty Notice be considered the most appropriate action in these 
circumstances, the fine for each parent/carer for each child would be £60 if paid 
within 21 days, or £120 if paid within 28 days. 
 
 
The Role of Governors 
The governing body has the responsibility of setting down, monitoring and reviewing these 
general guidelines and supporting the Headteacher and staff in carrying them out. The 
Headteacher and staff have the authority to implement this policy on a day-to-day basis but 
governors may advise the Headteacher about particular issues that may arise. 
 
Monitoring and Reviewing 
This policy will be monitored bi-annually through discussion and auditing of the effectiveness 
of the systems in place.  Following the monitoring, the policy will be reviewed in consultation 
with staff, parents/guardians, children and governors. 
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An attendance printout will be sent home with children's Annual Report with a comment 
about their attendance for that year.   
 
Equal Opportunities 
Kingsleigh Primary School is committed to working towards equality of opportunity for all, in 
all aspects of school life.  We strive to be as inclusive as possible for all members of our 
school community. 
 

 

 

 

 

 

 

 

 

Appendix 1 - Bournemouth Guidance on Granting Leave of Absence 

Leave of absence in exceptional circumstance 

 
Headteachers may only grant leave of absence for exceptional circumstances. Bournemouth 
LA in consultation with Bournemouth Headteachers have agreed the following examples of 
such exceptional circumstances as a guide for Headteachers when considering leave of 
absence requests. 
 
Before deciding whether to authorise leave of absence Headteachers will consider  

 the impact for the student’s academic progress of any absence 

 The pupils attendance over the academic year 

 Whether it falls within any key stage national tests or exams; 

Examples of any exceptional circumstances where leave may be granted during 

term time 

 

 Funeral of parent, grandparent or sibling – Headteachers should use their discretion 

having heard from parents about travel and funeral arrangements and taking into 

account the distance to be travelled 

 Sudden loss of housing through eviction or domestic violence- up to a maximum of 3 

days. 
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 Serious illness of a close relative – only if Headteacher is satisfied that the 

circumstances are truly exceptional 

 Teenage parents responsible for the care of their own child – at the Headteacher’s 

discretion. 

 Out of school programmes such as music, arts or sport operating at a high standard 

of achievement and agreed by the LA – as appropriate. Bournemouth Education 

Social Work Service can advise schools on individual circumstances if required. 

 Time- off relating to Child Entertainment Performances, subject to a license being 

issued by Education Social Work Service 

 Religious observance – The Education Act 1996 S444(3) (c), states ‘’on any day 

exclusively set apart for religious observance by the religious body to which his/her 

parent belongs’’. 

 This would include the Islamic Eids, as well as religious observance days of the 

orthodox Christian, Jewish and other religions. Headteachers may specify that only 

one day will be authorised at a time (most of the families who request leave on 

religious grounds are Muslim and the request is for the two Eids). 

 Weddings of parents and siblings – weddings can be arranged at weekends or during 

school holidays; however we acknowledge that there are times when the dates are 

dependent on other factors, such as the needs of the couple getting married. Leave 

should only be authorised for this purpose when a Headteacher is satisfied that here 

is a persuasive reason for holding the wedding during term time. In difficult family 

situations the Headteacher may use his/her discretion in granting leave, for example 

where natural parents are separated, and in new relationships and it may cause a 

child further difficulties if he/she is excluded from a wedding. Each case should be 

addressed on its individual merits, taking into account the overall welfare of the 

child. 

 

Examples of circumstances NOT considered as exceptional 

 

 Holidays abroad for the purpose of visiting a sick relative, excepting where that 

person is seriously ill. Medical evidence may be requested. 

 Pilgrimages by parents (eg. Hajj). These are rare but can result in children being 

away from school for significant periods of time (at least 5 days). They are not 

regarded as exceptional as children themselves do not perform Hajj, but tend to 

travel with their parents when they go. 

 Holidays taken in term time due to lower cost/parental work commitments. 

 

 
 
 
 


