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ATTENDANCE POLICY 
 

POLICY STATEMENT 

This policy reflects our vision and aims by: 

 

 Encouraging staff, parents and children to maximise the learning experience in order that all pupils reach their full 

potential. 

 Encouraging the development of high self-esteem 

 Providing a clear framework for parents and staff 

 Providing clear procedures for involving parents 

 Providing clear procedures for involving outside agencies 

 

Our school encourages all parents and carers to work in partnership with us in order to improve attendance, punctuality and 

therefore attainment.  We recognise that: 

‘parents have the primary responsibility to ensure that pupils of compulsory school age attend regularly’ (DfES 1999) 

 

The LA states 

‘Responsibility for a child’s attendance at school and for contacting the school promptly if a child cannot attend, lies with the 

parents.  The Authority believes that schools that follow its guidance will have taken the appropriate steps to support 

parents in that responsibility.’ (December 1999 – Guidance re contact on first day of absence). 

 

GUIDANCE 

Absence and Punctuality 

Regular and punctual attendance is of paramount importance in ensuring that all children have full access to the curriculum.  

Valuable learning time is lost when children are absent or late. 

 

SUCCESS CRITERIA 

 Good or improved attendance and punctuality 

 The school meets its annual target for attendance (at least 96%) 

 There are raised levels of educational achievement 

 

ROLE OF LA 

ESBAS acts on behalf of the LEA and is responsible for the enforcement of attendance of all registered pupils.  It has an 

obligation to do this, through legal action, if necessary. 

The school is required to give the LA names of pupils who are at risk of becoming persistent absentees and names of pupils 

who are already persistent absentees (those who at the time of reporting have an attendance of below 90%).  

 

ROLE OF PARENTS AND CARERS 

 To ensure that on school days pupils are on the school premises no later than 9.00am and not before 8.40am. 

 Before 8.40am pupils remain the responsibility of parents. 

 To collect KS1 children promptly at the end of the school day. 

 After 3.15pm KS1 children are the responsibility of their parents.  

 To collect KS2 children promptly at the end of the school day. 

 After 3.20pm KS2 children are the responsibility of their parents. 

 To ensure that the school has current contact information in case of emergency. 

 

 
*Please note that drop off and pickup times are currently staggered due to Covid 

restrictions and timings have been adjusted. The timings below are in place until 

retsrictions are lifted: 
 

Drop off:  

8.40-8.50 am - KS2  

8.50 – 9.00 am – Reception & KS1  

 Parents with more than one child to drop off all children at youngest sibling time slot    

 Pick up:  



3.00 pm –Reception –collect from main door  

3.05 pm - Year 1/2 – collect from main door  

3.10 pm - Year 3/4 - side gate   

3.20 pm - Year 5/6 – side gate  

 

ABSENCE FOR MEDICAL REASONS 

It is the responsibility of parents: 

 To notify the school on the first day of absence, as early as possible and no later than 9.10 am (via StudyBugs, email 

or phone call) 

 to agree a later registration time with the Headteacher if the child needs regular medical attention before coming  

to school.   

 After 9am To take children who arrive after 9.00am to the school office to sign in. 

*During the Covid pandemic, parents are asked to take their children to the front door and hand them to a 

member of staff rather than entering the school office. 

 To inform the office if a child needs to attend a medical appointment in school time.   

 Whenever possible, try to make appointments out of school hours. 

 To liaise with the school about specific family problems which may cause absence. 

 

 

 

ABSENCE FOR HOLIDAYS 

A policy decision by the Governors has been taken not to authorise absence during term time for holidays. Nutley CE 

School adheres to the East Sussex County Council Policy and procedures regarding requests for family holidays during term 

time.  

Parents and carers should complete and submit a ‘Withdrawal from Learning Application form’. The Headteacher may 

conduct a telephone or face-to-face interview to establish the details of the request. Only exceptional circumstances will be 

authorised.  

Parents and carers who continue to take their child/children out of school when unauthorised may be subject to penalties as 

imposed by East Sussex County Council.  

Responsibility of parents and carers 

 To collect and complete a Withdrawal from Learning Application request and return it to school at least fourteen 

days before the requested period of absence.   

 To try to agree with separated or divorced parents about the taking of annual holidays. 

 

Role of the School 

The school has the responsibility to ensure that all children receive a minimum twenty one teaching hours a week.  This does 

not include time for registration or collective worship. 

 

 To register the children promptly and accurately 

 To record absence appropriately, including signing in and out during school hours 

 To record as late, pupils who arrive after 9am and before the close of registers at 9.10am. 

 To record as late after registration closes, for pupils who arrive after the registers close at 9.10am. 

 To check registers daily for first day absence. 

 To telephone those parents who have not contacted the school by the required time on the first day of absence, 

priority being given to: 

o Children on the Protection Register or involved with Social Services 

o Children in families where there is a particular concern 

o Children, whose parents are normally fastidious in making contact. 

 

 To make every effort to contact parents/carers who have not contacted the school, using all the emergency contact      

numbers available and emailing as well if no response has been received.  

 To keep records of all telephone conversations and keep all letters concerning absence. 

 To monitor regularly absence and lateness, to look for patterns and to take appropriate action. 

 To inform the EBAS of any concerns regarding absence or punctuality. 

 To obtain details of telephone contacts for all pupils and to ensure that records are updated regularly by writing to 

parents to remind them of their responsibilities, whilst requesting current contact information.   

 An emergency telephone number must be recorded for every pupil. 

 To send reminder regarding absence and punctuality on the school’s regular newsletters. 



 To raise concerns regarding absence at parent consultation meetings, or sooner if necessary. 

 Holidays in term time are not authorised by the Governors. 

 To report all unauthorised absence on the child’s annual report. 

 To publish attendance data in the School Prospectus. 

 To report all unauthorised absence to the LA and the DFES. 

 To monitor and set attendance targets annually. 

 

 

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

together. If difficulties cannot be sorted out in this way, the school may refer the child to the Education Support, Behaviour 

and Attendance Service (ESBAS) from the Local Authority. The ESBAS practitioner will also try to resolve the situation by 

agreement but, if other ways of trying to improve the child’s attendance have failed, the LA can use legal interventions on 

parents or seek an Education Supervision Order on the child. The maximum penalty on conviction is a fine of £2500 and/or 3 

months imprisonment.  

 

 

All governors are responsible for attendance. 

 

 

 


