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This policy has been reviewed in line with the 9 principles set out in the Single Equality Policy and an
initial screening Equality Impact Assessment has been carried out.

PARLEY FIRST SCHOOL
REGISTRATION and ATTENDANCE POLICY
“All children and young people have a right to a primary education, which should be free.
Discipline in schools should respect children’s human dignity. Young people should be
encouraged to reach the highest level of education they are capable of”
Article 28 Unicef Children’s Charter

Introduction
This policy provides a framework and guidance for staff and parents to encourage
pupils to attend school regularly so that they can take full advantage of the
educational opportunities available.
Relationship to other policies
The policy on attendance should be read in conjunction with the policies on school
session times, current guidance produced by the school for staff on the registration of
pupils and the School Attendance and Good Practice procedures issue by the local
authority. The home-school agreement is also pertinent.
General Principles
Regular attendance at school is critical if children are to gain the maximum benefit
from the education we provide. Parents are legally responsible for sending their
children to school. Our school actively supports regular attendance: absences and
lateness are monitored on a weekly basis by the Headteacher, the governing body
and supported by the Social Care team. Individual attendance rates are available to
parents via School Pupil Tracker and this is updated every half term. This information
is also passed on to Middle School in Year 5
Parley First School expects excellent attendance from its pupils, in order for them to
make the most of the opportunities that the school has to offer. We rely on our
partnership with parents to ensure that this is achieved.
From September 2013, the Law relating to school attendance became much tougher
and the amendment to the 2006 Regulations state:“Headteachers may not grant any leave of absence during term time unless
there are exceptional circumstances”.
The County Council have issued the following statement in relation to this:
Dorset County Council Children’s Services Directorate fully supports schools in
expecting parents and carers to make sure that children and young people attend
school on a regular basis. Any time away from school can have a significant impact
on educational attainment, success in later life and longer term health and wellbeing.
Dorset County Council will be supporting all schools in ensuring the law is upheld. In
law parents and carers are committing an offence if they fail to ensure the regular
and punctual attendance at school. Therefore any unauthorised absence, such as
taking holidays in term time, can result in a Fixed Term Penalty Notice. Failure to pay
a Fixed Term Penalty Notice may result in a criminal conviction and a fine in the
Magistrates Court of up to £1000.

Roles and responsibilities of Headteacher, other staff, governors
The Headteacher will ensure that


Pupils are registered accurately and efficiently



Attendance targets are set and monitored by the governing body



Parents or carers are contacted when reasons for absence are unknown
or unauthorised



Pupil attendance and lateness are monitored weekly



School attendance statistics are reported to the LA and governing body



Pupils absent for long periods because of ill-health receive appropriate
learning support.

All teachers are expected to


Register pupils accurately and efficiently



Report pupil attendance and lateness daily



Encourage pupils to attend school regularly and inform colleagues if there
is a problem that may lead to absences

Pupils will be expected to


Attend school regularly

Parents and carers will be expected to


Ensure the chid attends school regularly



Inform the school on the first day of non-attendance



A pupil's absence from school will be considered as unauthorised until a
satisfactory explanation is received.

The governing body


Will monitor closely attendance figures at the every Staffing & Curriculum
Governors' meeting, especially the attendance figures of vulnerable groups
such as Pupil Premium and SEND children.



Will monitor attendance at every Fully Governing Body meeting via the
Headteachers report.



Will ensure that the Social Care Team is informed about the long-term
absence of any pupils.



Must consider any request by the headteacher to issue a penalty and need to
be in agreement with this action for it to take effect. The headteacher will
inform the governing body should this situation occur.(see appendix i)

The School Day
Our school day starts at 8.40 am. Registers are marked shortly after this. Pupils
who are not present for registration will be marked as absent initially. If children
arrive before 9.15am this absence mark will be changed to a late mark. Children
arriving after 9.15am will be regarded as absent for the morning session and an
explanation will be requested. Any child arriving late or leaving early will need to
be signed in or out by his parent/guardian in the late arrival book in the school
office. This is a safety precaution in case of fire or other emergency.
Authorised and Unauthorised Absences
Our school relies upon parents to ensure that children arrive in school promptly and
to keep us fully informed about the reason(s) for all absences. We would ask parents
to help the school by notifying us of all absences on the first day if possible, and
always to ensure that any absence is covered by a note on your child’s return to
school. Verbal messages via the children are not sufficient. Unexplained absences
are always classed as unauthorised absences.
There are two types of absence:
Authorised absence: instances of absence for which a satisfactory explanation has
been given (e.g. medical appointments which cannot be arranged outside school
hours, illness, day of religious observance etc)
Unauthorised absence: absence without permission from the headteacher or other
authorised representative of the governing body. This includes all unexplained or
unjustified absences.
Absences can only be authorised by the school, a written note explaining an absence
does not constitute authorisation.
Procedure for Following Up Unexplained Absence
1. Every day a text message is sent to parents/carers by 10.00am to obtain
reasons for any unexplained absences that day.
2. Where a response is received the child’s attendance mark will be updated in
accordance with the information received.
3. Where no response is received from this text message, the absence is
marked as Unauthorised.
Requests for Absence
Parents are fully informed that their child’s attendance is a legal requirement.
Any requests for a leave of absence must be submitted at least two weeks before
start date of the absence and must be made in writing.
The governing body have delegated responsibility to the headteacher to determine if
any request constitutes an “exceptional circumstance”. The Pyramid have issued
guidance that no authorisation will be granted for recreational purposes.
The headteacher will consider the reasons given by the parents and will inform them
by return letter as to whether the reasons provided have been deems as
“exceptional”.
Where authorisation is refused and the child is still taken out of school, their
attendance mark for this period of absence will be recorded as unauthorised.

Monitoring Attendance
Teachers mark registers electronically using SIMS twice daily (once in the morning
and once in the afternoon after lunch break.)
Teachers and the attendance officer note both authorised and unauthorised
absences in the registers. This is then recorded in the attendance record of each
child.
Concerns about absences or lateness will be brought to the attention of the
Headteacher who will relay them firstly to our school Pastoral Support Officer and
then to the Social Care Team especially in circumstances where overall absence falls
below 95%.
Individual attendance rates are reported to parents termly.
Each term information about the level of authorised and unauthorised absences is
reported to the Department of Education.
Children Missing Education
In accordance with the DfE Guidance, the local authority is notified of details of any
pupils who are regularly absent from school or have missed 10 school days or more
without permission. Where a parent notifies the school of their intention to move their
child to another school, the child is kept on roll until confirmation is obtained that they
have been added to the register at their new school. Where no forwarding school
details are provided or no confirmation is obtained of admission to the new school
after 10 days, the child is removed form roll at Parley and the Local Authority is
notified by means of a CME (Child Missing Education) form.
Arrangements for monitoring and evaluation
The Headteacher will, on a monthly basis, gather data on pupil attendance which will
be analysed. The Headteacher and the governing body will evaluate the data and
decide what, if any, further action is required.
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