
           

 

  Berger Primary School Attendance Policy 
 

This school is committed to safeguarding and promoting the wellbeing of children and young 
people and expects all staff and volunteers to share this commitment. We know that all pupils 
benefit from regular school attendance whilst children missing education are more vulnerable 
to a variety of safe-guarding concerns. Staff, pupils and parents/carers need to work together 
to ensure that pupils attend for the optimum amount of sessions.     

It is the legal duty of those with parental responsibility to ensure their child 
attends school regularly. Absence should only occur when a child is unfit to learn 
or has a day of religious observance. 

Policy aims 

This policy aims to safeguard children and enable each pupil to achieve their full learning 
potential by ensuring that they attend school regularly and when they do not attend, school 
is aware of the reason for absence.  

Ensuring regular school attendance  

Guidance issued by the DFE in 2003 states: ‘All schools should have effective systems and 
procedures for encouraging regular school attendance and investigating the underlying causes 
of poor attendance which should be set out in an attendance policy. These systems should be 
reviewed regularly and modified to reflect the circumstances of the school.’ 

Our Responsibilities 

Berger Primary School will ensure: 

 Regular, efficient and accurate recording of attendance 
 First day contact with parent/carer when a pupil fails to attend school unless a valid reason 

has already been provided 
 Prompt and confidential action on any identified problems 
 Rewards to promote good/ improved attendance 

We expect parents/carers to ensure that: 

 Their child attends school regularly 
 They contact the school office between 07.30 and 08.45 on the first day of their child’s 

absence advising of reason for absence  
 They provide medical evidence when appropriate.  
 Their child arrives at school punctually 
 Their child is appropriately dressed and properly equipped for the day. 



We expect that pupils: 

 Attend school regularly 
 Arrive on time 
 Are prepared for learning 

Promoting good attendance 

At Berger we promote good attendance by: 

 Awarding certificates to the highest class attendees each week and displaying these on our 
school attendance board.  

 Awarding a platter of fruit to the class(es) with 100% attendance in any one week 
 A termly reward (visit to the cinema) for the classes with the highest attendance in KS1 

and KS2, and certificates for the class(es) with the best attendance each term 
 Individual prizes are awarded each term, and at the end of the school year, for those who 

have acheived100% attendance throughout the year. 

Tackling absence 

 First day of absence: If there has been no contact from parents regarding their child’s non-
attendance to school, the Learning Mentor (with lead attendance and parental support 
responsibilities) will make phone calls home to confirm the reason for the absence, request 
evidence (where appropriate) and ask for the expected date of the child’s return to school. 
This information is passed to the school’s admin officer so SIMS can be updated.  

 If no reason for absence is given, the absence is recorded as unauthorised and a record 
made on the central system. An entry is also made on the child’s annual report. 

 If the parent/carer cannot be contacted the Learning Mentor will call again on the 
afternoon of the first day. If the problem persists they will call in the morning and the 
afternoon of the second day. On the third day of no contact the Learning Mentor will 
conduct a home visit and the School Attendance Officer will be notified. From the 
afternoon of day one, the Learning Mentor will keep a log of all attempts to contact the 
parents/carers.  

Tackling lateness 

 Learning Mentors/teaching staff are placed at key positions outside school between 08.40 
and 08.55 in order to make a record of any pupils who arrive to school after 08.45. This 
information is then e-mailed to the Admin officer who adds the information on to SIMS.  

 The Learning Mentor calls parents/carers of those pupils on the list to inform them that 
their child was late and will be in a 15 min detention at break time that day. 

Monitoring attendance and lateness  

 Attendance is monitored daily by the admin officer and records and reports are 
available through SIMS. Pupils with attendance rates below 95% and/or consistent 
lateness will be flagged up as a cause for concern.  

 



 Reasons for absence and expected return to school dates are added to SIMS.  
 The Learning Mentor and any member of staff involved must keep a log of any 

calls/conversations/visits that are in addition to the standard call on the first day of 
absence/lateness.   This information is passed to the admin officer to be stored carefully 
for future reference  

 The admin officer keeps copies of evidence brought in by parents e.g. medical 
certificates 

 The Learning Mentor and admin officer meet weekly and work closely with Tara Scott 
the School Attendance Officer from the Hackney Learning Trust, to monitor absence.  

 Encouraging and monitoring attendance is also an integral part of the pastoral duties 
of each class teacher. If a teacher has concerns about a pupil’s attendance, these should 
be discussed with the Learning Mentors and Phase leaders. The school’s annual 
attendance rate must be published and reported to the DCSF, and a percentage 
increase is expected each year. The DCSF monitor this closely. Our attendance target 
for this academic year (2015-2016) is 96.3% which is rounded up to 97% on our 
attendance board.  

Truancy 

Truancy rarely occurs but, if it is identified, action is taken immediately to contact 
parents/carers and the cause investigated. A referral is made to the School Attendance officer 
if the problem continues who sends the parents a letter and then works with the school to 
monitor the pupil for three weeks.  

Interventions  

 If a pupil’s attendance rate falls below 95% and/or they are consistently late, then parents/carers 
will be invited into school to discuss ways that we can work together to support their child to 
attend regularly and/or on time.  Advice and support about monitoring and managing concerns 
may be sought from the School Attendance Officer. 

 Any information about vulnerable pupils (see page 4 of HLT School Attendance Strategy) is 
passed on to the School Attendance Officer so that appropriate referrals can be made.   

 Actions arising from the meeting will then be implemented and attendance/lateness will continue 
to be monitored.  

 Where attendance continues to be unsatisfactory, the Local Authority School Attendance 

Service (at the Hackney Learning Trust) and the school will undertake a more intensive period of 
intervention with a view to supporting the family to improve attendance. If this action fails, the Local 
Authority School Attendance service may invoke legal action under the Education Act 1996 section 
444 or, as an alternative to prosecution, issue a Fixed Penalty Notice which may mean a fine of £60 
when paid within 21 days, if the fine is paid after 21 days but within 28 days it doubles to £120. 
After 28 days if parents do not pay the penalty, and the notice is not withdrawn, parent may be 
prosecuted for the offence of failing to ensure their child’s regular attendance at school 
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