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Wroughton Primary 
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Punctuality Policy 
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S27 
             Article 28 (right to education) Every child has the right to an 
education. Primary education must be free and different forms of secondary education must be 
available to every child. Discipline in schools must respect children’s dignity and their rights. 
Richer countries must help poorer countries achieve this.  
Article 29 (goals of education) Education must develop every child’s personality, talents and 
abilities to the full. It must encourage the child’s respect for human rights, as well as respect for 
their parents, their own and other cultures, and the environment. 
 
The UN Convention on The Rights of the Child 
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Wroughton Primary Federation recognises that punctual and regular school attendance is central to 
raising standards in education and contributes significantly to pupil’s progress. Absence from lessons can 
result in children falling behind in their learning and may also put their safety at risk. Children with 
regular poor attendance are vulnerable and more likely to underachieve in both primary and secondary 
school. 

Wroughton Primary Federation promotes 100 % school attendance and punctuality for every child. We 
are committed to equal opportunities and we support pupils and their families in achieving this goal. We 
want all our pupils and their families to feel valued and welcome. 

The Admissions and Attendance Manager will use every opportunity to convey to pupils and their 
parents or carers, the importance of regular and punctual attendance. 

Regular and punctual attendance at school is both a legal requirement and an essential component of 
our safeguarding practice.  

This Attendance policy reflects our statutory responsibilities. 

Aims 

 using rewards and incentives 

 Communicate our policy to all stakeholders 

 Monitor, record and use robust data analysis to identify poor attendance and punctuality 

 work with families to identify barriers, cause of poor attendance and agree solutions 

 Liaise with external agencies to support families 

 Raise standards and ensure that every child reaches their full potential 

 Ensure that every child is safe and their right to an education is protected 

 100% Attendance 
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The Legal framework 

There are legal obligations on: 

I. The parents/carers to secure education for their children, whether at school or otherwise, to 
send them to school regularly once they are on the register. 

II. The School to register attendance and notify the Local Authority of absence from school. 

III. The Local Authority to provide education and enforce attendance. 

IV. The Government, who expects schools and local authorities to: 

 

 Reduce absence, including persistent absence 

 Ensure every pupil has access to full-time education to which they are entitled 

 Act early to address patterns of absence 

 Ensure parents perform their legal duty by ensuring their children of compulsory school age are 
registered at school and are punctual 

 Ensure all pupils are punctual to their lessons and attend school regularly 

 

Legal enforcement by the Department of Education (DfE) and the Local Authority 

 

Term-time holiday 

From September 2013 amendments to the 2006 regulations remove references to family holiday and 
extended leave as well as the statutory threshold of ten school days for authorised absences. The 
amendments make clear that Head teachers / Executive Headteachers may not grant any leave of 
absence during term time unless there are exceptional circumstances. 

As part of promoting good attendance and punctuality Swindon Borough Council will use its legal powers 
to enforce school attendance where this becomes problematic, including powers to prosecute parents 
who fail to comply with a school attendance order (Section 443 of the Education Act 1996) or failure to 
ensure their child’s regular attendance at school (Section 444 of the Education Act 1996). 
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In addition, the Local Authority will impose Penalty Notices as an alternative to prosecution on parents 
for unauthorised absence.  These may also be issued where parents allow their children to be present in a 
public place during school hours without reasonable justification. 

The Swindon Attendance Guidance and Resources (pack) provides a clear outline of the process for 
escalating cases for legal action. 

 

 

The School’s Responsibility 

 

Executive Headteacher and Heads of School are responsible for: 

 the overall management and implementation of the Attendance and Punctuality Policy 

 dealing with parental requests for extended leave in line with Swindon Borough Council 

 considering the use of Penalty Notices, in line with Swindon Borough  Council 

 

Designated Head of School is responsible for: 

 monitoring attendance and punctuality on a daily basis, including liaising with/responding to 
parental enquiries 

 overseeing the analysis of weekly/termly/yearly attendance data and respond to findings 

 meeting with the Attendance and Admissions Manager (AAM) to monitor systems and 
structures, ensuring they are having an impact on pupil attendance and punctuality 

 liaising with external agencies and making referrals where necessary. 

 ensuring that rewards and incentives for attendance and punctuality are being used 

 working with teachers to plan for the reintegration of pupils after long-term absence and in the 
induction of new pupils 

 revising and amending the policy as required. 
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Attendance and Admissions Manager is responsible for: 

 conducting and recording the outcome of first day calls when a child doesn’t arrive at school and 
when no reason has been received 

 monitoring weekly attendance data for all Year groups 

 checking the school’s answer phone and taking messages from parents/carers about a pupil’s 
absence 

 informing the safeguarding lead of any concerns relating to attendance/punctuality 

 producing weekly/termly/yearly data for SLT/HT/GB / EHT to analyse. 

 recording reasons for absence and updating class registers 

 implementing the daily checking of electronic registers after the morning and afternoon 
registration sessions 

 contacting parents/carers by letter following 3 consecutive instances of lateness or absence 

 maintaining SIMS attendance records in line with this policy 

 liaising with and reporting to external agencies as and when appropriate 

 reporting to the LA, as requested 

 maintaining clear communication channels with the SLT regarding attendance and punctuality 
within their Year groups 

 overseeing the admission and induction of new pupils 

 supporting the safeguarding lead with the promotion of excellent attendance and punctuality 

 ensuring staff are following the registration systems and structures in this policy 

 reminding parents/carers of school procedures when parents have not complied. 

 

 Class Teachers are responsible for: 

 ensuring first quality teaching every day, with lessons that are well planned and resourced so 
that they challenge, inspire and meet their learners’ needs 

 completing the daily class attendance and punctuality register with the pupils’ 
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 keeping accurate and up-to-date daily records of pupil attendance through SIMS 

 taking a formal register of all pupils twice a day.  This should be done on SIMS or on a paper 
record when SIMS is not available 

 reminding children and parents about the importance of good attendance 

 following up on pupils’ absence by ensuring reasons for absence are sought and plausible 

 providing a safe and welcoming environment which encourages attendance and promotes 
pupils’ well-being 

 establishing effective communication links with parents/carers and working collaboratively to 
meet the child’s needs.  If required, to work with external agencies/professionals to assist them 
in fulfilling all statutory duties (for example, child protection, identifying barriers to good 
attendance etc.) 

 reporting poor or persistent absences to the designated safeguarding lead 

 reporting pupil attendance and punctuality to parents/carers at parent consultation meetings 
and formally in termly school reports. 

 

Parents are expected to: 

 ensure their child attends school and arrives on time every day. 

 promote a good attitude to learning by ensuring their child attends school in the correct uniform 
and with the basic equipment required for lessons 

 arrange medical and dental appointments outside of school time whenever possible 

 telephone to inform the school on the first day of their child’s absence 

 provide a written explanation of absence, including dates of absence as soon as their child 
returns to school 

 work in partnership with the school and other agencies in the best interests of their child.  This 
includes informing the school about significant influences and changes in their child’s life that 
may have an impact on their learning or wellbeing. 
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Promoting good attendance 

The school believes that by promoting good attendance frequently we will highlight its importance and 
achieve our target. There is at least one annual formal whole school assembly, with year groups using 
additional presentations during the year to promote good attendance. A PowerPoint presentation on 
attendance and its effects on attainment and life chances is shown. Our attendance policy is discussed 
with families at parents’ consultation evenings held in the autumn and spring terms. Reminders about 
attendance are featured in Year group and school newsletters. Pupils are rewarded termly for 
outstanding attendance. 

 Summary of procedures to promote good attendance and punctuality 

 

Daily procedures By whom Outcomes/Action 

Parents ensure pupils arrive at school on 
time 

Parents/carers 
 

Parents inform the school by 8.45am if their 
child is absent on that day 

Parents/carers 
Attendance and Admissions Manager 
(AAM) update registration codes 

Pupils arriving late to school are registered at 
reception 

AAM/reception 
staff 

Absence mark on SIMS amended to a late 
mark by AAM 

Class teachers record attendance using SIMS 
Class 
teachers/TAs 
or Supply staff 

A paper register is used if SIMS is not 
available 

CTs take responsibility for informing SLT 
of any concerns 

Ist day of absence: in the absence of a note 
from the parent, phone calls are made to 
inform parents of their child’s unexplained 
absence for that day.  Head of School 
informed of attendance/punctuality issues – 
parents contacted if required 

AAM 

Head of School 
AAM updates attendance codes. 

Parents provide written note, including dates 
of, and reason for absence upon the child’s 
return to school. 

Parents/carers These are collected and filed by AAM 
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Weekly procedures By whom Outcomes/action 

Attendance/punctuality statistics produced 
by AAM 

AAM 
Data entered into Attendance Overview 
for monitoring and analysis 

Attendance data shared in assembly and on 
website 

AAM 
Parents are able to monitor attendance 
by classes 

Absence codes for individual pupils are 
updated to show reasons for absence 

AAM 
Information provided here can be used to 
inform targeted interventions if 
appropriate 

Half Termly & Termly procedures By whom Outcomes/action 

Analyse attendance and punctuality data to 
identify trends and monitor progress against 
target 

AAM/Head of 
Sch.  

Attendance/punctuality assembly 
AAM/Head of 
Sch.  

Meetings arranged in response to specific 
attendance/punctuality concerns of 
particular individual pupils or cohorts 

HT/Head of 
Sch.  

Individual attendance/punctuality discussed 
with pupils and parents/families at parent 
consultation meetings 

Class teachers 
Mentoring and advice on 
attendance/punctuality issues provided 
to all families 

Analyse attendance/punctuality data and 
information to identify cases of concern and 
develop appropriate interventions 

Head of Sch. 
Targeted intervention for individual 
concerns 

Meetings arranged to discuss individual 
cases, monitor progress and refer new 
concerns.  Support and meeting provided for 
pupils and families 

EHT/Head of 
Sch.  

Review success and impact of 
attendance/punctuality strategies for the 
term 

AAM 

Head of Sch. 

EHT 

Amend and refine interventions as 
appropriate 
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Tracking attendance & punctuality 

All stakeholders track pupil’s attendance systematically and rigorously. Staged interventions and 
appropriate support are implemented once attendance drops below agreed thresholds. It is important 
to note that stages on the Intervention Ladder (Table 1) can be skipped when a more rapid and robust 
intervention is necessary for any individual pupils who are particularly vulnerable or who may have 
specific or special educational needs.  Where this is the case the strategies implemented are closely 
monitored and the impact evaluated with all parties involved in the welfare of the child/children 
concerned. 

 

Table 1: The Intervention Ladder 

Level Potential trigger Action 

1 
After 4 absences (AM or PM registration - joint 
or separate) 

Attendance and admissions manager (AAM) 
call parents 

2 
3 consecutive unexplained absences and/or 
initial lack of support from home after phone 
call from school 

Absence letter 1 - phone call from AAM 

3 10 absences and/or lack of support from home Meeting with Year Leader, CT and AAM 

4 
Over 10 absences and/or non-attendance to 
meeting with YL and CT 

Absence letter 2 and attendance panel 1 Head 
of School; YL, CT & AAM 

5 
Prior safeguarding concerns and/or non-
attendance to attendance panel 

Home visit 

6 
Judgement made that there are wider issues 
that will affect progress in regards to 
attendance. 

CAF referral (done by Head of School), early 
help support meeting with allocated worker / 
TAF meeting 

7 
If attendance does not improve in light of level 
6 and/or drops to 90% 

Attendance panel 2 - Head of School /  YL, CT & 
AAM 

8 If attendance suddenly drops below 90% Absence letter 3/4 

9 
No improvements to attendance despite 
interventions and support mechanisms 

Pre-court panel meeting and caution 
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10 
Attendance continues to be of concern despite 
interventions and support mechanisms 

Fixed penalty notice 1 

Safeguarding 
Child missing from education with no response 
from family 

CAF referral to MASH team 

 

Children Missing From Education 

 

 Absence notes 

Parents are expected to write to the class teacher and explain the reason for their child’s absence. Notes 
received from parents explaining absence is kept for the remainder of the academic year. If there are 
attendance concerns about the pupil that may require further investigation, then the notes may need to 
be retained for a longer period. 

 Holidays in term time 

Holidays during term time are not authorised.  Parents/carers who wish to take their child out of school 
during term time for any reason other than illness or medical appointment must complete a Leave of 
Absence request in advance.  This request can be authorised ONLY by the Executive Head Teacher.  

 

Definition and Overview 

The statutory guidance Children Missing Education (September 2016) sets out the key 
principles to enable local authorities in England to implement their legal duty under section 
436A of the Education Act 1996 to make arrangements to identify, as far as it is possible to do 
so, children missing education (CME). Local authorities should be able to demonstrate that they 
have considered this statutory guidance and, where it is not followed, the local authority should 
have reasonable grounds for not doing so. 

1. All children, regardless of their circumstances, are entitled to an efficient, full time 
education which is suitable to their age, ability, aptitude and any special educational 
needs they may have; 

2. Children missing education are children of compulsory school age who are not 
registered pupils at a school and are not receiving suitable education otherwise than at 
a school. Children missing education are at significant risk of underachieving, being 

https://www.gov.uk/government/publications/children-missing-education
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victims of harm, exploitation or radicalisation, and becoming NEET (not in education, 
employment or training) later in life; 

Effective information sharing between parents, schools and local authorities is critical to 
ensuring that all children of compulsory school age are safe and receiving suitable education. 
Local authorities should focus their resources effectively in intervening early in the lives of 
vulnerable children to help prevent poor outcomes. 
 
Statutory guidance for local authorities: Children missing education (September 2016) 

As a result of daily admissions registration, schools are particularly well placed to notice when a 
child has gone missing. If a member of school/educational establishment/college staff becomes 
aware that a child may have run away or gone missing, they should try to establish with the 
parents/ carers, what has happened. 

If this is not possible, or the child is missing, the designated safeguarding teacher/advisor 
should, together with the class teacher, assess the child's vulnerability by making reasonable 
enquiries, and refer (see also Referrals Procedure) any concerns about the child to Children's 
Services. 

Schools should monitor attendance closely and address poor or irregular attendance. It is 
important that pupils' poor attendance is referred to the local authority. 

In the more general circumstances of a child going missing who is not known to any other 
agencies, the Head Teacher should inform the School Attendance Officer and Education 
Welfare Officer of any child who has not attended for 10 consecutive schools days without 
provision of reasonable explanation. 

In the more general circumstances of a child going missing who is not known to any other 
agencies, the Head Teacher should inform the School Attendance Officer and Education 
Welfare Officer of any child who has not attended for 10 consecutive schools days without 
provision of a reasonable explanation. 

Maintained schools have a safeguarding duty in respect of their pupils, and as part of this 
should investigate any unexplained absences. Further information about schools' safeguarding 
responsibilities can be found in 'Keeping Children Safe in Education' the statutory guidance. 

Schools must notify the local authority when a pupil's name is to be removed from the 
admission register at a non-standard transition point under any of the fifteen grounds set out in 

https://www.gov.uk/government/publications/children-missing-education


 

Statutory Policy: Attendance and Punctuality 12 

the regulations, as soon as the ground for removal is met and no later than the time at which 
the pupil's name is removed from the register. 

In line with the duty under section 10 of the Children Act 2004, the expectation is that the 
school and the local authority will have in place procedures designed to carry out reasonable 
enquiries. The type of procedures may include the appropriate person checking with relatives, 
neighbours, landlords - private or social housing providers - and other local stakeholders who 
are involved. They should also record that they have completed these procedures. If there is 
reason to believe a child is in immediate danger or at risk of harm, a referral (see Referrals 
Procedure) should be made to children's social care (and the police if appropriate). 

The Attendance Officer  

The Attendance Officer should ensure through the Education Welfare Officer that reasonable 
enquiries are made - e.g. home visits, liaison with Children's Services and/or Housing - and 
notify the school if it appears that the child has moved out of the area. 

If no information is forthcoming within 2 days, the Attendance Officer should alert her/his 
manager, who should inform Children's Services and the Police in writing. 

Where a child on a school roll is missing, the child's name may not be removed from the school 
roll until s/he has been continuously absent for at least 4 weeks and both the school and the 
education service have failed, after reasonable enquiry, to locate the pupil and her/his 
family. After 4 weeks the child's Common Transfer file should be uploaded to the Department 
for Education secure site for the transfer of pupil information when a pupil moves between 
schools. The CME Officer in the Local Authority must also be informed. 

In these circumstances the child's name is kept on a centrally held register, and should be 
clearly identified as missing from education. 

Where the child's name has been removed from the school roll, but s/he has not been located, 
the Head Teacher should arrange for the pupil's records to be retained until the child is located. 
They may be held centrally according to local arrangements. 

Where a Head Teacher has been notified by a parent that a pupil is receiving education other 
than at school, and has removed the child's name from the school roll, notification must be 
given to the education service within 10 school days; the pupil's records should then be 
transferred to the education service to be stored in accordance with local arrangements. 
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If the Attendance Officer becomes aware the child has moved to another school s/he should 
ensure that all relevant agencies are informed and arrangements made to forward records from 
the previous school. 

What are a school's responsibilities when a child is absent? 

You should always assess the child’s safeguarding risk at their own address using thresholds and 
pathways. For example, is there a risk of forced marriage, child sexual exploitation, domestic 
abuse, radicalisation, honour based violence? If the judgement is the child is at risk of harm, 
contact the police or social care immediately.  

If a pupil is absent, all schools have a responsibility to contact the parent or carer on the first 
day of absence and continue to make every effort to locate the pupil. When you have identified 
the child is not in school, please follow the procedure below. 

 

Safeguarding Children Missing Education Process for Schools 
 

Day One: The school identifies that a child is not in school. A staff member trained to do 
so, telephones the child’s home to seek reasons for the absence and reassurance from a 

parent/carer that the child is safe at home. 

 

Result of Call Action 

There is no answer at the home or on mobile 
numbers  
 
 

Call back. Risk assess after 2 hours 

The parent/ carer answered the call, the 
child is safe with them 

Ask for reason for absence and record 

The person answering is not the parent/ 
carer and the school is not reassured that 
the child is home or safe 

The school’s designated lead for child 
protection should be consulted on a risk 
assessment and the degree of vulnerability of 
the child 

The parent/ Carer answered the call, the 
child is not with them or safe and the parent 
is concerned 

School to advise the parents to: 

 Contact the local police station to 
inform them that the child is missing 

../../Attendance/Risk%20assessment%20for%20Children%20Missing.docx
../../Attendance/Risk%20assessment%20for%20Children%20Missing.docx
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 Contact all people and places the 
child is known to talk to and visit to 
tell them that the child is missing and 
ask if they can help to find the child, 
by providing information which may 
shed light on the child’s 
whereabouts or actively searching 
for the child  

 Contact the family GP and 
Accident and Emergency Centres 
near where the child lives and goes 
to school, in case he/she has 
sustained an injury and been taken 
in for medical treatment 

 Report back to school if the child 
is found or remains missing 

 

 

 

If the judgement on Day One is that there is no reason to believe that the child is at risk of 
harm school continues to make enquiries and informs Education Inclusion & Partnership 

on Day Ten that the child is missing education . 

 

Day 2 - Follow up phone call  

A subsequent telephone call must be made either from the school landline or preferably a 
mobile phone. 

Day 3 – Write/email parents 

Write or email to the parent in plain English, asking for contact to be made with the school 
immediately. Please give the parents/carers 3 working days to make contact and if you are 
aware that English may not be the parent’s first language, copy the letter into a language that 
may be more accessible.  
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Day 5/6  - Home visit 

Arrange a visit to the home address ensuring that risk assessments are in place  

Once you have completed these checks (or within 10 days, whichever is earlier) 

If the child has not been seen and the parents/carers have not made contact with either, 
schools must report the child as missing from education. 

How do I report a child missing from education? 

New Missing Co-ordinator. We have a new missing Co-ordinator, Jackie Benson. Jackie works in 
Children’s Services in the Opal team.  This team is responsible for missing and exploited 
children, and Jackie oversees the day to day operations involving missing children.  As you are 
aware Missing children are very vulnerable and are at a higher risk of being exploited.  

 


