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Forefield Community Infant & Nursery School 

 

Attendance Policy 

 

Introduction and Background 
For our children to gain the greatest benefit from their education it is vital that they attend 

regularly and punctually, every day the school is open unless the reason for the absence is 

unavoidable. 

Any absence affects the pattern of a child’s schooling and regular absence will seriously 

affect their learning. Any pupil’s absence or late arrival disrupts teaching and may also 

affect the learning of others in the same class. 

Ensuring a child’s regular attendance at school for children of statutory school age is a 

parental responsibility and permitting absence from school without a good reason creates an 

offence in law which may result in prosecution. 

To this end, we will do all we can to encourage parents/carers to ensure that the children in 

their care achieve maximum possible attendance and that any problems that prevent full 

attendance are identified and acted on promptly. 
 

Regular attendance of children in Nursery and Reception, not of statutory school age, is 

essential if they are to make the progress of which they are capable. The procedure outlined 

in this policy will, therefore, still be followed. 

 

Absence should only occur when a child is unfit to learn or has a day of religious observance. 
 

Promoting Regular Attendance 
Helping to create a pattern of regular attendance is everybody’s responsibility - parents, 

pupils and all members of school staff. 
 

To help us all to focus on this we: 

 

• Keep regular and accurate records of attendance for all pupils twice daily; 

• Monitor all pupils’ attendance half-termly which will be reported to parents at least 

termly and discussed at parents’ evenings in November and March.  Annual attendance 

will also be reported to parents as part of the end of year written report;  

• Encourage and reward good attendance; 

• Contact parents via the school’s  ‘First Day Response’ system as soon as possible when 

a pupil fails to attend where no message has been received to explain the absence, 

undertaking a home visit should school be unable to make contact or have concerns 

around non-attendance. School also may undertake a wellbeing visit at home to see how 

children are.  This is an important part of our safeguarding of pupils; 

• Our Pastoral and Education Support Co-ordinator will monitor pupils’ attendance and 

punctuality making initial enquiries to parents/carers of pupils who are attending 

irregularly or are persistently late.   

• If attendance falls below 92%, parents may be informed and a meeting arranged with 

the Pastoral & Education Support Co-ordinator and/or Attendance Lead and/or 



Headteacher and/or Attendance Governor, if necessary, to discuss reasons for poor 

attendance or punctuality and set targets for improvement. 
 

 

We expect that all pupils will: 

 
• Attend school regularly; 

• Attend school punctually; 

• Attend school appropriately prepared for the day. 
 

As we are a nursery and infant school, these responsibilities fall to parents/carers and 

persons who have day to day responsibility for the pupil, who we expect will: 

 

• Ensure regular school attendance and be aware of their legal responsibilities; 

• Ensure that the child/children in their care arrive at school punctually, prepared for 

the school day and that they have completed any homework; 

• Ensure that they contact the school on the first day of absence before 9.30am and 

then each morning for the duration of the absence. 

• Contact the school whenever any problems occur that may keep the child from school. 
 

Understanding Types of Absence 
Every half-day absence from school has to be classified by the school (not by the parents), 

as either AUTHORISED or UNAUTHORISED. This is why information about the cause of 

any absence is always required. 

Authorised absences are mornings or afternoons away from school for a good reason e.g. 

medical/dental appointments which unavoidably fall in school time; emergencies or other 

unavoidable cause. 

Unauthorised absences are those which the school does not consider reasonable and for 

which no “leave" has been given. This type of absence can lead to the Authority using 

sanctions and/or legal proceedings e.g. fixed penalty notices. This includes: 

 

• Parents/carers keeping children off school unnecessarily 

• Truancy before or during the school day 

• Absences which have never been properly explained 

• Children who arrive at school too late to receive a mark without an acceptable reason 

e.g. as given above 

• Shopping, looking after other children or birthdays 

• Day trips and holidays during term time. 
 

Whilst any child may be off school because they are ill, sometimes they can be reluctant to 

attend school. Any problems with regular attendance are best sorted out between the 

school, the parents and the child. If a parent thinks their child is reluctant to attend school 

then we will work with that family to understand the root problem. We can use outside 

agencies to help with this such as the School Nurse or the Education Welfare Service. 
 



Persistent Absenteeism (PA) 
A pupil becomes a ‘persistent absentee’ when they miss 10% or more schooling across the 

school year for whatever reason. Absence at this level is doing considerable damage to any 

child’s education and we need parent’s fullest support and co-operation to tackle this. 

We monitor all absences and the reasons given thoroughly. Any child’s attendance that is 

moving towards that mark is given priority and parents/carers will be invited into school to 

discuss reasons for absence and set targets for improvement.  This may include additional 

support through the School Nurse, Pastoral & Education Support Co-ordinator or Attendance 

& Welfare Officer.  We may also use Circle Time or individual incentive programmes, 

individual targets and participation in group activities around raising attendance. 

PA pupils are tracked and monitored carefully, combining this with academic tracking where 

absence impacts on progress. 
 

 

 

The Attendance & Welfare Service 
Once attendance issues are identified, parents are expected to contact school at an early 

stage and to work with the staff in resolving any problems together. This is nearly always 

successful. If difficulties cannot be sorted out in this way, the school may refer the child to 

the Local Authority’s Attendance & Welfare Service. Officers will also try to resolve the 

situation by agreement but, if other ways of trying to improve the child’s attendance have 

failed and unauthorised absences persist, sanctions such as Penalty Notices or prosecutions 

in the Magistrates Court may be used. Full details of the options open to enforce attendance 

at school are available from the school or the Local Authority. 
 

Alternatively, parents or children may wish to contact the Attendance & Welfare Service 

themselves to ask for help or information. They are independent of the school and will give 

impartial advice. Their telephone number is available from the school office or by contacting 

the Local Authority. 
 

Children Missing in Education (CME) 
School follows the Local Authority’s policy and protocol for children who have been absent 

for longer than two weeks with no contact having been made to explain the child’s absence.  

The school will take all reasonable steps to make contact with the family and see the child in 

accordance with its Safeguarding and Child Protection Policy to ensure the safety, welfare 

and well-being of the child.  In instances where this has not been possible, the school will 

contact the LA’s CME Co-ordinator, Carole Blundell.  
 

Lateness 
Poor punctuality is unacceptable. If a child misses the start of the day they can miss work 

and do not spend time with their class teacher acquiring vital information and news for the 

day. Late arrival can be embarrassing for the child and can in turn evolve into absence; the 

learning of others is also disrupted.  Good time keeping is a vital life skill which will help our 

children as they progress through their school life and out into the wider world. 
 



How we manage lateness: 

 

The school day starts at 8.45am for Reception and Year 1 and 8.50am for Nursery and 

Year 2. Registers are marked by 9am, children not present at this time, will receive a late 

mark. At 9.30am the registers will be closed. In accordance with the Regulations, if a child 

arrives after this time they will receive a mark that shows them to be on site, but this will 

not count as a present mark and it will mean they have an unauthorised absence. This may 

mean that parents could face the possibility of a Penalty Notice if the problem persists. 

Punctuality will be monitored at the end of every half-term.  If a child has a persistent late 

record, parents will be informed in writing and may be asked to meet with the Pastoral & 

Education Support Co-ordinator or Attendance Lead and/ or Headteacher and/ or 

Attendance Governor to resolve the problem, but we actively encourage parents to approach 

us at any time if they are having problems getting their child to school on time. 
 

Arrival and registration 
All Reception and Year 1 children should be in school by 8.45am and Nursery and Year 2 

children by 8:50am. The register is taken twice a day.  A day counts as 2 attendances. 

Morning registration ends at 9.00 am.  If a child arrives after the registration period he/she 

will be marked in as Late. Pupils who arrive after 9.30am without a valid explanation, will be 

recorded as ‘late after close of register’ which will count as an unauthorised absence for 

that session. Children arriving late should be brought to the school’s main entrance where 

the parent/carer will be required to record in writing the reason for the lateness. 

The afternoon register is taken at 1.20 pm (12.30pm for afternoon Nursery children) with 

registration closing at 1.30pm (12.40pm for afternoon Nursery).  Pupils who arrive after 2pm 

(1.10pm for afternoon Nursery) without a valid explanation, will be recorded as ‘late after 

close of register’ which will count as an unauthorised absence for that session. 

 

It is essential that children arriving and leaving school with a parent/carer outside the 

normal hours are signed in or out from the office. The signing in/out register in the office is 

used in the case of emergency evacuation as an appendix to class registers. 
 

Collection after School 
School finishes at 3.25pm for Reception and Year 1 and at 3.30pm for Nursery and Year 2.  

Children will then be handed over to parents or authorised carers by school staff on the 

designated playgrounds.  Children should be collected promptly at their collection time unless 

they are due to attend an after school extra-curricular activity.  In an exceptional 

circumstance where parents/carers know they will be late collecting their child, they should 

telephone the School Office letting them know the reason for their delay and their 

expected time of arrival. If a parent collects a child more than fifteen minutes late on more 

than one occasion in a half-term, the pupil may be enrolled into the After School Club and 

the parent could be charged the appropriate fee. The parents/carers would be informed by 

letter of this after the first occasion. Where children are collected persistently late from 

an after-school club, the child may be unable to continue attending the club or activity. 
 

Illness and medical appointments: 



Every effort should be made to arrange medical, dental and optical appointments outside 

school hours. If it is necessary for a child to be out of school for this reason, an appointment 

card or letter should be provided for records.  The child should be returned to school 

directly after the appointment. 
 

Medication 
If a child needs to take medication, if possible this should be administered at home. If it is 

necessary to give medicine during the school day, the school office should be contacted to 

discuss this. A permission letter from parents/carers must accompany all medicine brought 

into school.  Medicines must be in original bottles/packets and clearly labelled with the 

child’s name, dosage and frequency of administration. 
 

Holidays during term time: 
Amendments to the Education (Pupil Registration) (England) Regulations 2006 regulations 

remove references to family holidays and extended leave as well as the statutory threshold 

of ten school days.  The amendments make clear that Headteachers may not grant any 

leave of absence during term time unless there are exceptional circumstances.  In 

exceptional circumstances, Headteachers should determine the number of school days a 

child can be away from school if the leave is granted. 

 

Parents must complete a leave of absence in exceptional circumstance form available from 

the school’s office, accompanied by a letter detailing the exceptional circumstances leading 

to the leave of absence request.  Our school considers exceptional circumstances to be e.g. a 

parent being a member of the armed forces and deployed abroad for an extended period of 

time preventing a holiday being taken during a school holiday. Family holidays to celebrate 

birthdays of family members do not constitute exceptional circumstances.  Exceptional 

circumstances may be authorised at the discretion of the Headteacher. 

 

Parents who decide to take a holiday without permission, will incur unauthorised absences for 

their child. These remain on a child’s record and are monitored for further action by the 

Attendance & Welfare Service who have a statutory duty to enforce school attendance.  In 

circumstances where parents and carers have not fulfilled their legal responsibility to ensure 

their child’s school attendance, the Attendance & Welfare Service may issue a penalty notice 

of £60, if paid within 21 days, or £120 if paid within 28 days (on a per pupil per parent 

basis).  This applies to all children of statutory school age for absences of five days (10 

sessions) or more.  

 

The Attendance & Welfare Service can also prosecute a parent/carer in the Magistrates 

Court for non-attendance at a registered school or non-attendance at an agreed Education 

Provision.  It is also a legal requirement that a pupil attends on time.  The parent/carer is 

responsible for their child’s punctuality. 
 

Arrangements for absence in other circumstances 
Family bereavement and other exceptional circumstances: 

 



Sudden, serious circumstances do very occasionally occur, when it is impossible for a family 

to bring a child to school.  It is essential that school is informed by the parent of the 

circumstances so that the appropriate code can be recorded in the register. 
 

This policy should be read in conjunction with the school’s policies on: 

 

• Safeguarding and Child Protection 

• Drop-off and Collection Policy 

• Anti-Bullying 

• Administration of Medicines 

• Equality  

• Sefton Local Authority Policy and protocol for Children Missing in Education. 
 

This policy will be reviewed by January 2022. 

 

Claire Gilroy 

January 2020  
 


