
Godolphin Primary School  

 

WHOLE SCHOOL ATTENDANCE POLICY 
 

Introduction 

This document is a statement of the aims, principles and strategies for 

provision of children at Godolphin Primary School. 

 

Local Authority guidelines have been taken into consideration in the 

formulation of this policy. 

 

It has been developed through a process of consultation between all 

members of the school teaching staff and Governors.  

 

It was agreed by the Governing Body on April 2016. 

 

Review of this policy is on-going but will be subject to formal review as per 

the School Development Plan. 

 

 

PHILOSOPHY 
Godolphin Primary School is committed to providing a full educational 

experience for ALL pupils. 
 

We believe that, if pupils are to benefit from a broad and balanced 

curriculum in which they achieve their full potential, good attendance is 

crucial. Any problems that impede full attendance will be identified and 

addressed as quickly as possible.  
 

It is the policy of Godolphin Primary School to celebrate achievement. Good 

attendance is proven to be a major factor in high achievement. Therefore, 

we will actively promote and encourage 100% attendance from all our pupils. 

 

We will give a high priority to conveying to parents the importance of 

regular and punctual attendance. We recognise that parents have a vital role 

to play in this and that there is a need for partnership and effective 

communication between home and school. Governors will be available to 

support parents if necessary and will provide encouragement and a good 

example to all stakeholders. 

 

If there are problems which affect a pupil’s attendance, we will investigate, 

identify the cause and work together with the Education Welfare Officer to 



resolve those problems as quickly as possible. We will also adopt a clearly 

focused approach aimed at returning the pupil to full attendance at all times. 
 

The Headteacher, Governors and staff have agreed that no holidays will be 

authorised in term time. As well as the disruption to individual children’s 

progress while on holiday there is an inevitable effect on the class if a 

number of children need to ‘catch up’ on their return. 

Aims:  

The aim of this policy is to minimise the amount of time lost to term-time 

absence in order to maximise the educational potential of every child. This 

can be achieved with the support of parents/carers by ensuring that 

absences do not occur in school time unless there are exceptional 

circumstances. There are 175 days when a child is not in school and school 

term dates are published well in advance. Absence for any reason during 

term time interrupts a child’s education and disrupts educational progress. 

 

Regulations and guidance: 

 The law says that parents/carers do not have the right to take 

their child out of school for a holiday during term time.  

 In line with Ofsted and Government guidance, this school will no 

longer grant permission for holidays during term time except in 

exceptional circumstances.  

 If a holiday is taken it will be recorded as a ‘G’ on the school 

register. (unauthorised holiday) 

 All requests for leave of absence should be made to the 

headteacher on a Leave of Absence request form and must detail 

the extenuating circumstances for this request. 

 Parents may be required to attend an interview to discuss their 

request for absence during term time. 

 Parents/carers will be notified in writing of the decision to approve 

an absence in term time. 

 

 Legal implications:    

   Where a pupil is taken out of school for the purpose of a holiday in term 

time, the parents/carers  of the pupil may be issued with a warning letter 

indicating that any further unauthorised absence will result in a Penalty 

Notice of £60 per parent, per child or be issued with a Penalty Notice 

after consideration of the circumstances and previous attendance record.  

     If a Penalty Notice is issued and the notice remains unpaid after 21days, 

the penalty increases to £120. If the Penalty Notice is not paid after 28 



days, the local authority may commence legal proceedings under section 

444(1) of the 1996 Education Act in the Magistrates Court. 

 

     Exceptional Circumstances: 

     The Governors consider three criteria that may meet ‘exceptional 

circumstances’ but in each case, the final decision remains with the 

headteacher. 

1. In the case of a parent returning from active service. 

2. In the case of death or serious illness of close family. 

 

 

PRINCIPLES 
 

We will: 

 Ensure that ALL members of staff are aware of our registration 

process and correct procedures for marking of daily registers. 

 

 Ensure that the school always has up to date contact details for each 

family. 

 

 Complete accurate registers at the beginning of each morning and 

afternoon session within 5 minutes of the start of each session. 

Registers will close 15 minutes after school starts. 

 

 Encourage parents/carers to contact school as early as possible on the 

first day of absence and ensure they are aware that they will receive 

a telephone call from the school secretary by 9.30 am if they have not 

done so. 

 

 Promote positive staff attitudes to pupils returning after an absence. 

 

 Liaise with members of the local community and Education Welfare 

Service in developing and maintaining our Attendance Policy. 

 

 Evaluate regularly our attendance rates and procedures. 

 

 Put Class percentage attendance in the newsletter and comment on it 

in Celebration Assemblies alongside other rewards where appropriate.  
 

 Appoint a named Governor responsible for attendance.  
 

 
 

 



 Strongly discourage parents from taking family holidays in term times. 

No absences for holidays will be authorised by the Headteacher. If 

parents still decide to take their child on holiday, they are required to 

fill in a form giving the reason for the absence from school. 
 

 Discuss individual attendance at consultation evenings as a matter of 

course. An up to date print out of these rates will be available. We will 

also comment on attendance on reports in the summer term. 

 

 These attendance figures will also be available at each governor’s 

meeting. 

 

 Work towards ALL pupils feeling valued and supported and send a 

clear message that if a child is absent he/she will be missed. 

 

 Have procedures in place so that any missed work can be completed as 

far as possible without disrupting the other children in class. 

 

 Put in place positive rewards for good attendance so that pupils and 

parents are left in no doubt as to the value put upon this by the school 

community. See Appendix A.  
 

PROCEDURES 
 

1. If no contact is received from a parent/carer of an absent child by 

9.15 a.m., the school secretary will contact the parent by telephone. 

 

2. If the parent/carer cannot be contacted, then a letter to the 

parent/carer will be written on the second day. 

 

3. Parents should write a letter explaining a child’s absence on return to 

school, if an explanation for absence has not been given either 

verbally or by telephone.  

 

4. After 3 days without explanation, the appointed Education Welfare 

Officer will be contacted and set procedures put into place. 

 

5. We will liaise with governors to discuss the value of their involvement 

in a supportive role in individual cases. 

 

In order for this policy to be successful, every member of staff, by 

their behaviour, must make attendance and punctuality each morning a 



priority and convey to the pupils the importance of their education. 

They will lead by example. 

 
EVALUATION 

 We will review our attendance rates half termly.  

 

 Have rates of absence improved? 

 

 Are rates of absences above/below the National averages? 

 
 

 

Date agreed: 

 

Signed:    
 

 

 

 

 

 

 

Agreed and approved: April 2016 

 

Review: April 2018 

 

 

 
 

 
 

 

 


