
Staple Hill Primary School  
Attendance Policy 2015 

 
Date approved by Governing Body: 26th November 2015 

Rationale: 

Staple Hill Primary school promotes the view that regular attendance is important to ensure the 
best possible learning outcomes for all of our children. We feel the whole school community 
should take responsibility for attendance.  
 
To be read in conjunction with the Safeguarding Policy (Incorporating Child Protection). 

Aims: 

 To raise attendance; 

 Improve punctuality; 

 To raise level of achievement; 

 Maximise opportunities both in school and in later life. 

Guidelines: 

Reasons for absence 

Parents and carers are asked to contact the school office by phone or in person if their child needs 
to be absent from school before 9.30 a.m. on the first day of absence. 

Absences are categorised by the school as either authorised or unauthorised. The overall level of 
absence within a school is used by OFSTED as an indicator of that school’s performance. 

 

Authorised absences  

Authorised absences include sickness, hospital and clinic appointments, dentist, religious 
holidays, and funerals. If possible, medical appointments should be arranged outside the school 
day. Where this is not possible it is expected that pupils will only miss part of the day. Absences 
for prearranged medical appointments will only be authorised if official documentary evidence of 
the appointment is provided (e.g. letters on headed notepaper from GP, Hospital or Dental 
Surgery).  

All other absences will be regarded as unauthorised. 

 

How to request an authorised absence: 

Any requests for absence due to special circumstances on medical, religious or compassionate 
nature should be made in writing to the Headteacher.  It is expected that these should be made as 
early possible, ie. as soon as the anticipated need for an absence arises.  If the absence may 
involve travel arrangements being made, it is also expected that parents/carers will wait for 
authorisation from the Headteacher before pre-booking.  

Holidays in Term Time 

No holidays will be authorised during term time. Any holidays taken will be recorded as 
unauthorised on a child’s attendance register.  



Response to absence 

If any child has not been registered or the school has not been notified about a child’s absence, 
the office will contact the parent carer on the first morning. 

If the parent notifies the school of a child’s reason for absence, but the child continues to be 
absent for more than a week then an update check will be made by the school in the form of a 
phone call. 

If the child continues to be absent then details will be passed to the Head who will either write to 
the parent/ carer or consider a referral to the Education welfare officer or the school nurse. 

Whenever the school is unable to contact a parent or carer because of inaccurate/ outdated 
contact details the class teacher will attempt to meet the parents. If this is not possible a letter will 
be written. If we are still unable to make contact the parent/ carer will be invited into school to meet 
the head to discuss the situation. 

If an absence is unexplained the school will write to parents for an explanation. If no reason is 
forthcoming a phone call will be made. 

Any absence considered not to have a justified reason will remain unauthorised. A series of 
unauthorised absences will trigger a meeting with the head. 

If the school is concerned about the extent to which a child is persistently absent, it must 
inform the local authority. 

If a pupil is withdrawn from the school having not reached the normal date of transfer, due to a 
family move or any other reason, all efforts will be made to identify any new address and the 
school to which they are being admitted and to ensure that their educational records are sent 
without delay to the child’s new school. If the parent/carer fails to provide this information, an 
urgent referral will be made to Social Care in order that they might make further enquiries. (N.B. 
This paragraph is part of our Safeguarding and Child Protection Policy – see also below, 
paragraph on Safeguarding and Attendance). 

Response to absence where a holiday request has been declined 

The school may request a penalty notice from the local authority for any unauthorised absences 
where a holiday request has been declined. This is a fixed penalty of £60 for each parent/carer per 
child. (If paid within 21 days, rising to £120 if paid after 21 days but within 28 days.) The payment 
must be made in full — part payments will not be accepted. Details of how to pay are printed on 
the Penalty Notice. 

The decision to request a penalty notice will be made by the Headteacher who will take into 
account the length of the absence, previous attendance and time of year. If the Headteacher 
decides to request a penalty notice then he/she will need to inform the Education Welfare Service 
using the FPN Initial Request Form within 15 days of the child returning to school after the last 
unauthorised absence.  

 

Lateness 

School starts at 8.50 am. The school doors are shut at 9.00 a.m. Lateness is classed as any child 
coming into school after 9.00 am. 

All children arriving after 9.00 a.m. must report to the office. A child arriving at school after 9.10 
a.m. will be recorded as an unauthorised absence.  

Lateness is monitored monthly. Where children have persistent lateness problems the Head will 
invite the parents into school to a formal meeting. 



Monitoring and Evaluation. 

Pupil’s attendance will be monitored on a regular basis throughout the school year.  Each term a 
meeting of the Pupil Care group will take place to scrutinise the pupil attendance concerns (See 
below for criteria).  This group will consist of the Headteacher, Administrative Officer, SENCo and 
a member of the Family Link team.   

Attendance figures will be analysed termly by class, year group and whole school. These figures 
must be reported to the Governing Body for review. The school will meet regularly with the 
Educational Welfare Officer (EWO) to discuss figures. All practices will be reviewed annually.  

Criteria for monitoring and acting upon attendance (including lateness) concerns  

 Any child with an attendance of under 90% will have their records examined and, if 
appropriate, drawn to the attention of the Education Welfare Officer (EWO). 

 Where children have persistent attendance problems the head teacher will invite parents/ 
carers into school to a formal meeting. We are adopting the DfE and LA model on fast-track 
to attendance guidelines. 

 After four episodes of lateness in a month a letter will be sent to parents by the school with 
the aim of addressing the situation. If the situation does not improve the parents will be 
invited to a formal meeting with the Head.  

 Children with a pattern of broken weeks will be invited to a meeting with the Head. 

 Initial attendance meetings will be recorded on SAM (School Attendance Meeting) proforma  
and will set attendance targets and key actions for the pupil.  If concerns persist, the school 
may wish to carry out a “pre-SAF/Attendance Support Meeting”. If a parent/carer fails to 
meet the targets set at the “pre-SAF/Attendance Support Meeting”, the school may decide 
to initiate legal proceedings and to call the parent/carer to attend a formal attendance panel. 

 

Safeguarding and Attendance 

 

Pupils at risk of harm/neglect  

Children may be missing from education because they are suffering from abuse or neglect. Where 
this is suspected schools should follow local child protection procedures.  

 

Promoting good attendance 

Throughout the year parents will be kept informed of school expectations and procedures through 
information flyers and newsletters. The school will employ a range of strategies to encourage good 
attendance.  

Monthly 

The head presents attendance cup and biscuits to the best class. 

Office updates attendance displays in the entrance area and in the hall. 

Office displays class attendance figures on the newsletter and in the hall. 

Termly 

 Each child with ‘Outstanding’ attendance will be presented with a certificate termly. 

 Four terms with ‘Outstanding’ will receive a bronze certificate. 

 Five terms with ‘Outstanding’ will receive a silver certificate. 

 Six terms with ‘Outstanding’ will receive a gold certificate. 



 Each child who meets or exceeds the current School Attendance Target (e.g. 96% for 
2013-2014) by the end of the year will get a special ‘Thank you’ certificate. 

N.B. ‘Outstanding’ attendance is defined as “Either 100% Attendance or absence only due to 
medical appointments (for which evidence must have been provided). 

Procedures: 

 Registers of all classes are kept and monitored by the office staff daily. 

 A log is kept of all children who arrive late. 

 A log is kept of all children daily for whom no notification for absence has been received 
and of phone calls made to parents.  

 
Review: 
Date Notes 

Sept 09 Reviewed  by Head  
Nov 09 Ratified  by FGB 
Jan 12 Reviewed by Staffing & Curriculum Committee 
Feb 12 Ratified by FGB 
Oct 13 Reviewed by Staffing & Curriculum Committee 
Jan 14 Reviewed by Staffing & Curriculum Committee 
Feb 14 Ratified by FGB 
Oct 15 Reviewed by Staffing & Curriculum Committee 
Nov 15 Ratified by FGB 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
APPENDIX 1: 
 
 

 
School Attendance Meeting 

Date …………………………………….. 
Pupil Name: DoB: 

 
Year Group: Class: 

Address: 
 
 
 
 
Parents name: 
1. 
 
2. 
 

Adress (If different to above) 
1. 
 
2. 

% Attendance: Lates: Broken Weeks: No. of Unauthorised 
Sessions: 
 
 

Key issues/reasons given for absence 
 Health 

 

 Bullying 
 

 Transport 
 

 Family Circumstances 

Yes/No 
 
Yes/No 

 

Yes/No 
 

Yes/No 
 

Targets to improve attendance: 
Targets: 
 
 
 
 
 

 
 
 
 
 
 
 



 
 
 



School Attendance Meeting 
Date …………………………………….. 

Agreed Actions: 
Pupil: 
 
 
 
 
Parent/Carer (s): 
 
 
 
 
School: 
 
 
 
 

Signed and agreed by: 
Pupil: 
  

 

Parent/Carer (s): 
 

 

School rep. 
 

 

EWO: 
 

 

 
 

Date: 

 

 
 
 
 

 
 
 
 
 
 
 
 
 

 
 



STAPLE HILL PRIMARY SCHOOL 
Page Road, Staple Hill, Bristol.  BS16 4NE.   

Tel: 01454 867240  Fax: 01454 867241 
E‐mail: enquiries@staplehillschool.co.uk      

Website: www.staplehillschool.co.uk  Twitter: @staplehillps  
Headteacher:  Mr P. Foss‐Clark 

 
Pre-SAF/Attendance Support Meeting 

Please be aware this constitutes as a home/school contract 
 
Key issues / reasons given for absence 
Health / Medical   
 

YES NO 
 

Bullying 
 

YES NO 
 

Transport 
  

YES NO 
 

Family Circumstances  
 

YES NO 
 

Other 
 

YES NO 
 

Contacts for Future Action 
School Nurse  
 

YES NO 
 

Mentoring 
  

YES NO 
 

Other  
 

YES NO 
 

Has the school considered 
a full SAF?  
If NO, why not?  

YES NO 
 

Medical Referral 
Required + Plan  
*If Yes no further action 
for SAMs Review Date  

YES NO 

 

Review Date: 
 

 

 
 
 
 
 

Name of Student Class Date of Birth Attendance % Unauthorised % 
     

Broken Weeks Amount of lessons missed % 

  
1. Name of Parent/Carer Address: 

 
 Postcode: 
2. Name of Parent/Carer Address: 

 
 Postcode: 
Current Home Situation:  



STAPLE HILL PRIMARY SCHOOL 
Page Road, Staple Hill, Bristol.  BS16 4NE.   

Tel: 01454 867240  Fax: 01454 867241 
E‐mail: enquiries@staplehillschool.co.uk      

Website: www.staplehillschool.co.uk  Twitter: @staplehillps  
Headteacher:  Mr P. Foss‐Clark 

 
Action Plan 

Outcome of Key Issues Responsibility  
 
Parent/Carer attended                   YES/NO 
Apologies Sent                                 YES/NO 
 
*If Parent/Carer does not attend / no apologies EWO to arrange 
home visit 
 
Has Parent/Carer had previous involvement from outside 
agencies i.e. Social Care / Barnardo’s etc  
 
Vulnerable Groups: 
E A L (English Additional Language) Ethnicity 
Free School Meals/Pupil Premium 
(SEN & D) 
CIC (Children in Care) 
Any other identified Groups 

 
 
 
 
YES / NO (reason if no) 
 
 
YES / NO 
 
 
 
YES / NO 
YES / NO 
YES / NO 
YES / NO 
 

 
 
 
 
*Social Care Referral Required:   YES / NO 
 
Will Parent/Carer consider FISS intervention 
 
The named student will have their attendance monitored very 
thoroughly over the next 4 WEEKS 
The meeting will go ahead if the parent/carer is not in attendance 
 

 School will not authorise any future absence without 
medical evidence i.e. appointment cards 

 Attendance should be over 95% over the next 4 academic 
weeks 

 If not over 95% then we will request the Local Authority to 
consider the legal process 

 
YES / NO  

Action Plan agreed by:  
Parent(s) / Carer(s) -   
Headteacher / Deputy Head -   
Education Welfare Officer -   
Date of Meeting:  

 


