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Attendance Policy 
 
 

Mission Statement 

 
Our school vision is to provide a balanced and creative curriculum where we encourage active 

sociable learners who are happy and respectful of others. 

 

Our School Aims are:  

 

- To provide a secure, happy and stimulating environment, 

- To develop and nurture children to grow into confident individual learners, 

- To encourage high levels of personal and academic achievement, 

- To promote a sense of spirituality and community within a Christian ethos. 

 
 

By working together with the community our aim is to prepare children for life. 

 

 

Inclusion – a working definition for Suffolk Children’s Services ….. 

 
At Corton Primary School and Nursery we believe in taking the necessary steps to ensure that 
every young person is given an equality of opportunity to develop socially, to learn and to 
enjoy community life. 
 
We recognise and value the uniqueness of every young person. They should be encouraged 
and enable to discover their own strengths and motivated to develop themselves as fully as 
possible. 
 
All young people have the right to be accepted, to achieve and be valued for the contribution 
they make.   
 
We recognise the importance of partnership work with parents, carers and young people 
themselves. We value the role of parents and carers and are aware of the vital part they play 
in taking responsibility for their children as learners and citizens. 
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Corton Primary School and Nursery Attendance Policy  

  1.   Introduction 

1.1 Corton Primary School and Nursery is committed to providing an education of the highest 
quality for all its pupils and recognises this can only be achieved by supporting and promoting 
excellent school attendance for all. This is based on the belief that only by attending school will 
children and young people be able to take full advantage of the educational opportunities 
available to them. There is a direct link between high attainment, good progress and good 
attendance.   

 
1.2 The whole school community – pupils, parents and carers, teaching and support staff and 

school governors – have a responsibility for ensuring good school attendance and have 
important roles to play. The purpose of the policy is to clarify everyone’s part in this. 

         
1.3 The policy is based on current government and Local Authority guidance and statutory 

Regulations. The school will ensure that all members of the community know of the policy and 
have access to it. 

 
 
  2.     School’s roles and responsibilities  
2.1  All staff (teaching and support) at Corton Primary School and Nursery have a key role to play in 

supporting and promoting excellent school attendance. We will work to provide an environment 
in which all our pupils are eager to learn, feel valued members of the school community and 
look forward to coming to school every day. Staff also have a responsibility to set a good 
example in matters relating to their own attendance and punctuality. 

 
  2.2     Attendance Leader 

The Headteacher, Mrs Rowland will oversee, direct and co-ordinate the school’s work in 
promoting excellent attendance and will ensure the Attendance Policy is consistently applied 
throughout the school. This person, known as the Attendance Leader, will also ensure that up-
to-date attendance data and issues are made available to all staff, pupils and parents (who will 
regularly be reminded about the importance of good school attendance).  
 

 
2.3 Attendance Manager 

Ms Cotton, (Business Manager) is attendance manager and maintains an electronic attendance 
register, monitors attendance on a daily basis, carries out First Day Calling, tracks attendance 
patterns, produces attendance reports and liaises closely with the Attendance Leader. The 
attendance manager will prepare attendance statistics for the governing body each half term or 
as required. The attendance manager will ensure that attendance issues are identified at an 
early stage and that support is put in place to deal with any difficulties.  Any concerns will be 
passed to the Attendance Leader. The attendance manager will arrange and attend meetings, 
on behalf of the school, with parents to discuss concerns relating to attendance. 

 
   2.4    Registration 

The school is required to mark the attendance register twice each day: once at the start of the 
day and once during the afternoon session. Classroom teachers are responsible for completing 
the attendance registers using the prescribed codes (shown below).   
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REGISTER CODES  

 

CODE 
DESCRIPTION MEANING 

   

/ Present (AM) Present 

\ Present (PM) Present 

B Educated off site (NOT Dual 
registration) 

Approved Education Activity 

C Other Authorised Circumstances 
(not covered by another appropriate 
code/description) 

Authorised absence 

D Dual registration (i.e. pupil attending 
other establishment) 

Approved Education Activity 

E Excluded (no alternative provision 
made) 

Authorised absence 

F Extended family holiday (agreed) Authorised absence 

G Family holiday (NOT agreed or days 
in excess of agreement) 

Unauthorised absence 

H Family holiday (agreed) Authorised absence 

I Illness (NOT medical or dental etc. 
appointments) 

Authorised absence 

J Interview Approved Education Activity 

L Late (before registers closed) Present 

M Medical/Dental appointments Authorised absence 

N No reason yet provided for absence Unauthorised absence 

O Unauthorised absence (not covered 
by any other code/description) 

Unauthorised absence 

P Approved sporting activity Approved Education Activity 

R Religious observance Authorised absence 

S Study leave Authorised absence 

T Traveller absence Authorised absence 

U Late (after registers closed) Unauthorised absence 

V Educational visit or trip Approved Education Activity 

W Work experience Approved Education Activity 

X Non-compulsory school age 
absence  

Not counted in possible 
attendances 

Y Enforced closure Not counted in possible 
attendances 

Z Pupil not yet on roll  Not counted in possible 
attendances 

# School closed to pupils Not counted in possible 
attendances 

 

The register will be called promptly at 8.30 am and again at the start of the afternoon 
session by the classroom teacher. A mark will be made during the registration period in 
respect of each child. Afternoon registers are taken at 12.55pm. 

 
 

The registers will close at 9.00 am and 1.10pm. Any pupil who arrives after the closing of the 
register will be marked as unauthorised late, this counts as an absence mark. Pupils who arrive 
before the register closes will be counted as late and will be dealt with under the school’s policy 
on punctuality and lateness (covered later in this policy).  
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    2.5   Categorising Absence 

 A mark will be made in respect of each child during registration.  Any child who is not present at 
this time will be marked unauthorised absent unless leave has been granted by the school in 
advance or the reason for absence is already known and accepted by the school as legitimate.  
Where a reason for absence is given and accepted by the school at a later stage, the register 
will be amended in such a way that the original entry and the amendment / correction are 
distinguishable.  The decision about whether the absence should be authorised or unauthorised 
rests with the attendance manager and ultimately the attendance leader. 

 
Corton Primary School and Nurserey recognises the clear links between attendance, 
attainment and good progress, and attendance and safeguarding children.  It recognises that 
inappropriate authorisation of absence can be as damaging to a child’s education as authorised 
absence, will potentially send a message to parents that any reason for non-school attendance 
is acceptable and can render children extremely vulnerable to harm.  If absence is frequent or 
continuous, and except where a child is clearly unwell, staff at Corton Primary School and 
Nursery will challenge parents about the need and reasons for their children’s absence and will 
encourage them to keep absences to a minimum.   A note or explanation from a pupil’s home 
does not mean an absence becomes authorised.  The decision whether or not to authorise an 
absence will always rest with the school. 

 
If no explanation about an absence is received by the school within 1 week, the absence will 
remain unauthorised. 

 

If a phone call is received stating that a child is sick, medical evidence may be required; 
 

- if the child has had a high number of illness marks,  
- if the school is not satisfied that the illness is genuine,  
-     if the illness is prolonged  

          -     if the illness does not correspond with the number of days taken. 
 

Guidance from the NHS and the school nurse may also be sought in some cases.  
 
2.6 Absences may be authorised in the following circumstances:  

• Where the school is satisfied that the child is too ill to attend and medical evidence is provided. 

• Where the pupil has a medical appointment and evidence of this appointment is received 
(although parents should be encouraged to make these out of school hours wherever possible, 
and to return their child to school immediately afterwards – or send him/her to school 
beforehand). 

• A pupil is to participate in an approved performance for which a license has been granted by 
the Local Authority. 

• In other exceptional circumstances for a very limited period.  This would be at the discretion of 
the attendance lead. 

• If leave of absence has been authorised by the headteacher. 

• Medical evidence could be provided in the form of appointment cards, copies of prescribed 
medication labels, letters from doctors/specialists. 

 

 2.7      Approved Educational Activity 

Where a pupil is engaged in off-site approved educational activities, the school will check 
his/her attendance on a daily basis before entering the appropriate code in the register.  
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2.8       Staff Training 
The School Attendance Leader will ensure that all staff responsible for taking registers, 
including any temporary or supply staff, receive sufficient training to enable them to perform the 
task accurately. 

 
The Attendance Manager will ensure office staff are trained in the importance of good 
attendance and in the procedures that need to be carried out. 

 
3 Leave of Absence 

 
Authorised Absence 
The school may only accept the following reasons for absence: 

• Illness 

• Medical/Dental appointments 

• Day of religious observance – (parents religion) 

• Funeral/wedding 

• Actively serving member of Armed Forces 

• When a family needs time together during or straight after a crisis 
 

Unauthorised Absence 

• Where no explanation is given 

• Visiting relatives 

• Birthdays 

• Shopping trips 

• Over-sleeping and not attending for the rest of the day 

• Medical/long term illness where evidence is not provided 
 
A request for Leave of Absence must be completed using the official Leave of Absence request 
form at least two weeks prior to the absence being taken. One form must be completed for 
each individual child. The Attendance Leader can only authorise leave if it meets the following 
criteria: 
 

• Parents in the armed forces returning from overseas placement. 

• Funeral/Wedding of immediate family member – maximum of three days (1 day for the 
ceremony and a day either side for travelling) 

• There are family circumstances that may necessitate a leave of absence in term time for the 
benefit of the whole family e.g. bereavement/terminal illness or time of crisis. 
 

3.1 Term time holidays 
Parents/carers are expected to take their child(ren) on holiday during the school holidays to 
minimise the impact of their child(ren) missing their education. Leave of absence taken during 
term time will not be authorised except in exceptional circumstances. Unauthorised absences 
will be recorded on your child’s attendance record.  

 
 Second and subsequent unauthorised, term-time leave of absence may be referred to the Local 

Authority for legal action. In these cases, the Educational Welfare Officer will be asked to 
investigate and will decide with the school, what the best course of action should be. 

 
Unauthorised Absences and Penalty Notices  
Parents have a legal responsibility to ensure that their child(ren) receive a full-time education. 
The Local Authority has a duty to enforce this where necessary. Local Authorities are 
authorised to issue Penalty Notices in cases of unauthorised absence from school. Penalty 
Notices may be referred in the case of unauthorised term-time holidays, cases of regular 
unauthorised absences, e.g. unauthorised late marks - ‘U’s, absence without evidence or 
unexplained absence. Corton Primary School and Nursery in line with guidance from the Local 
Authority may make a Penalty Notice referral to the Local Authority. The Local Authority 
(Suffolk County Council) can then issue a Penalty Notice fine per parent per child. A ‘parent’ is 
defined as someone who has parental responsibility for a child. In the case of a separated 
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family a letter from the parent who is not in agreement with the absence should be provided to 
the school for consideration when making a ‘leave of absence’ request. Parents should note 
that fines increase if they are not paid with the specified time. If a Penalty Notice is not paid in 
full within 28 days of issue, the Local Authority will then start legal proceedings against parents 
in the Magistrate’s Court for the original offence of failing to ensure their child attends school 
regularly. Further information on Suffolk County Council’s Penalty Notice Code of Conduct can 
be found on their website www.suffolk.gov.uk  
 
Corton Primary School and Nursery does not benefit financially in any way from Penalty 
Notices 
 

 
4. Collection and analysis of data 
4.1    The Attendance Leader and Attendance Manager will ensure that attendance data is complete, 

accurate, analysed and reported to the parents and the governing body. The data will inform 
the school’s future practice to improve attendance and prevent disaffection. 

 
4.2 Attendance is monitored by whole school, year group and classroom group. It is also analysed 

by gender, ethnicity, pupils / students with special educational needs and those who are 
vulnerable to poor attendance. 

 
4.3   The attendance manager will ensure accurate attendance returns are made to the DfE 

within the stipulated time frame, each term 
 
4.4      The attendance manager will ensure all documents required will be submitted to the LA   

in relation to issuing Fixed Penalty Notices and information required for court proceedings. 
 
 
5. Systems and strategies for managing and improving attendance 
5.1 Attendance has a very high profile at Corton Primary School and Nursery and is regularly 

discussed at assemblies and in class. Parents are regularly reminded in newsletters and school 
meetings about the importance of good attendance and its links to attainment. 

      
5.2 First-day calling 

5.3 We use a system of first-day calling. This means that parents will be telephoned on the first day 
a pupil is absent without explanation to establish a reason for the absence. This helps to 
identify at an early stage pupils who do not have a good reason for absence or who may be 
absent without their parents’ knowledge. Where it is not possible to make contact with parents 
on the first day of absence, the school will send a letter to them by first class post.   

5.4  School Strategies to Tackle Absence 
The Attendance Leader is responsible for the school management of attendance, policy and 
systems to ensure that we intervene in non-attendance at an early stage. 

 
Parents will be written to if their child’s attendance falls below 95%. The letter will explain the 
importance of good attendance and explain the next steps should their attendance not improve. 
During the Autumn term this letter will be an information letter explaining what will happen if 
attendance continues at that level. If attendance remains below 95% at the end of this term, a 
letter will be sent informing parents that medical evidence will be required in order for all future 
absences to be authorised. 
 

5.5 Referral to other Agencies 
If a child is failing to attend school at all, a Child Missing Education (CME) referral will be made 
to the Local Authority.  

 
5.6       Fixed Penalty Notices 

Pupils who are absent for six unauthorised sessions within an academic year, and whose 
attendance is below 96% (over the previous 12 month period) may be issued with a Fixed 
Penalty Notice (FPN) referral. Each parent will be issued with a £60 fixed penalty. The 
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attendance manager will ensure these FPN are received by the LA within 15 days of the 
absence being taken. 
 

  5.7    Lateness and punctuality 
Pupils are expected to arrive at school, on time every day. It is very disruptive to their own 
education, and that of others in their class, if they are late. Pupils who arrive after the register 
closes will be marked absent for the whole session (a session being a morning or an 
afternoon). This absence will be unauthorised unless the school is satisfied that there is a 
legitimate reason for the pupil to be late. Such a reason will not include things such as missing 
the bus, bad traffic, clothes in the washing machine or lost shoes. A pupil who is persistently 
absent by reason of lateness will be dealt with in the same way as other students with an 
emerging pattern of absence. (See para. 4.4).   
 
If a pupil receives more than 5 late marks in any one academic year, the parent may be 
requested to meet with the headteacher. 

 
5.8 Pupils who arrive late for school but before the register closes will be written to, explaining the 

impact of this.  
 

5.9 For health and safety reasons it is important that staff know who is in the building. Pupils 
arriving late must report to the school office. They should be brought to the office by their 
responsible adult and the reason given for their lateness. It is important that all pupils arriving 
late follow this procedure. They will then sign their child in the late book. 
 
 

5.10 For the same reason it is important that pupils leaving the premises legitimately (e.g. for a 
medical appointment), are signed out at the school office. 

 
  6.       Parents’ / carers’ responsibilities 

The prime responsibility for ensuring children receive an appropriate and full-time education 
rests with parents / carers (defined by the Education Act 1996 as those with parental 
responsibility and those who have the care of a child), who will be supported and encouraged 
by Corton Primary School and Nursery. 

 
 We expect parents / carers will: 

• ensure their children attend school when expected; 

• support their children’s attendance by keeping requests for absence to a minimum; 

• not expect the school to automatically agree any requests for absence, and not condone 
unjustified absence from school. 

 

 Parents will also be expected to: 

• notify the school office on each day of absence by calling our absence line.  

• ensure their children arrive at school on time, properly dressed and with the right equipment for 
the day; 

• work in partnership with the school, for example by attending parents’ meetings and 
consultations, signing reading records when asked to do so, taking an interest in their children’s 
work and activities; 

• contact the school without delay if they are concerned about any aspects of their children’s 
school lives.  Corton Primary School and Nursery will endeavor to support parents to address 
their concerns. 

 

7.         Reward Systems 
Corton Primary recognises the importance of celebrating good attendance and reinforcing 
positive attitudes. We celebrate this through our weekly attendance shield – the class with the 
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highest attendance percentage will receive the shield each Friday during the Good Work 
Assembly. 

 
Individual certificates and attendance medals are awarded each term to pupils who achieve 
100% attendance. Certificates and a small prize are presented to pupils who attain 100% 
attendance in an academic year. 

 
8.         Governors’ responsibilities 
 The governing body of a maintained school shall make arrangements for ensuring that their 

functions relating to the conduct of the school are exercised with a view to safeguarding and 
promoting the welfare of children who are pupils at the school. 

 
The Headteacher reports to the whole governing body half termly on school attendance. 
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Appendix 1                  

   Corton C.E. Primary School and Nursery 

 
Term Time Leave of Absence Form 

 
Children’s’ regular attendance at school is very important and supports their learning and 
getting the most from the opportunities offered at school. The Government and Ofsted 
consider that children should normally have at least 95% average attendance a year in 
primary schools. This would be no more than 9 days absence in a year. 
 
A school can only grant term time leave in exceptional circumstances. Schools are unable to 
grant any days unless they meet the following criteria:  

 
 

• Parents in the armed forces returning from overseas placement. 

• Funeral/Wedding of immediate family member – maximum of three days (1 day for the 
ceremony and a day either side for travelling) 

• There are family circumstances that may necessitate a leave of absence in term time for the 
benefit of the whole family e.g. bereavement/terminal illness or time of crisis. 

 
Even if the above criteria is met, if there are concerns over a child’s attendance over the past 
12 months, the leave may not be authorised.  
 
Please note that leave of absence will not be authorised in April/May/June due to SATS and if 
you have other older children at High School during GCSE exam periods.  
 
The School will not authorise absence for any term time leave, unless the above exceptional 
circumstances have been met. We also require a completed leave of absence application form 
before the leave of absence commences. Please note that reasons such as a holiday being 
cheaper or a birthday celebration will not be authorised.  
 
What happens if the leave is unauthorised? 

 

• If you take your child out of school on unauthorised leave it will be recorded as an 
unauthorised absence. 

• A penalty notice will be issued to each parent or carer for each child with 6  unauthorised 
sessions in an academic year.  A fixed penalty notice is £60 fine, this increases to £120 if 
unpaid and legal proceedings can follow. 
 
In line with county guidance penalty notices can be issued after 1 session of unauthorised 

absence.  However at Corton we will generally inform county of the absence and they will issue 

penalty notice after 6 sessions of unauthorised absence. 
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Corton C.E. Primary School and Nursery 

 
Corton CE Primary School and Nursery application for Term Time Leave of Absence 

 
I wish to apply for leave of absence from school for term time leave: 
 
Name of child (children): _________________________________  Class: ______ 
 
Date of proposed absences.   From: ______________  To: ___________________ 
 

In brief please state why you wish for this leave in term time to be authorised. 
Please attach any supporting evidence. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Is there a brother or sister at another school for whom you are applying for leave of absence 
please give: 
 
Name of Child:_____________________________ School: _________________ 
 
Total of number school days requested in this application:  __________    
 
Signature of Parent / Carer: _________________________  Date: ______________ 
 
School Use only 

• Child’s average attendance in last 12 months checked:         _________ % 

• How many days term time leave already taken this academic year? ________ 

• Is the Education Welfare Officer working with family?    Yes / No 

• Does the request fit the exceptional criteria?  (see overleaf)      Yes / No 
 
This request for term time leave is authorised / unauthorised. 
 
Signed: _____________________  Headteacher    Date: ___________ 
 
Revised Nov 2022  


