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Attendance and Punctuality Policy 
 

We believe that in order for pupils to benefit fully from their education, regular 
attendance is crucial and that the school, pupils and parents need to work together to 

enable this to happen.  Any problems with attendance need to be identified and acted 
on quickly.  Our aim is to facilitate regular and sustained attendance at school so that 

children can achieve their full learning potential. 
This policy follows DfE School attendance Guidance for maintained schools, 
academies, independent schools and local authorities  August 2020 – 

APPENDIX 5 
 

Responsibilities: 
 

The School will ensure: 
 accurate recording of attendance, using electronic systems 

 early contact with parents/carers when a child fails to attend school 
 prompt and confidential action on any identified problems 

 rewards to promote good attendance 
 provision of full time education appropriate to the child’s needs and 

developmental stage (Education Act 1996) 
 

We expect parents/carers to ensure that: 
 their child attends school 

 they contact the school early on a daily basis, unless previously notified, 
advising as to the reasons for absence 

 their child is punctual, properly dressed and equipped for the day 
 they notify the school if there are any problems affecting their child’s 

attendance or learning 

 their child receives a full time education (Education Act 1996) 
 

We expect pupils to: 

 attend school regularly 
 arrive on time 

 be prepared to learn 
 
Registration and Monitoring Attendance 

Registration occurs at the beginning of the morning and afternoon sessions.   
 

Registration is at 8.45 in the morning.   
 
A child arriving after this time will be designated ‘late’.  A child arriving after 9.15am 

will be designated ‘late after register closed’ and this will be classed as an 
unauthorised absence. Pupils arriving late seriously disrupt their work and that of 

others and pupils may miss key parts of the lesson.  Children who are late should 
report to the school office.  The school also accepts and understands that there are 
situations where lateness is unavoidable: for example, traffic or transport problems. 
 

Class teachers and office staff have responsibility for monitoring the attendance of 
pupils in class, for collecting notes explaining absence, for discussing attendance with 

parents/carers and for maintaining accurate electronic registers using attendance 
codes.  Letters of absence and notes of telephone messages for absence are retained 

with office records for three years. 
 

All absence records are recorded electronically and therefore retained for the duration 

of the child being on roll at the school. 
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Absence 

Parents are expected to notify the school by 9am on the first day of absence from 
school.  If there has been no contact from home, office staff will contact parents or 

carers, by absence text, to confirm the reason for absence- APPENDIX 1. 
 

Children Missing in Education  

At West Park we follow West Sussex guidelines for schools and colleges- APPENDIX 2. 
This references statutory guidance from the Department for Education- APPENDIX 3. 
If a child fails to attend or appears to have disappeared, and the period of absence is 

unusual, the school will make every effort to trace the child and will also inform the 
‘Children Missing in Education’ team at the Pupil Entitlement Service. If the child is 

Looked After or the subject of a Child Protection Plan, the school will notify the Key 
Worker within the first 24 hours of absence, if no contact has been made with the 

parent/ carer. In the event of it being suspected that the child is at potential risk of 
harm, the school will notify the Children’s Social Care Services and/ or the Police Child 
Protection Team immediately. 
 

Illness 
When a child has suffered from sickness and/or diarrhoea, West Park CE Primary 

School follows NHS Guidelines advising 48-hours absence from school is required from 
the last bout of sickness and/or diarrhoea. 

For longer or repeated absences due to illness parents/ carers may be asked to 
provide a GP’s letter or equivalent confirming that your child is/was not able to attend 
school and the reason for this. The school reserves the right to code absence as 

unauthorised where no such evidence is provided. 
 

Addendum: recording attendance in relation to coronavirus (COVID-19) 
during the 2021 to 2022 academic year APPENDIX 4 
 

Holidays in Term-time 

Headteachers have been directed by the Government not to authorise any absence 
from school unless there is an ‘exceptional' circumstance. You must get permission 

from the headteacher if you want to take your child out of school for a holiday in term 
time. It’s up to the headteacher on how many days your child can be away from 

school if it is granted.  Each request for holiday absence is dealt with on its own 
merits and the child's previous attendance record is taken into account. 
 

Authorised and Unauthorised Absences 

Any planned absence must be made in writing in advance of the absence. 
When a valid reason for absence is given by the parent or guardian, and is accepted 

by the school, the absence counts as authorised and the appropriate code is placed in 
the register. Grounds for authorisation include sickness or other unavoidable cause, 

days of religious observance and exceptional circumstances leave granted by the 
school. Requests must be made in writing, as soon as possible, before the leave date.  
Minding the house, looking after other children, birthday treats or shopping trips 

within school hours will not normally be acceptable reasons for absence. Requests for 
leave of absence to attend funerals or associated events are responded to 

sympathetically and are normally authorised by the school.  
If, despite the school's efforts, no reason for absence is provided then the absence will 
count as unauthorised.  If a child has 10 unauthorised sessions (a session is half a 

day) of absence within a 10 week period, we will inform the Pupil Entitlement: 
Investigation Team who may choose to serve a fixed penalty notice on the 

parents/carers. 
If you wish to obtain a copy of attendance codes please contact the office. 
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The Role of the Pupil Entitlement: Investigation Team 

The School works closely with Pupil Entitlement: Investigation Team in monitoring 
attendance, setting targets for attendance and applying the Local Authority policy on 

attendance in school.  The team regularly visits the school to follow up issues on 
attendance and decide on actions regarding unauthorised absences or poor 

attendance. 
 
General questions around school attendance including the use of penalties can be 

answered by the Pupil Entitlement: Investigation (PEI). 
 

Contact the PEI: 

 Email PEI@westsussex.gov.uk  Tel: 033 022 28200 
 

West Sussex County Council guidance on school absences: 

https://www.westsussex.gov.uk/education-children-and-families/schools-and-
colleges/school-attendance-behaviour-and-performance/ 
 

Attendance Concerns 
Attendance of all pupils is monitored by the school Attendance Officer. Concerns are 

shared with the Pastoral Manager and Deputy Headteacher for inclusion. 
 

Every day of absence impacts on children’s learning.  
 

Over the course of a school year: 
 95% attendance 1 week 4 days of learning missed  
 90% attendance 3 weeks 4 days of learning missed  

 85% attendance 5 weeks 3 days of learning missed  
 80% attendance and below at least 7 weeks 3 days of learning missed 

 

If a child’s attendance reaches: 
 95% - monitoring by Attendance Officer and Pastoral Manager 

 94-90% - a letter will be sent home highlighting the level of attendance 
 Below 90% - the child now falls into the Government’s Persistently Absent 

category.  Parents/carers and children (as appropriate) are invited into school to 

meet with the Pastoral Manager and/or Deputy Headteacher for Inclusion/ 
Attendance Officer to put an attendance action plan in place to help and support 

parents/carers in improving the child’s attendance level. 
 

Should problems persist, then the Pupil Entitlement: Investigation Team would 

become involved. 
 

Persistent lateness is also deemed a concern and a letter will also be sent home.  If 

there is still no improvement a second letter will be sent, requesting a meeting with 
parents/carers in order to set targets for the future. 
 

Rewards and Celebrations 
At West Park we celebrate the value of good attendance throughout the year and raise 
awareness with pupils and families through newsletters, by issuing stickers/ 

certificates for good attendance and punctuality, and through discussion at parent/ 
carer consultations. 
 

Monitoring and Evaluation 
The effectiveness of this policy will be monitored by the Pastoral Manager and 

Attendance Officer, with termly reports to Governors. 
 
 
   

mailto:PEI@westsussex.gov.uk
tel:033%20022%2028200
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This policy will be reviewed in the Autumn Term 2022. 
 

 
September 2021 
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Appendix 1: 
 

First Day Absence Procedures  
  
 
 
 
 8.45 Class 

registers taken 

By 9.30am 
absence lines 

checked and SIMs 
updated 

 
Absence texts 
sent to confirm 

reason for 
absence 

10.00 Follow up any absences 
not confirmed by parent/ carer. 

 
Every effort made: 

Call all contacts, leave 
messages if possible, email at 

highest priority. 
Record actions taken on SIMs 

and memo for file. 

Absence not confirmed by 
parent/ carer 

Absence confirmed 
by parent/ carer 

PEI contacted for 
advice 

101 Police Welfare 
check requested if 

advised 

Absence confirmed 
by parent/ carer 
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APPENDIX 2: 

Child Missing Education – Policy & Guidance for West Sussex Schools and 
Colleges. 

This policy and guidance are specifically for West Sussex schools and colleges 
and details how they must notify the Local Authority when they remove a 

child from the school roll at a non-standard transition point. 
It also explains how schools and colleges must notify the Local Authority 
when adding a child to the school roll at non-standard transition points. 

 
1. Statutory Guidance 

Several significant updates were made in 2016. View the latest statutory 
guidance relating to Children Missing Education 
(https://www.gov.uk/government/publications/children-missing-education ). 

 
2. The Nominated Person for WSCC 

The nominated officer for Children Missing Education in West Sussex is Sara 
Hughes, Senior Investigating Officer, Children Missing Education: 0330 2222059 
/ sara.hughes@westsussex.gov.uk; 

 
3. Overview 

3.1 All children, regardless of their circumstances, are entitled to a full-time 
education which is suitable to their age, ability, aptitude and any special 
educational needs they may have. Local authorities have a duty to establish, as 

far as it is possible to do so, the identity of children of compulsory school age who 
are missing education (not on a school roll or in any other suitable provision) in 

their area. 
3.2 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 victims of harm, exploitation or radicalisation, and 

becoming NEET (not in education, employment or training) later in life. 
3.3 The law requires all schools to have an admission register and, with the 
exception of schools where all pupils are boarders, an attendance register. All 

pupils must be placed on both registers.  
2 

3.4 This policy outlines what schools and colleges must do when they either 
remove a child from or add a child to, the school roll at non-standard transition 

points. 
3.5 For those children who are removed from the school roll under one of the 15 
specific criteria listed at 5 below, the school must notify the Local Authority using 

the process at 6 below as soon as possible. 
3.6 The Local Authority Children Missing Education Team will then make enquiries 

and establish whether the child is in receipt of other suitable education provision 
or is to be regarded as a Child Missing Education. 
3.7 Poor attendance or Children Missing Education. 

Children Missing Education specifically relates to children who are not on a school 
roll or receiving suitable education elsewhere. Schools and colleges must be very 

clear not to confuse this with children who may be missing out on education 
through either poor attendance or truanting. For poor attendance and truanting 
issues contact should be made in the first instance with Pupil Entitlement 

Investigations: 0330 228200 / educationwelfare.duty@west sussex.gov.uk; or if 
the school and college consider the child with poor attendance or who is truanting 

to be at risk then contact should be made with MASH or for urgent cases, Police. 
 
4. Safeguarding 

https://www.gov.uk/government/publications/children-missing-education
mailto:sara.hughes@westsussex.gov.uk
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Information in this policy is intended to support normal school safeguarding 

practice. Schools MUST follow the normal route of contacting MASH on 01403 
229900 where they have safeguarding concerns about any child. If those concerns 

are urgent, then schools should call the police. 
 

5. Removal from Roll at NON-STANDARD TRANSITION POINTS – when and 
how to notify the Local Authority 
5.1 All schools (including academies, free schools and independent schools) must 

notify their local authority when they are about to remove a pupil’s name from 
the school admission register under any of the fifteen grounds listed in Section 8 

of The Education (Pupil Registration) (England) Regulations 2006. 
1 8(1) (a) - where the pupil is registered at the school in accordance with 
the requirements of a school attendance order, that another school is 

substituted by the local authority for that named in the order or the order 
is revoked by the local authority on the ground that arrangements have 

been made for the child to receive efficient full-time education suitable to 
his/her age, ability and aptitude otherwise than at school. 
2 8(1)(b) - except where it has been agreed by the proprietor that the 

pupil should be registered at more than one school, in a case not falling 
within sub-paragraph (a) or regulation 9, that s/he has been registered 

as a pupil at another school. 
3 
3 8(1)(c) - where a pupil is registered at more than one school, and in a 

case not falling within sub-paragraph (j) or (m) or regulation 9, that s/he 
has ceased to attend the school and the proprietor of any other school at 

which s/he is registered has given consent to the deletion. 
4 8(1)(d) - in a case not falling within sub-paragraph (a) of this paragraph, 
that s/he has ceased to attend the school and the proprietor has received 

written notification from the parent that the pupil is receiving education 
otherwise than at school. 

5 8(1)(e) - except in the case of a boarder, that s/he has ceased to attend 
the school and no longer ordinarily resides at a place which is a 
reasonable distance from the school at which s/he is registered. 

6 8(1)(f) - in the case of a pupil granted leave of absence in accordance 
with regulation 7(1A), that: 

(i) the pupil has failed to attend the school within the ten school days 
immediately following the expiry of the period for which such leave was 

granted; 
(ii) the proprietor does not have reasonable grounds to believe that the 
pupil is unable to attend the school by reason of sickness or any 

unavoidable cause; and 
(iii) The proprietor and the local authority have failed, after jointly 

making reasonable enquiries, to ascertain where the pupil is. 
 
Please note schools cannot unilaterally make the decision at point (iii). This 

MUST be done in consultation with the Local Authority Children Missing Education 
Team. 

 
7 8(1)(g) - that s/he is certified by the school medical officer as unlikely to 
be in a fit state of health to attend school before ceasing to be of 

compulsory school age, and neither s/he nor her/his parent has indicated 
to the school the intention to continue to attend the school after ceasing 

to be of compulsory school age. 
8 8(1)(h) - that s/he has been continuously absent from the school for a 
period of not less than twenty school days and: 
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(i) at no time was her/his absence during that period authorised by the 

proprietor in accordance with regulation 6(2); 
(ii) the proprietor does not have reasonable grounds to believe that the 

pupil is unable to attend the school by reason of sickness or any 
unavoidable cause; and 

(iii) The proprietor of the school and the local authority have failed, after 
jointly making reasonable enquiries, to ascertain where the pupil is. 
 

 
Please note schools cannot unilaterally make the decision at point (iii). This 

MUST be done in consultation with the Local Authority Children Missing Education 
Team. 
 

9 8(1)(i) - that s/he is detained in pursuance of a final order made by a 
court or of an order of recall made by a court or the Secretary of State, 

that order being for a period of not less than four months, and the 
proprietor does not have reasonable grounds to believe that the pupil will 
return to the school at the end of that period. 

10 8(1) (j) - that the pupil has died. 
11 8(1)(k) - that the pupil will cease to be of compulsory school age before 

the school next meets and: 
(i) the relevant person has indicated that the pupil will cease to attend 
the school; or: 

(ii) The pupil does not meet the academic entry requirements for 
admission to the school’s sixth form. 

12 8(1)(l) - in the case of a pupil at a school other than a maintained school, 
an Academy, a city technology college or a city college for the technology 
of the arts, that s/he has ceased to be a pupil of the school. 

13 8(1)(m) - that s/he has been permanently excluded from the school. 
14 8(1)(n) - where the pupil has been admitted to the school to receive 

nursery education, that s/he has not on completing such education 
transferred to a reception, or higher, class at the school. 
15 8(1)(o) where: 

(iii) the pupil is a boarder at a maintained school or an Academy; 
(iv) charges for board and lodging are payable by the parent of the 

pupil; and 
(v) Those charges remain unpaid by the pupil’s parent at the end of the 

school term to which they relate. 
 
6. Notifying the Local Authority when removing from roll at nonstandard 

transition point 
6.1 The Local Authority must be notified when a school is to delete a pupil from 

its register under any of the above circumstances. This should be done as soon 
as the grounds for deletion are met, but no later than deleting the pupil’s name 
from the register. It is essential that schools comply with this duty so that local 

authorities can, as part of their statutory obligations, identify and track children 
missing education until they are back in school or receiving suitable education 

elsewhere.  
5 
6.2 When schools or colleges are removing a child from the school or college 

roll in the above circumstances, the Local Authority MUST be informed using the 
following on line form which can also be accessed via the West Sussex Service 

for Schools website, within the Pupil Entitlement, Children Missing Education 
area. 
6.3 The Local Authority will always welcome contact from schools and colleges 
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with the Children Missing Education Team before a child is removed from roll. 

 
7. Notifying the Local Authority when on-rolling at non-standard transition 

point 
7.1 All schools must notify the Local Authority within five days of adding a 

pupil’s name to the admission register at a non-standard transition point. The 
notification must include all the details contained in the admission register for the 
new pupil. In such circumstances the Local Authority should be notified by 

completing the following relevant form, also found in the West Sussex Service for 
Schools site. 

 
8. Further advice 
The Nominated Person for Children Missing Education in West Sussex is Sara 

Hughes, Senior Investigating Officer, Children Missing Education: 0330 2222059 
/ sara.hughes@westsussex.gov.uk 

mailto:sara.hughes@westsussex.gov.uk
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APPENDIX 3 

 
DfE Children missing education- Statutory guidance for local authorities 

September 2016 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attach
ment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf
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APPENDIX 4 
Autumn Term 2021 COVID Update 

Attendance is mandatory. The usual rules on attendance continue to apply, including: 
 
 parents’ duty to ensure that their child of compulsory school age attends regularly 

at the school where the child is a registered pupil 
 schools’ responsibilities to record attendance and follow up absence 

 the ability to issue sanctions, including fixed penalty notices, in line with local 
authorities’ codes of conduct 

 the duty on local authorities to put in place arrangements for identifying, and to 
follow up with, children missing education 
 

Not attending in circumstances relating to COVID-19 
This category must be used to record sessions that take place in the 2021 to 2022 

academic year where a pupil does not attend because their travel to, or attendance at, 
school would be: 
 

 contrary to guidance relating to the incidence or transmission of COVID-19 from 
Public Health England (PHE), or its successor UK Health Security Agency (UKHSA), 

and/or the Department of Health and Social Care (DHSC) 
 prohibited by any legislation (or instruments such as statutory directions) relating 

to the incidence or transmission of COVID-19 

 
This category must only be used to record where a pupil is not attending for the 

reasons set out above. It should not be used to record any other type of non-
attendance or absence - for example, where a parent or pupil is anxious about 
attending school because of COVID-19. 

 
The schools COVID-19 operational guidance sets out when pupils should self-isolate 

and when they ought to be tested in the 2021 to 2022 academic year. 
 
Examples in which ‘not attending in circumstances relating to COVID-19’ 

could apply 
In line with current legislation, and guidance from PHE (and its successor the UKHSA) 

and DHSC, examples are as follows. 
 
Pupils who are required to self-isolate as they have symptoms or confirmed 

COVID-19 
Pupils who have symptoms of COVID-19, or have had a positive lateral flow device 

(LFD) test, should self-isolate and get a confirmatory polymerase chain reaction (PCR) 
test. 
 

If a pupil tests negative and if they feel well, they can stop self-isolating and return to 
school. If the pupil remains unwell following the test (such as with a different illness), 

then they should be recorded as code I (illness). Code X should only be used up until 
the time of the negative test result. Schools should not retrospectively change the 

attendance register due to a negative test result. 
 
If a pupil tests positive, they should continue to self-isolate in line with public health 

guidance. Code X should be used for the period of self-isolation until the test. After 
the pupil tests positive, they should be recorded as code I (illness) until they are able 

to return to school. 
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Pupils who are a close contact of someone who has symptoms or confirmed 

COVID-19 
Pupils who are a close contact of someone who has tested positive for COVID-19 do 

not need to self-isolate. They should instead get a PCR test, and should only self-
isolate if they test positive. If they do test positive, they should be recorded as code I 

(illness) until they are able to return to school. 
 
Pupils who are required by legislation to self-isolate as part of a period of 

quarantine 
As usual, parents should plan their holidays within school breaks and avoid seeking 

permission to take their children out of school during term time. Families should also 
consider that their child may need to self-isolate following trips overseas that require 
a period of quarantine. If a pupil is required to be in quarantine on arrival in, or return 

to, the UK, the school should use code X in the register. 
 

Pupils who are self-isolating but who have not had a PCR test 
In line with public health advice, pupils with symptoms must self-isolate and schools 
should strongly encourage pupils to take a PCR test. Where the pupil is unable to take 

a PCR test, the school should record the pupil as code X in the register. 
 

Schools should follow up with families if they are not satisfied with the reason as to 
why the pupil is not in school. Schools can request supporting evidence from the 
family. Where the school is not satisfied with the reason given for absence, they may 

record this using one of the unauthorised absence codes, in line with the school 
attendance: guidance for schools. 

 
Remote education 
If a pupil is not attending school because their attendance would be contrary to 

government guidance or legislation around COVID-19, we expect schools to offer 
them access to remote education. Schools should keep a record of, and monitor 

engagement with, this activity, but this does not need to be tracked in the attendance 
register. 
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APPENDIX 5  

 
DfE School attendance- Guidance for maintained schools, academies, 

independent schools and local authorities 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attach
ment_data/file/907535/School_attendance_guidance_for_2020_to_2021_academic_y
ear.pdf  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/907535/School_attendance_guidance_for_2020_to_2021_academic_year.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/907535/School_attendance_guidance_for_2020_to_2021_academic_year.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/907535/School_attendance_guidance_for_2020_to_2021_academic_year.pdf

