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ATTENDANCE & PUNCTUALITY POLICY 

 
 
Introduction 
The opportunity, and indeed right, to be educated in school is one that should be valued and the 
Governors of the school recognise not only the legal obligation that children should attend school every 
day, but also the fact that if children are to enjoy consistency and progress in their education that 
maximum possible attendance is vital. 
 
School Aims 
To promote full attendance at the academy. 

 
Aims of the School that are particularly related to attendance and punctuality are: - 
 
To ensure that all children will be eager and enthusiastic to come to school by providing a sympathetic, 
safe, stable environment where children feel happy and secure within a calm, caring atmosphere. 
 
To help to develop a sense of high self-esteem so that they each may achieve their full potential. 
 
 
To reward pupils and celebrate the success of pupils who achieve excellent, good or improved 
attendance. 
 
To challenge pupil attendance where it falls below the academy target of 96%, ensuring appropriate 
levels of support and intervention are maintained.  
 
To engage with external agencies to monitor, support and intervene where attendance is a cause for 
concern and falls below 90% (the national measure for persistent absence). 
 
Equality Act 2010 
Every child will be fully included in the everyday life of the school.  Where required, reasonable 
adjustments will be made to ensure as full an attendance as is practically possible is catered for.  See 
Equality policy, Health and Safety policy and Medicines policy.  Advice will be sought from Castleford 
Multi Academy Trust regarding decisions about absence for holidays for exceptional circumstances and 
‘Educated Off Site’ attendance recording where a child has specialist needs.   
 
 
The foundations of good attendance and punctuality 
Attitudes to aspects of school life are formed in the earliest experiences of school and therefore we 
endeavor to promote the development of a respect for attendance and punctuality in nursery as well as 
throughout school. 
 
If pupils are to achieve their potential, good attendance and punctuality are critical. The link between 
attendance and achievement is well documented. Figures from the DCSF demonstrate this very clearly.  
 
At the meetings for parents of children due to be admitted into Nursery and Reception the Headteacher 
outlines the following: - 
 
Children should attend nursery and school every day unless they are ill or there are very exceptional 
circumstances.  
 
All absences should be explained and parents are expected to inform school before 9.30am if their child 
is unable to attend. 
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School starts promptly at 9am. Five minutes’ lateness per day equals 25 minutes per week - the 
equivalent of a lesson time. 
Missed time is lost learning time. 
However - in very exceptional circumstances - better late than never. 
The school recognises that in the case of very young children, the children cannot be held responsible 
for their attendance and punctuality.  Children will be reminded that it is important to come to school 
every day, on time, but any difficulties will be discussed with parents.   
 

Procedures 

1. Registers are called in accordance with Local Authority guidelines at 9.00am and 1.15pm (1pm 
for Reception). 

2. The doors are locked promptly at 9am and any child arriving after that time enters school through 
the main entrance. Parents/carers are required to sign their child into school. Once the form is 
completed the child will be taken to their class by a member of the office staff. The reason for 
the lateness is recorded on SIMS. 

3. Registers are closed at 9.25am and 1.40pm     
4. Children arriving after that time may be considered absent for that session. Parents are made 

aware of these procedures and regular lateness is drawn to their attention.   
 
Attendance  
1. Parents are required to provide a reason for absence. 
2. Registers are marked according to the Local Authority guidelines. 
3. Oral messages (direct or by telephone) are recorded on SIMS. 
4. If no message or explanation has been received the family mentor / office staff phones the 

parent/carer of the pupil to ask why the child is not in school. We will try all the contact numbers 
that we have to trace the reason for the child’s absence. 

5. After 3 days (maximum) the family mentor will make a home visit if the absence continues to be 
unexplained. The CMAT EWO will be informed if the absence is still unexplained after 5 days 
(maximum). 

6. Staff should seek explanations from parents on the child’s return if no previous message has 
been received.  This includes teachers as they are the member of staff most likely to be in daily 
contact with the parent/carer. 

 

Problems with attendance and punctuality 
As the school always seeks to maintain good relationships with parents, any difficulties would firstly be 
discussed with parents.  If the situation persisted, the following steps would follow: 
 
1. Formal letter and/or meeting with parents 
2. Referral to the CMAT EWO. 
 
As the school wishes to be proactive, it is important that staff inform the headteacher or family mentor if 
problems seem to be arising so that action can be taken.  It is not only unexplained absences that give 
rise to concern, other patterns to be vigilant for are: 
 

 regular absence (or lateness) on a particular day of the week e.g. Mondays, Friday; 
 regular one day per week absence with no particular pattern; 
 repetition of the same explanation for short absences; 
 a whole days’ absence for clinic/hospital appointments, etc. 
 extended weekends; 
 absence due to holidays, birthdays or days out. 

 

Attendance Days missed over a school year 

100% 0 Days missed 
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95% 9 Days missed 

90% 19 Days missed 

85% 28 Days missed 

80% 38 Days missed 

 
 
The Role of the Castleford Multi Academy Trust Education Welfare Officer (CMAT EWO) 
The CMAT EWO works across all schools in the CMAT to support them with improving attendance. 
The CMAT EWO meets the Family Mentor on a regular basis, by appointment, to discuss attendance 
and welfare. All children with attendance below 90% are discussed at the meeting. 
If it is agreed that it is necessary, a meeting will be arranged with the parents, family mentor and the 
CMAT. 
The school will provide every co-operation in supporting the role of the CMAT by monitoring specific 
cases as necessary and by providing all relevant information. 
 
Penalty Notice Fines 
Fines will be incurred for attendance which falls below Government targets - See the Local Authority 
website for details of these fines. www.wakefield.gov.uk 
Each term, parents are informed by letter if their child's attendance is below the school target of 96.5%.   
Additional letters may be sent to parents / carers if their child’s attendance is below the school target. 
This enables parents to closely monitor their child’s school attendance and the intention is that they 
work with the school, to improve attendance, to enable their child to be given the best possible chance 
of achieving their full potential.  Their contribution to the school's overall target of 96.5% + is also our 
aim.  
The family mentor arranges to meet with the parents of children where attendance is below target and 
gives cause for concern e.g. odd days, patterns of specific days etc. The Fast Track strategy will be 
followed for persistent absences, where a child’s attendance is closely monitored by school and the 
CMAT EWO, over a fixed period. If insufficient improvement is made, then a referral is made by the 
CMAT EWO to the Local Authority, requesting the issuing of a Penalty Notice 
All holidays are unauthorised other than in exceptional circumstances and Penalty Notices are issued 
by the Local Authority. 
 

Reasons for absence 

Authorised absence: is absence with permission.  This includes instances of absences for which a 
satisfactory explanation has been provided, e.g. ill health.  
 
Medical and Dental appointments, where possible should be made for after school or during school 
holidays. The academy understands that this isn’t always possible, however, pupils should attend 
school prior to or following a medical/dental appointment and avoid a full day’s absence. 
 
Unauthorised absence: is absence without permission.  This includes any unexplained or unjustified 
absences e.g. term time holiday or a shopping day. 
 
Holidays in Term Time: At Glasshoughton Infant Academy we strongly discourage the taking of 
holidays during term time. As you are already aware, Glasshoughton Infant Academy no longer 
authorises term time holidays. The Local Authority are informed of any term time holidays taken and 
a penalty notice is issued to each parent/carer for each child taken out of school for a term time 
holiday. A Penalty Notice is a fine of £60.00 which increases to £120.00 if not paid within 21 days. 
Unpaid Penalties may result in legal action. This has brought the academy in line with other 
academies and the guidance set by the government.  

Please consider the following if you are thinking of taking a holiday during term time. 
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• During one weeks’ absence your child will miss approximately 25 hours of their education. 

• If your child has one weeks holiday during term time and one week of illness during the school 
year they may fall below the Academy target and could be at risk of the national figure of 90% 
for persistent absence.  

• Research shows that children taken out of school may never catch up on work they have 
missed. It may affect their exam results and the progress they make at school.  

• Every school day counts if your child is to maximise their potential.  
 

Exceptional leave 

An application for absence must be made, for all pupils, in advance of any prolonged period of 
absence.  DfE guidance states that if an absence request is not received prior to the absence then it 
cannot be authorised.  Glasshoughton Infant Academy will ask you to complete an exceptional leave 
form prior to the absence.  This also includes absence as a result of holidays. 
 

Persistently absent pupils (PA) 

At the end of each term Glasshoughton Infant Academy, along with all other schools and Academies 
in the country, has to submit the names of the individual pupils who have attendance below 90% (this 
is the national measure for persistent absence). 

 
 
Breakfast Club 
A daily Breakfast Club is held which alleviates the problems some families face, especially those for 
whom early morning starts are a problem.   
 
 
Rewarding good attendance 
The school recognises that good attendance should be rewarded and that this can be an incentive to 
children. Children who reach the school target of 96.5% receive a certificate each half term. Children 
who are below the school target of 96.5% but have achieved 100% for the half term also receive a 
certificate. Children who achieve 96.5% or above for the whole term receive a badge and certificate. In 
addition, certificates are awarded for improvement in attendance. 
Children who attend for a full year are presented with and gift and certificate at the final assembly. 
Children who attend for their whole school career are suitably rewarded at the Leavers Assembly. 
A school ‘Connect 4’ is used to reward weekly class attendance. When a class reach the target of at 
least 96.5%, they receive a counter for Connect 4 and collect their whole class reward e.g. 10 minute 
disco, extra playtime etc. When the class get 4 counters in a row, they collect a bigger reward e.g. a 
picnic, games in the hall etc. Parents are made aware of class attendance rates each week on the 
school website and on posters displayed on the classroom window. Short term challenges and 
incentives are also set, for example, an Attendance and Punctuality Week.  
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Fast track 

Every ½ term, 96.5% and above attendees receive a certificate 

 

 

Attendance drop below 96.5%/3 broken weeks – LETTER 1 – Concern about attendance 

Follow up call from attendance officer 

 
 

Further absence – LETTER 2 

Leaflet about attendance included. Parents required to attend a meeting with the family mentor and CMAT 

EWO 

 
 

Further absence/below 90%, parents required to attend a meeting with EWO 

START OF FAST TRACK 

 

 

 

 

 

4 week review to look at progress 

 

 

                                                                                                

 

 
 

 

 

 

 
Conclusion 
The school will seek to do everything to maintain a high standard of attendance and punctuality for the 
benefit of the education of all the children.  Consistent fair reporting will be a regular procedure of the 
school.  
 
 
 
 
 

Failure to attend: Penalty warning 

issued 
Placed on Fast Track for four weeks 

If deteriorated: penalty fine issued  
Improved: Continue to monitor for a further 

four weeks 

Improved: No further action 

Deteriorated – Penalty Fine issued 
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Reviewed January 2011 and submitted to full GB to amend time recorded as ‘Late’ 
Amended and approved  
Reviewed and amended – January 2012 – (Penalty Notices/Monitoring letters/Fast Track) 
Reviewed March 2014 – submit to GB Meeting for final approval in May 2014 
Reviewed March 2016 
Reviewed Oct 2018 
Reviewed Oct 2019 
Reviewed Oct 2021 
 
 
This policy will be reviewed at least every two years, or in accordance with Government or LA 
guidance/legislation. 
 
 

  

Signed              Date: Oct 2021 

Mrs A. Walker Headteacher 

 

 

Signed                    Date: Oct 2021 
Mrs. B. Hughes Chair of Governors 

 

 

Signed  .H. Coulthurst..................................... Date: Oct 2021 

 

H. Coulthurst Family Mentor 
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