
  

 
 

Nether Kellet Primary School 
 

WHOLE SCHOOL ATTENDANCE POLICY 

 
Rationale: 
 
At Nether Kellet Primary School we recognise that attending school consistently is 
essential in positively impacting learning, progress and therefore giving the best life 
chances for children. We encourage high attendance for all pupils through an 
environment in which they and their parents feel highly valued as part of the school 
community. 

 
DFE guidance states that all schools should have effective systems and procedures 
for encouraging regular school attendance and investigating the underlying causes 
of poor attendance which should be set out in an attendance policy.  These systems 
should be reviewed regularly and modified where necessary to reflect the 
circumstances of the school.   
 
Aims 
 
We will: 
 

• Promote a culture across the school which identifies the importance of 
regular and punctual attendance.  

 
• Make attendance and punctuality a priority for all those associated with the 

school; including pupils, parents, teachers and governors. 
 

• Further develop positive and consistent communication between home and 
school. 

 
• Set targets to improve individual and whole school attendance levels, 

including statutory targets. 
 

Rights, Roles and Responsibilities 
 
We will develop a procedural framework which defines agreed roles and 
responsibilities for 
 



• Parents and carers 
• Pupils 
• School staff 
• Governors 

 
This is to complement this policy and identify how we will deliver our aims in 
respect of regular and punctual attendance. 
 
This procedural framework will include guidance on 
 

• Registration 
• Punctuality 
• What constitutes unauthorised absence 
• Holidays in term time/extended leave. 
• Systems for monitoring attendance and punctuality for individual pupils 
• Systems for dealing with absence 

• Criteria and systems for referral to and working with the Early Intervention 
Team and School Attendance Consultant. 

• Systems for monitoring whole school attendance and action planning 
• Appropriate alternative curricular arrangements 

 
Holidays in Term Time/Extended Leave 
 
Nether Kellet Primary School will discourage the taking of holidays in term time.  
The head teacher will only consider authorising requests for leave in term time 
where the pupil’s attendance is over 95% for the previous year and the parent is 
able to demonstrate exceptional circumstances.  The maximum leave that will be 
granted in such instances will be determined by the Headteacher on a case by case 
basis, taking into account advice from the School Attendance Consultant and the 
Chair of Governors.  Where leave of absence is granted it is on the understanding 
that parents are actively ensuring very good attendance throughout the year and 
that they are actively supporting their children’s education as this is one of the 
biggest factors affecting children’s learning and future life chances.   
 
Use of Penalty Notices 
 
Nether Kellet Primary School may request that the Local Authority issue Penalty 
Notices in respect of unauthorised absence.  This includes holidays which are taken 
without a prior request being made and those taken after a prior request has been 
made and parents have been informed that the absence is judged to seriously 
impact on the child’s education/ wellbeing.  Nether Kellet Primary School may also 
request that the Local Authority issue a Penalty Notice for days taken in excess of 
the agreed period of leave without good reason.  This measure may also be taken 
where parents are deemed to be keeping their child off school on a persistent basis 
without good reason.  In this instance the Attendance Team will be involved via the 
Lancashire PAST form. 
 
Partnership Working  
 
Nether Kellet Primary School will work with the Early Intervention Team, the School 
Attendance Consultant and other support agencies as appropriate to ensure regular 
attendance at school.  The criteria for referral and areas of responsibility for staff 
will be set out in the procedural framework on attendance. 



Monitoring, Analysis, Action Planning 
 
Nether Kellet Primary School will use electronic systems for monitoring attendance 
at both individual pupil and whole school level, and will analyse patterns and 
trends of non-attendance to inform future action planning and target setting in 
respect of whole school attendance matters. 
 
Persistent Absence 
 
The minimum attendance level which is expected of all primary aged pupils 
nationally is 95%.  When attendance falls below this level, the head teacher will 
judge whether it is appropriate to discuss the situation with parents depending on 
the circumstances.  When attendance falls below 90% it is considered to be a 
concern and parents are contacted and support is offered in order to improve the 
situation. When absence is below 85% it is deemed to be persistent absence and 
support is provided to improve the situation; where necessary with the involvement 
of the Attendance Consultant.  There are occasional circumstances which may 
result in poor attendance for example of long term or recurring illness and the 
school takes this into account on a case by case basis. 
 
Families will be supported in this via school's robust systems for managing PA.  
This support may involve the need for parents, and children of an appropriate age, 
to agree to a parenting contract.  Due to the seriousness of PA status it is highly 
likely that such cases will be referred to a local government attendance officer 
(Early Intervention Team).   
 
Review of Whole School Attendance Policy 
 
Nether Kellet Primary School will review this policy and the associated procedural 
framework annually. 
 
Procedural Framework  
 
This procedural framework will include guidance on 
 

• Registration 
• Punctuality 
• What constitutes unauthorised absence 
• Holidays in term time/extended leave. 
• Systems for monitoring attendance and punctuality for individual pupils 
• Systems for dealing with absence 
• Criteria and systems for referral to and working with the Pupil Attendance 

Support Team and School Attendance Consultant. 
• Systems for monitoring whole school attendance and action planning 
• Appropriate alternative curricular arrangements 

 
Registration 
 
School starts at 8:55am.  Registration takes place as soon as the children come into 
class.  Registers are sent to the office as soon as they are completed.  Registers 
close at 9:30am.  If a child arrives after their name has been called on the register 
but before registers close they receive a late mark (L).  If they arrive after the 



register has closed they receive a U except where they have attended a medical 
appointment when they are given an M. 
 
In the afternoon, school resumes at 12:55pm for KS2 and at 1:10pm for KS1 and 
YR.  Registers are taken as soon as children arrive in class.  Registers are kept in a 
set place within the classroom so that they are to hand in case of emergency as the 
school clerk isn’t in the office on three afternoons.   
 
When school has not been notified of the reason for a child’s absence by 9:30am 
and they haven’t arrived at school, the school clerk will contact parents.  If there is 
a safeguarding concern around the child’s absence, the attendance team or 
Children’s Services/police may be contacted depending on the urgency. 

 
Punctuality 
 
The school emphasises the importance of punctuality to all parents through home 
school agreement; newsletters and posters.  Children who are persistently late for 
school but arrive before the register is taken are monitored by the school clerk and 
the head speaks to individual parents to address this.  Children who receive regular 
late marks receive a letter from school and meet with the head to discuss ways of 
resolving this issue including Children’s Centre workers working with families on 
routines.  Where lateness persists after such measures, the Local Authority may 
become involved to send letters or work with specific families. 
 
Unauthorised Absence 

 
When a child is absent from school without a valid reason that is accepted by the 
head teacher, their absence is unauthorised.  Where holiday absence has not been 
granted by the head and holidays are still taken during term time, the absence is 
unauthorised.  When a child is absent for 6 or more days (12 half day sessions) of 
unauthorised absence within one term, under new government legislation, the head 
may request the Local Authority to issue a penalty notice.  Children’s previous 
attendance and punctuality as well as parents’ commitment to supporting their 
children’s education is taken into account when authorising absence. 
 
Holidays in Term Time/Extended Leave 
 
Holidays in term time may only be authorised by the head teacher in exceptional 
circumstances and these circumstances do not include cheaper prices; they include 
only circumstances such as a close family member’s wedding overseas or work 
commitments due to being a member of the armed forces or working on other 
occupations where leave is not available during term time.  Where this is the case, 
parents are requested to take a minimum of holiday days from school attached to a 
designated school holiday. Extended leave is only granted in exceptional 
circumstances and is not authorised for longer than 20 days. 
 
Systems for Monitoring Attendance for Individual Pupils 
 
The school clerk meets with the head teacher to discuss attendance data for all of 
the children in school on a termly basis in order to identify any issues with 
punctuality or attendance.  Where any children are falling below the Local Authority 
expected attendance level of 95%+, their attendance data is analysed by the head 
and school clerk to assess trends, whether absence has been legitimate and 



authorised, etc.  Lateness is also monitored by the head and school clerk and where 
children have persistent lateness, the head sends a letter or speaks to the parents in 
order to rectify the situation and encourage the parents to work with the school to 
minimise lateness.   Where attendance falls below 85% (either authorised or 
unauthorised absence) the Local Authority Pupil Attendance Support Team becomes 
involved. 
 
Systems for Dealing with Absence 
 
Where children have persistent absence, the head organises a meeting with parents 
and discusses any issues that may adversely impact on attendance.  The head offers 
support to address any issues and help parents as well as asserting the importance 
of good attendance and reminding parents of the Home School Agreement that they 
have signed.  Where absence continues despite the efforts of the school to work 
with parents, the help of the Local Authority may be sought. 
 
Working with the Pupil Attendance Support Team and Attendance Consultants 
 
The school works with Attendance Consultants to focus on positive ways to 
improve attendance and punctuality through information giving, letters and 
posters, etc.  Where absence or punctuality are persistent problems that don’t 
improve following meetings between the parents and head teacher and other 
measures (including liaison work with the local Children’s Centre), the help of the 
Pupil Attendance Support Team may be sought.  They may work with the family in 
question and give advice to the school in managing the situation. 
 
Systems for Monitoring Whole School Attendance and Action Planning 
 
Whole school attendance is monitored on a termly basis and reported to governors.  
Year on year attendance levels are compared and, where a drop in attendance is 
detected, further measures to improve attendance; including posters, newsletters or 
letters to individual families, etc are carried out.  Where there are persistent 
problems or problems affecting several families, measures to be taken form part of 
the Behaviour and Attendance action planning within the SDP. 
 
Appropriate Alternative Curricular Arrangements 

 
In certain circumstances it may be appropriate for a child to be educated at home 
or in hospital part time or for a period of time.  This may be the result of health 
issues. Where this is the case and the child remains on the school role, the school 
are responsible for the effective education of that child while taking into account 
their individual circumstances.  Therefore, school works closely with parents and 
any other agencies (e.g. LEMS – Lancashire Education Medical Service). 
 


