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THE GOVERNING BODY OF 

THE BLUE COAT CHURCH OF ENGLAND (AIDED)  

INFANT AND JUNIOR SCHOOLS’ FEDERATION 

 

Attendance Policy 

AIMS 

Blue Coat Infant and Junior Schools’ Federation is committed to providing a full and 

efficient educational experience to all pupils. On the basis of equal opportunities, we 

will take measures to encourage regular and punctual attendance at school. We 

believe our pupils have the right to education and to do this they require continuity 

and progression in their learning. Consistent attendance is an essential foundation in 

order to achieve potential. 

It is the policy of our school to celebrate achievement. Attendance is a critical factor 

to a productive and successful time in school, and as a school we will organise and 

do all we can to ensure maximum attendance for all our pupils. Any problems that 

impede full attendance will be identified and addressed as speedily as possible. 

This policy sets out our ambition for our children and recognises that there is a 

strong correlation between absence and underachievement. We will focus on 

reducing persistent and unauthorised absence and we will challenge unsatisfactory 

reasons for all absences. 

 Our school will give high priority to conveying to parents and pupils the importance 

of regular and punctual attendance. We recognise that parents have a vital role to 

play and that there is need to establish then maintain home-school links and 

communication systems that can be utilised whenever there is a concern about 

attendance. 

If there are problems that affect a pupil’s attendance we will investigate, identify and 

strive in partnership with parents, pupils and relevant support agencies to resolve 

these problems as quickly and efficiently as possible. We will adopt a clearly 

focussed approach aimed at returning the pupil to full attendance at all times. 

Our school absence targets are based on the expectations as set out by the 

Governing Body and are in line with National expectations and the Ofsted 

framework. Pupils are expected to attain a minimum attendance of 95%. But we 

would like it to be more. 
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ENCOURAGING ATTENDANCE 

 

We will encourage attendance in the following ways:- 

 

 Accurate completion of registers at beginning of the morning and afternoon 

sessions 

 An effective late book procedure with named staff on a rolling programme 

 Reporting of attendance on end of year written report to parents/ carers 

 Recording and celebrating of good attendance 

 A reward for any class achieving 100% attendance for any full school week 

 Targeting and visiting families who have pupils with attendance problems and 

sending parents details of the impact lost sessions have on learning 

 Notifying new parents in advance of admission of our high expectations 

 Holding parent consultations at the beginning of each academic year to 

highlight the expectations of school to counteract any potential difficulties of 

non-attending pupils 

 Prize giving for all pupils gaining 100% attendance, including a certificate from 

Education Walsall 

 Act upon parental, staff and agency requests for support with attendance 

issues, in an appropriate and flexible manner 

 Ensure a smooth reintroduction to school of pupils returning after a long term 

absence 

 Appropriate liaison with external agencies 

 Through Traded Services, buy the right level of SAT, EWO and Attendance 

Officer time  
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TYPES OF ABSENCE 

Authorised absence: 

Remember the Executive Head Teacher can authorise absence 

Parents cannot authorise absence 

Illness 

 Short term (if absence is prolonged the Executive Head Teacher may decide 

not to  authorise the absence without medical evidence) 

 Long term (when the Executive Head Teacher has been notified of a long 

term   illness she/ he will contact the hospital/ home tuition service and report 

the matter) the school undertakes to give as much co-operation as possible to home 

tutors. 

Unavoidable medical appointments when supported by official medical 

documentation. 

Recognised religious observance 

Traumatic event 

Any compassionate absence which the Executive Head Teacher deems to be 

unavoidable and a parent will be required to sign to agree the return to school 

date  

 

 

Please note that there is no entitlement for holidays in term time and time 

taken will be unauthorised. Holidays taken in term time will adversely affect 

your child’s learning and attendance record. 
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Unauthorised absences 

The Executive Head Teacher will not authorise absences in the following 

circumstances: 

 Shopping 

 Birthdays 

 Holidays 

 Visits 

Lateness 

 Lateness will be recorded after 9:00a.m (Attendance code L for lateness will 

be given) 

 Lateness after register closes (arriving after 9:20a.m. Attendance code U will 

be given. This will be unauthorised absence) 

 Lateness will be monitored by the Head of School, Officer Manager and 

Attendance Officer. Parents will be requested by letter to meet with the Head 

Teacher and Attendance Officer to identify a solution to this problem. 

 A “Late Gate” will be in place booked by the Office Manager and led by the 

Attendance Officer  

 It will be reported on the end of term report to parents and on transition to new 

schools  

Disappearing Children (unexplained continuing absences) 

Under Safeguarding procedures, these children will be reported to the Educational 

Welfare Officer for further investigation.  

A CTF will be sent to the LEA officer dedicated to these children. 

They will remain on the school register until such time as a request is made for the 

child’s records from an admitting school or the Education Welfare Officer informs the 

school to remove their names.  

If the school can show that it has made every effort to trace the children and their 

families and have reported this to the EWO then after a period of four weeks a child 

can be off-rolled. 
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Attendance data 

Within the Data Protection Act the attendance data will be shared with appropriate 

persons. 

The Governing Body will be informed of the school attendance data as part of the 

termly Executive Head Teacher’s Report to the Full Governing Body. 

 

RESPONDING TO NON-ATTENDANCE 

When a pupil does not attend school we will respond in the following manner: 

 The School Administrative Assistant will contact home on the first day of 

absence if no message (verbal, letter, text) is forthcoming from the family 

 An explanation for the absence will be requested 

 A reminder will be made to parents that it is their responsibility to notify school 

by 9:00a.m. 

 A message is also left on voice-mail if possible 

 A text will be sent through Schoolcomms 

 If an acceptable reason for absence is not provided the absence will be 

classified as unauthorised 

Such action may include a home visit from the EWO 

 Fixed penalties and  prosecution by permission from the Governing Body 

 

IN THE CASE OF PERSISTENT NON-ATTENDANCE, AND FOLLOWING A 

SET PERIOD OF INTERVENTION BY THE EWO SERVICE, WE WILL 

SUPPORT ANY RECOMMENDATIONS FOR STATUTORY ACTION 

(CRIMINAL PROCEEDINGS) MADE BY OFFICERS OF THAT SERVICE 

ACTING ON BEHALF OF THE LOCAL AUTHORITY. 
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REINTEGRATION 

The return to school for a pupil after extended absence requires specialised 

individualised planning.  

In the cases of severe illness the teacher may be required to liaise with the teacher 

at the hospital. 

The Class Teacher in conjunction with the Inclusion Manager/ SENCo will be 

responsible for deciding on the programme of work and the management of that 

programme. Parents will deliver the programme.  

Parents will be involved and informed of the process. 

It may be that a phased return is needed and the plan for this can be determined by 

the Senior Leadership Team. 

Programmes will be tailored to individual needs and may involve support in lessons 

from the support team. 

 

Staff will be notified of the return of long term absentees via staff meetings. 

 

ORGANISATION 

Procedures for staff:- 

In order for this policy to be successful, every member of staff must make 

attendance a high priority and the importance of the education provided. All staff, 

teaching and non-teaching must lead by example. 
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In addition to this there are the following specific responsibilities. 

Executive Head Teacher    

 To report to Governors on levels of attendance 

 Will review provision from Walsall Council Traded Services and select hours 

for their support from their Attendance Teams according to projected needs 

Head of School 

 To oversee and keep attendance and procedural policy under review with the 

Leadership Team and School Governors. 

 To liaise with the Attendance Officer, Educational Welfare Service Officer and 

School Attendance Trainer and agree appropriate action 

 To oversee the operation of the attendance and registration systems and the 

collection of attendance data. 

 To oversee referrals made to the Educational Welfare Service 

 To report to the Leadership Team on attendance matters 

 To oversee the registration process and ensure registers are completed 

accurately and on time. 

 To work with groups or individual parents to develop strategies to promote 

good attendance 

 To organise a range of incentives and rewards available to those with good 

attendance each term 

 Will seek advice from the Leadership Team and Administration Team during 

the Traded Services yearly reviews. 

Governors and Executive Head Teacher    

 To have sanctioned the issue of fixed penalties and prosecutions 

School Administrative Assistant 

 To enter attendance data from registers 

 To make the first day of absence call to parents of children with unexplained 

absences 

 To leave a voice mail on answer phones 

 To send a text requesting a reason for absence 

 To repeat the above procedure if no message from home is forthcoming 

 To liaise with Class Teachers  

 To update registers changing absences to lates using the late book 

 To phone home again if a child does not return after an appropriate number of 

days absence according to their illness 

 To update SIMS using absence codes 

 To discuss persistent lates and absences with the Office Manager using SIMS 

to look at these cases for sharing with our Attendance Officer 
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School Office Manager 

 

 To liaise with the School Administrative Assistant on lates and absentees 

 To produce attendance data 

 To liaise with Head of School, Attendance Officer, Educational Welfare Officer 

and take the lead on reporting any emerging patterns of absence or poor 

punctuality or when a child is absent without a good reason 

 To take a support role in  training around attendance issues  

Class Teacher 

 To complete the register accurately and within the first 5 minutes of each 

session 

 To advise parents on the impact of non-attendance on achievement and 

progress 

 To liaise with the Leadership Team on matters of underachievement which 

may be linked to persistent and extended absence 

 To ensure their registers are maintained in accordance with the Education 

(Pupil Registration) England Regulations 2005 

 To ensure any information appertaining to a child’s punctuality or attendance 

is communicated to a member of the Administration Team at the earliest 

opportunity to avoid unnecessary telephone contact or cause any undue 

concern 

 To report any emerging patterns of absence to the Head of School 

Attendance Officer 

 To liaise between school and home in cases of pupils with poor attendance 

 To conduct home visits based upon information and referral by the Head of 

School and School Office Manager 

 To meet with the School Office Manager and Head of School as necessary to 

discuss individual cases concerning attendance and punctuality 

 To carry out a number of “Late Gates” each year in accordance with school 

requirements 

 To attend DART meetings to share information with school on Safeguarding 

issues 

 To support or initiate CAF meetings with the Head of School where there are 

serious concerns following home visits 

 Will advise on Traded Services choices appropriate to the needs of the 

school.  

Educational Welfare Officer   

 Fixed Penalty notices 

 Prosecutions  
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Specialist Advisor Trainer   

 To arrange then lead a school panel 

 Advise on data preparation 

 Advise on best practice 

 Provide training 

 

EXPECTATION 

Parents and pupils can expect the following from school: 

 A quality education 

 Promotion of good attendance 

 A clear and fully understood registration process in accordance with statutory 

regulations 

 Regular, accurate and efficient recording of attendance 

 Effective home communication between school and home 

 Speedy action on any problems identified 

 Early contact with parents when a pupil fails to attend 

 A celebration assembly each term for 100% attenders 

 A winning class each week announced in Good Work Assembly as the 

Attendance Ted award, the three classes with highest attendance will be 

placed on the winners board in the hall 

We expect the following from all parents/ carers: 

 To ensure their children attend school regularly 

 To collect their child from school on time 

 That they contact the school whenever any problem occurs that may keep 

them away from school 

 To ensure that they contact the school whenever their child is unable to attend 

 To ensure that no holiday is taken in term time 

 To make sure their child arrives on time and well prepared for the school day 

 Parents must contact the school on the first day of any absence to explain the 

reason for the absence. 

 Parents should understand that in law, it is the school who decide whether the 

absence is authorised or not. Schools will base this judgement on the reason 

provided for the absence and/ or the level of absence 

 Parents will write to the Head Teacher or Chair of Governors if compassionate 

leave is requested 

 Parents are allowed one day leave per festival for their children for religious 

observance and a total of three per year 

 


