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Dovery Down Lower School 

 

Attendance Policy 
 

Governors are ultimately responsible for ensuring that the school promotes and 

maintains the highest possible levels of attendance. In practice, it is of course the 

teaching staff who do this and with the governors they attach the highest importance 

to good attendance. It is important that the policies and practices that the school 

follow are written down so that: 

 

(i) All concerned may be entirely clear of their responsibilities and the school’s          

     expectations. 

 

(ii) Target levels of attendance, as set by the Education Welfare Officer, can be 

defined against which the school can measure the success of this policy. 

 

(iii) Teachers and governors are fully aware of those responsibilities that are 

legally binding. 

 

(iv) OFSTED are able to review and report, both on the existence and quality of an 

       attendance policy and its effectiveness during their inspections.  

 

This document defines the policies, expectations and practices that apply in 

Dovery Down School. 

 

DEFINITION: 

A child can only claim Full Attendance on a school day if he or she: 

 

          Arrived at school in the correct room before the end of morning registration;  

 

and   Arrived back in the correct room before the end of afternoon registration; 

 

and   Took full part in the lessons and other activities provided during that day and        

has not left the premises during the school day. 

 

AIMS AND TARGETS: 

Ideally, all children should maintain full attendance every day of the school year. 

 

The targets set by the school are designed to achieve as near to this ideal as 

possible, whilst setting realistic targets and recognising (for example) the 

frequency of childhood illness. 

 

 

     The target for unauthorised absence is zero. 

 

     The target for unauthorised late arrivals is zero. 
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WHY GOOD ATTENDANCE IS IMPORTANT: 

It is in everybody’s interest - and in particular the children’s interest - to maximise 

full attendance. Children who miss days or arrive late, or attend but do not 

participate: 

     Lose valuable education they may never be able to regain. 

     Disrupt other children. 

     Disrupt the teacher. 

     Waste the teacher’s time in having to repeat work. 

     Disturb the general organisation and operation of the school. 

 

It is crucial for the children to gain good habits of attendance and punctuality at the 

primary stage - poor practice at this early stage is unlikely to be improved as they 

grow older. 

 

SPECIFIC RESPONSIBILITIES. 

The governors, with the Headteacher, are responsible for drawing up, agreeing, 

monitoring and periodically reviewing the Attendance Policy.  The Governing 

Body has particular responsibility for reviewing and continuing validity and 

efficacy of the policy and for monitoring how well it is applied and meets the 

school’s targets. These reviews are conducted from time to time broadly in line 

with the criteria used by OFSTED in assessing attendance. 

 

The Head Teacher is responsible for ensuring that teachers are aware of their 

responsibilities. She is further responsible for ensuring that both parents and 

children are regularly reminded of their responsibilities. She is also responsible for 

ensuring the LA and EWO are informed about extended or repeated absence 

/lateness and for liaising with the EWO on attendance matters generally. 

 

Parents are responsible for ensuring that their children achieve as near full 

attendance on every school day as possible and that they attend properly dressed 

and equipped and in a fit condition to learn. 

 

Children are responsible (to the extent that they can influence this) for their own 

full attendance. Because of their age, their ability to not consciously attend is 

limited, but they will be reminded regularly by their teachers not to hold up their 

parents in the morning and to be sure to be on time at the end of breaks and lunch 

time. 

 

TO PROMOTE AND ACHIEVE GOOD ATTENDANCE: 

 Aim to provide teaching experiences which enable children both to learn 

effectively and to enjoy, so that they will want to come to school, without 

compromising on either curriculum coverage or the quality of teaching.  

 Make it clear at every suitable opportunity, the importance we attach to full 

attendance. The ways to do this will be determined by the teaching staff and 

governors, it will be included in the school prospectus, letters to parents and 

public meetings. 

 Responsibility and ability for full attendance in a first school lies with parents to 

a much greater extent than at any other stage of schooling, therefore we do not 

generally sanction children because they are not usually able to actively affect 
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their own attendance record.  However, a good attendance reward will be 

awarded at the end of each half term to the class with the highest attendance 

with the aim to encourage all children and to develop a sense of collaborative 

pride in high attendance.  Monitoring attendance is by means of morning and 

afternoon registration. It is also an essential twice daily opportunity to welcome 

children to school and to introduce work for the coming session. School 

registers are legal documents that may be used in court in the event of severe 

poor attendance and the teachers and governors are responsible for ensuring that 

they are completed at the start of each session neatly, accurately and 

consistently and that they comply with legal requirements. 

 If a child’s attendance is poor and there is no (apparently) valid reason, the 

matter will be discussed with the child’s parents so that we can either 

understand the cause or remind the parent of their responsibilities. If the 

situation is particularly severe, the EWO will be consulted. 

 Sometimes, poor attendance is due to permanent or temporary home    

circumstances. In these cases, the EWO will be involved at an early stage. 

 

 Occasionally a child may be absent from school for a considerable period (for 

example due to severe illness, injury or exclusion). In these cases, the child will 

be integrated back into the school as carefully as possible. This re-integration 

would include careful communication with teachers, parents and children and 

consideration of phased or gradual return and careful planning of a work 

programme (with provision of Special Needs Support where appropriate). 

 At all times, the child will be made aware of the school’s and parent’s common 

expectations and that he/she is rewarded for his/her contribution to the re-

integration. 

 

CATEGORISATION OF ABSENCE: 

Only the school may authorise an absence. If parents send a note, telephone 

or send a verbal message explaining their child’s absence, the school (usually 

the child’s teacher) must decide whether the explanation is reasonable, 

credible and meets the statutory criteria summarised below for authorised 

absences. 
 

In practice, it would be rare for a parent’s explanation to be rejected, but where 

doubt exists, the parent may not avoid their child being shown as absent without 

authority purely by sending a note with an apparently valid reason. 

 

The following two sections list commonly accepted reasons for Authorised 

Absence, then reasons that are classified as Unauthorised absence. Classification 

of other causes of absence are described in the DFE circular and appendix B 

defines the recording scheme used at Dovery Down Lower. 

 

 

 

Reasons for absence generally classified as authorised: 

 

 Leave of Absence granted in advance by the Governing Body (or by the Head 

Teacher as authority to grant this has been delegated) 

 Sickness or unavoidable cause. 
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 Specific day set aside for religious observance by the parents’ religious body. 

 Family bereavement. 

 Attending approved of off-site activity, or receiving special off-site tuition. 

 Involved in exceptional special occasion (not birthdays, but could include elder 

siblings graduation). 

 Family holiday (up to 2 weeks) that has been approved in advance by the 

school. 

 

Holiday absence may only be authorised at the discretion of the school and 

should be requested only when there is a strong reason.  Authorisation will not 

be given for more than ten school days in any school year, nor any holiday where 

permission was not requested in advance.  The request must be made at least 2 

weeks in advance. 

 

 Medical / dental appointments should be arranged outside school hours 

wherever possible. 

 

Reasons for absence that will normally be considered unauthorised: 

 

 No explanation given. 

 The school is not satisfied with the explanation. 

 The child has gone shopping 

 Unexceptional special occasions (eg. Birthdays) 

 Family holiday. 

 Authorised holiday: of greater duration than 10 school days. 

 

Assessing whether a child’s absence or lateness is to be authorised depends a great 

deal on knowledge that the teachers have of the child’s personal and family 

circumstances. Teachers must ensure that the information they hold is accurate, kept 

up to date and that if it is written down, the records are kept neatly and sensitively. 

Maintaining personal information on a computer is not advised. 

 

Possible Triggers: 

The following list identifies some circumstances which are likely to increase the 

possibility of a pupil becoming or remaining a poor attender. The aim of the list is for 

teachers to be continuously aware of pupils affected by any of these and to be 

prepared to take early follow-up or support action if attendance deteriorates. 

 

Family Situation: 

 

 Parents have recently separated, or there has been a family bereavement 

 The family has only recently moved to the district and/or have moved to the school 

after the normal starting age. 

 Parents or siblings have a history of poor attendance. 

 Parents are experiencing severe financial hardship. 

 

Child’s Situation: 

 

 Frequent absence due to illness 

 Tends to be bullied and/or teased. 
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 Difficulty meeting the normal standards of work, but does not have SEND. 

 Is persistently disruptive. 

 

 

 

Review procedures 
 

 The school’s policy will be reviewed annually or if there has been a significant 

change in legislation concerning attendance and staff or pupils 

 

 

 

APPENDIX A:  GUIDANCE FOR PARENTS. 

 

What do I do if my child is likely to be away from school in the future? 

Please write a short note saying why you wish your child to be away from school and 

the days concerned. If you wish for your child to be away for part of the day (for 

example for a local hospital appointment), please also tell us when you would like to 

collect your child and/or when you will bring your child back to school. If you collect 

your child and bring him/her back to school at other than the normal times, it is 

essential that you ensure that someone in authority in the school (preferably your 

child’s teacher) knows that the child has been taken or has been returned. 

 

 

What if my child is suddenly ill, or cannot attend for some other urgent reason? 
Get a message to the school as soon as possible - telephone 01525 377233; send a 

note or a message with another parent if no other means is available. Please give a 

reason for the absence and roughly when you expect your child to return. Telephone 

messages are recorded with name, date, time, who rang and reason given for absence.  

This is then kept in the class register. 

 

 

What if my child will be late? 
If you expect to arrive at school by 9.15am, just do your best to get to school as early 

as possible. If you expect to arrive after that, please try to pass a message or phone. 

When you arrive at school, report to the main school entrance and please give the 

office staff a reason for the lateness and sign your child in the contact book, which is 

kept outside the office in the lobby. 

 

The school day: 

 

 8.55am.  Bell is rung to signal the start of the school day and teachers are 

                  on the playground 

 9.00am.     Morning registration starts. 

 9.15am      School gates are locked 

 9.15am.    Registers are closed.  Any child arriving after this time will be marked 

             late. 

 10.30 – 10.45am KS1 Morning break  

 10.45 – 11.00am KS2 Morning break  

 



7 

 

 12.00 – 1.00pm Reception and KS1 Lunch break 

 12.15 – 1.15pm KS2 Lunch break 

 2.15 -  2.30pm KS1 Afternoon break 

 2.30 – 2.45pm KS2 Afternoon break 

 3.30pm   Afternoon session ends. 

 3.45pm All children should have left school premises, unless at ‘Stay and        

Play’. 

 4pm School gates are locked. 

 

Children will stay in the school building during breaks if the weather is very wet or 

cold.. 

 

Medical/dental appointments should be arranged outside school hours wherever 

possible; however, a child must be signed out and into school if removed to attend 

either. The relevant book is kept outside the office in the Entrance Lobby. 

 

Please ensure that your child attends school promptly. You should be aware that a 

note from you regarding your child’s absence is officially a request for us to agree 

that the absence has an authorised reason. We can, where appropriate, consider a 

child’s absence to be unauthorised even when a note has been sent with an apparently 

valid reason. In particular, absence for family holidays should be requested only 

where there is exceptional circumstances. We cannot authorise more than ten days in 

any school year, nor any holiday where permission was not requested in advance (at 

least 2 week’s notice). 

 

If a child is taken out during the school day for a medical or dental appointment or is 

sent home poorly he/she will not receive 100% attendance. 

 

 

                                         Dovery Down Lower School 

 

                            POLICY RE: ATTENDANCE REGISTERS 

 

 List of pupils - oldest child / group first. 

 Mark present AM / in black ink. 

 Mark present PM \ in black ink 

 Mark B Educated off site 

 Mark C other Authorised Circumstances (not covered by another appropriate code 

or description 

 Mark D Dual Registration (i.e. pupil attending other establishment) 

 Mark E Excluded 

 Mark F Extended family holiday (agreed) 

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

 Mark H Family holiday (agreed) 

 Mark I Illness (NOT medical or dental etc. appointments) 

 Mark J Interview 

 Mark L Late (before register closed) 

 Mark M Medical/Dental appointments 

 Mark N No reason yet provided for absence 
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 Mark O Unauthorised absence (not covered by any other code/description 

 Mark P Approved sporting activity 

 Mark R Religious observance 

 Mark S Study leave 

 Mark T Traveller Absence 

 Mark U Late (after registers closed) 

 Mark V Educational visit or trip 

 Mark W Work experience 

 Mark Y Enforced closure 

 Mark X Non-compulsory school age absence 

 Mark # School closed to pupils and staff 

 Mark Z Pupil not on roll 

 

All am and pm registers to be open for at least 15 minutes, ie 9.15am and 1.30pm; if 

children arrive after this time mark    U    otherwise they are to be considered absent - 

give reason at side of page after entering relevant letter in circle (see front inside 

cover of register) 

 

Keep all notes for the whole of the school year. 

 

If a child is taken out of school for a medical/dental appointment, they must be signed 

in and out of contact book kept outside office. 

 

Telephone calls must be recorded and put into front of register - Name of child, who 

rang in, date, time and reason given.  

 

Daily totals (ie am/pm) must be done. Each individual child’s attendance will be 

required for the annual absence return in June. 


