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Woodfield Community Primary School fully recognises its responsibilities for child protection and 
safeguarding. We recognise that all adults working with, or on behalf of children have a responsibility to 
protect them. Our school procedures for safeguarding children will be in line with ‘Keeping Children Safe 
in Education’ (September 2019); ‘Guidance for Safer Working Practice for Those Working with Children 
and Young People in Education Settings’ (October 2015) and ‘Working Together to Safeguard Children’ 
(July 2018). 
 
Rationale 
 
Regular and punctual school attendance is important. Without it, the efforts of the best teachers and the 
best schools will come to nothing.  Education provides a means of advancement for all young people.  
Pupils need to attend regularly if they are to take full advantage of the educational opportunities available 
to them in law.  Irregular attendance undermines the education process and leads to educational 
disadvantage.   
 
Our policy applies to all children registered at this school and this policy is made available to all 
parents/carers of pupils who are registered at our school and via our school website. 
  
Aims 
 
 To improve the overall percentage of pupils attending school. 
 To make attendance and punctuality a priority for all those associated with the school including pupils, 

parents, teachers and governors. 
 To develop a framework which defines agreed roles and responsibilities and promotes consistency in 

carrying out designated tasks. 
 To provide support, advice and guidance to parents and pupils on attendance. 
 To develop a systematic approach to gathering and analysing attendance related data in order to 

support vulnerable groups. 
 To further develop positive and consistent communication between home and school to promote the 

value of good attendance and education. 
 To promote effective partnerships with services and agencies to overcome barriers to attendance and 

overcome them. 
 

 
 
Home / School Partnership 
 
Parents/carers are responsible for ensuring that children of compulsory school age receive efficient full-
time education.  (Section 36, 1944 Education Act.) 
At Woodfield Community Primary School, the staff and governors endeavour to support parents/carers in 
this responsibility by: 
 
 Providing a comprehensive induction programme for new entrants and parents/carers to help children 

come to school willingly with a positive attitude. 
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 Encouraging parents/carers to discuss any attendance related problems with the class teacher / family 
support mentor/ head teacher. 

 Aiming to ensure that the school is bright, clean, warm and welcoming. 
 Ensuring teachers and teaching assistants are available from 08:45am in classrooms and cloakroom 

areas to greet and help settle the children. 
 Ensuring a member of the Pastoral or Administration Team is available during the school day to receive 

telephone calls or to discuss issues relating to attendance and/or absence. 
 Informing parents/carers of any changes in the school routine by newsletter/text/e mail e.g. school 

trips, etc. 
 
Registration 
 
All schools must keep an attendance register on which, at the beginning of each morning and afternoon 
sessions, pupils are marked present or absent.  Regulations also state that registers must record whether 
an absence is authorised or unauthorised. 
 
The register session times for Woodfield Community Primary School are: 
 
Morning Session Class doors open for pupils from 8.45am. At 9am the school gate is locked and 
secure. Pupils arriving after this time come through reception and complete the signing in record to ensure 
that no children are missed on the register due to late arrival. Registers are open until 9.30am. Children 
arriving after 9 am through reception are recorded as Late (L Code). Children arriving after 9.30am are 
recorded as unauthorised (U Code). This is because the register is closed. 
 
Afternoon Session Registers are submitted by teaching staff straight after lunch at 1pm before teaching 
commences. This is completed by 1.15pm. 

   
   

Reporting Absences 
 
It is the responsibility of parents/carers to inform school of the reason for a child’s absence. 
 
Parents/carers are expected to contact the school office on the first day of absence by 9:00am giving as 
much information as is available at that time.  If no call has been received, a member of staff will call the 
home of the child to ask why the child is absent from school.   
 
On their return to school, parents/carers should inform class teacher/school office confirming the reason 
for their absence. Parents may also be asked to give any other appropriate information such as doctor’s 
appointment cards and medicines prescribed.   
 
If the absence is prolonged, interim information would be required, so that the school can help with the 
homework or other necessary arrangements.    
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Authorised absence 
 
Only the school can make an absence authorised.  Parents do not have this authority. Consequently not all 
absences supported by parents will be classified as authorised. A child’s previous attendance pattern may 
be taken into account when making such a decision. 
 
An absence is classified as authorised when a child has been away from school, the school has received 
notification from a parent or carer (including any evidence if asked for) and is satisfied that the reason is 
legitimate.  
 
Unauthorised absence       
 
An absence is classified as unauthorised when a child is away from school without the permission of the 
school; this is true even when children are absent with the support of a parent. 
 
When is absence authorised or unauthorised?  
To help parents/carers distinguish between the two, the following guidelines are included.  
  
 Illness– If the school is satisfied that a pupil of compulsory school age is prevented from attending 

school by reason of illness then the absence will be treated as authorised. School may request proof of 
attendance at a GP and or any medicines issued to support this decision. School will not generally 
authorise minor illnesses which are treatable by ‘over the counter’ medicines.  Repeated absence for 
illness without a General Practitioner’s assistance having been sought could result in the absence being 
marked unauthorised. See APPENDIX A – Guidance for Staff: Time off for illness 

 
 Leave for medical or dental appointments may be authorised where confirmation has been received 

from the parents/carers (either in person, in writing or by a telephone call) and on the production of an 
appointment card.  Further advice may be sought from medical practitioners in the case of repeated 
and prolonged medical or dental appointments if their validity is in question.   

 
 Lateness – The school policy is to encourage punctuality but also actively discourage lateness as it can 

seriously disrupt lessons.  If a child is late and misses registration, a late mark will be recorded.  School 
will be sympathetic if this justified, however if a pattern of lateness starts to emerge, parents/carers 
will be invited to discuss the matter with the Headteacher, class teacher and/or Parent Support Mentor 
in order to reach a satisfactory solution.  

 
Late is after 9:00 am and it is the responsibility of the parent/carer to contact school and inform them 
of the absence.  Any pupil arriving after 9:30am will be marked late, unauthorised absence.  As well as 
punctuality at the beginning of the school day, we also expect punctuality at the end of the day 
collecting children at 3:25pm.  Supervising children at the end of the day makes unnecessary demands 
on school resources, particularly if this is repeated day after day. 

 
For reasons of Health and Safety, all children arriving late will be required to enter school by the main 
door.   
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 In the event of no contact having been made regarding a child’s absence, the child will always be 
marked as unauthorised absence.  If unexplained absence continues, or the school is concerned 
regarding irregular attendance, school will meet with parents to offer support. 

 
 Special Occasions – It is for schools to determine whether an absence in this category should be 

authorised or not:  much will depend on the circumstances of the particular case.  Generally the rule 
should be that only truly exceptional occasions should be sanctioned through authorised absence after 
discussion with the Headteacher. 

 
 Family Bereavements – The death of a family member can be a particularly traumatic event in any 

young person’s life.  Schools have discretion to authorise absence to attend funerals or associated 
events for immediate family and any request would be dealt with sympathetically. Attendance, where 
authorised, is usually for one day - though additional circumstances e.g. travel may be taken into 
account and additional time authorised.  This is at the discretion of the Headteacher.   

 
Leave of Absence / Extended Leave 
 
Leave of Absence is not an automatic entitlement however; there is a discretionary power for leave to be 
granted for the purpose of any leave of absence during term time.  The attendance record and previous 
requests for extended leave will also be considered as part of any request. 
 
Applications for leave will not be considered if they are not submitted prior to travel and an unauthorised 
mark will be used for the duration of the absence. 
All requests for leave of absence must be made on a leave of absence form and submitted to the 
Headteacher.  Written responses will be made to any requests as soon as possible. 
 
In cases where extended leave has not been sanctioned but the leave has been taken regardless, 
parents/carers will be written to and informed that school will be informing the Local Authority. Once a 
pupil as exceeded ten or more school session (5 days) in any 4 month period, the LA may choose to issue a 
Penalty Notice.  
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Monitoring Attendance 

  

All members of school staff have a responsibility for identifying trends in attendance and punctuality. The 

following includes a more specific list of the kinds of responsibilities which individuals might have. 

  

Class teacher 

Class teachers are responsible for: 

 
 Keeping an overview of class and individual attendance; identifying poor overall attendance, anomalies 

in patterns of attendance and/ or unusual explanations for attendance offered by children and their 
parents/ carers and reporting concerns to the Headteacher; 

 Providing background information to support referrals; 
 Emphasising with their class the importance of good attendance and promptness; 
 Discussing attendance issues at consultation evenings where necessary. 

 

Headteacher 

The Headteacher is responsible for: 

 
 Overall monitoring of school attendance; 
 Trends in authorised and unauthorised absence; 
 Contacting families where concerns are raised about absence including arranging meetings to discuss 

attendance issues; 

 Monitoring individual attendance where concerns have been raised; 
 Making referrals to appropriate support services; 
 Providing reports and background information to inform discussion with the Local Authority and 

support services. 
 Liaising with other professionals to determine potential sources of difficulties and reasons for absence. 

 

Administration/Parent Support staff 

Staff in the School Office are responsible for: 

 
 Collating and recording registration and attendance information; 
 Taking and recording messages from parents regarding absence; 

 Contacting parents of absent children; 
 Recording details of children who arrive late or go home; 
 Keeping an overview of class and individual attendance looking particularly for either poor overall 

attendance, anomalies in patterns of attendance and/ or unusual explanations for attendance offered 
by children and their parents/ carers and reporting concerns to the Headteacher; 

 Sending out standard letters regarding attendance; 
 Maintaining the accuracy of attendance registers, including ensuring the correct codes are used. 
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Office staff/Parent Support Mentor, has the responsibility for ensuring that all of the attendance data is 

accurately recorded on the SIMs attendance software. Regular meetings are held with the Headteacher to 

discuss all attendance concerns and appropriate actions are taken following these meetings such as letters 

sent to parents or meetings arranged to discuss attendance concerns with parents. 
 
Parents 

Parents/Carers are responsible for: 

 
 Ensuring that their child attends school regularly and punctually unless prevented from doing so by 

illness or attendance at a medical appointment; 
 Contacting the school office on the first morning of absence; 

 Informing the school in advance of any medical appointments in school time and providing evidence 
from the doctor or dentist for the absence to be recorded as a medical absence; 

 Making requests for authorised absence in term time; 
 Talking to the school as soon as possible about any child’s reluctance to come to school so that 

problems can be quickly identified and dealt with. 

  

All attendance records are documented using SIMs software, which is supported by the Local Authority. 

Attendance registers are legal documents and these must be kept secure and preserved for a period of 

three years after the date they were last used. 
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APPENDIX A – Guidance for Staff: Time off for illness (Guidance for Infection Control in Schools and other 
Childcare Settings September 2014) 
 
It can be difficult to decide whether or not absence warrants time away from school. The following is 
intended as guidance: information about the family, child, current circumstances and past rates/ patterns 
of attendance should be taken into account when making a decision. 
 

Complaint Recommended 
time off 

Comments 

Aches and pains None Advise parents to treat and send to school.  Staff will monitor and 
contact parents if any change or deterioration of the condition. 

Athlete’s Foot None Absence should not be required. 

Chickenpox Until spots 
have crusted 
over 

Usually approximately 5 days of absence from the onset of a rash. 
 

Cold None Absence should not be required. Advise parents to treat and send to 
school.  Staff will monitor and contact parents if any change or 
deterioration of the condition. 

Cold sores None  

Conjunctivitis None  

Cough None  

Diarrhoea 48 hours after 
diarrhoea ends 

 
 

Diptheria Contact PHE 
Centre 

All family contacts must be excluded from school until cleared for 
return by the PHE centre. 

Flu Until recovered  

Glandular fever None  

Headlice None Treatment recommended. Household and close contacts require 
treatment. 

Impetigo Until lesions 
crust and heal, 
or 48 hours 
after starting 
antibiotic 
treatment 

 
 

Measels/German 
Measels* 

Four days from 
the onset of 
rash 

 
 

Mumps* 5 days from 
the onset of 
swelling 

 

Ringworm/ 
threadworm 

None Treatment will be required. 
 
 

Scabies Child can 
return after 

Household and close contacts require treatment. 
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first treatment 

Scarlet fever* Child can 
return 24 
hours after 
starting 
antibiotics 

Antibiotic treatment is required. 
 

Shingles None unless 
rash is weeping 
and cannot be 
covered 

Possibility of child developing chickenpox if not immune. 

Slapped cheek None (after 
rash has 
developed) 

 

Sort throat None  

Tuberculosis* 
 

Contact local 
PHE centre 

 

Tiredness None  

Tonsillitis None Many causes due to viruses, so no antibiotic needed. 

Vomiting 48 hours after 
vomiting ends 

 
 

Warts/verrucae None Cover verrucae in pools, gyms and changing rooms. 

Whooping 
cough* 

5 days from 
starting 
antibiotic 
treatment 

 

 
*Notifiable disease.  Doctors must report a notifiable disease to the local authority.  If outbreaks occur, 
schools should contact their local PHE centre. 
 
 Pregnant staff may be at risk – consult a doctor for advice. 
 


