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1. Introduction – our aims  

 
1.1 Our approach to improving attendance 

Introduction and Background  
 
St Anne’s C.E. Primary School recognises that positive behaviour and good attendance are essential 
in order to raise standards of pupil attainment and to give every child/young person the best 
educational experience possible.  
 
This policy is written with the above statement in mind and underpins our school ethos to:  
 

 promote children’s welfare and safeguarding  

 ensure every pupil has access to the full time education to which they are entitled  

 ensure that pupils succeed whilst at school  

 ensure that pupils have access to the widest possible range of opportunities at school, and 
when they leave school  

 
For our children to gain the greatest benefit from their education it is vital that they attend regularly 
and be at school, on time, every day the school is open unless the reason for the absence is 
unavoidable. It is a rule of this school that pupils must attend every day, unless there are 
exceptional circumstances and it is the head teacher, not the parent, who can authorise the 
absence.  
 
Any absence affects the pattern of a child’s schooling and regular absence will seriously affect their 
learning. Any pupil’s absence or late arrival disrupts teaching routines and so may affect the learning 
of others in the same class. Ensuring a child’s regular attendance at school is a parental responsibility 
and permitting absence from school without a good reason creates an offence in law and may result 
in prosecution.  
 
This policy has been developed in consultation with school governors, teachers, the School 
Educational Welfare Officer and parents. It seeks to ensure that all parties involved in the 
practicalities of school attendance are aware and informed of attendance matters in school and to 
outline the schools commitment to attendance matters. It details the responsibilities of individuals and 
groups involved and the procedures in place to promote and monitor pupil attendance.  
 
Our policy aims to raise and maintain levels of attendance by:  
 

 Promoting a positive and welcoming atmosphere in which pupils feel safe, secure and valued.  

 Raising awareness of the importance of good attendance and punctuality.  

 Ensuring that attendance is monitored effectively and reasons for absences are recorded 
promptly and consistently.  

 

Promoting Regular Attendance  
 
Helping to create a pattern of regular attendance is the responsibility of parents, pupils and all 
members of school staff.  
 
To help us all to focus on this we will:  
 

 Give parents/carers details on attendance.  

 Report to parents/carers annually on their child’s attendance with the annual school report.  
 

 Contact parents/carers should their child’s attendance fall below the school’s target for 
attendance.  



 Reward good or improving attendance.  
 

1.2 Our attendance objectives  

Objectives:  

 To encourage prompt arrival at school 8:40am  

 To encourage full attendance  

 To record and monitor attendance  

 To acknowledge and reward a successful record of attendance  

 To encourage and support parents to take an active role in promoting good attendance  

 To record and monitor absenteeism and apply appropriate strategies to minimise its 

occurrence.  

 To ensure all school staff take an active role in promoting the importance of good and 

punctual attendance 

 To ensure a consistent approach throughout the school.  

 

2. Key members of staff 

 
Parents/carers should contact the following the school office on 02087 874 1863 or email 

admin@st-annes.wandsworth.sch.uk before 8:30am to report an absence.  

              School attendance Officer: Miss C. Muldoon – 0208 874 1863  

              admin@st- annes.wandsworth.sch.uk  

Designated attendance champion/Senior leadership team: Miss K. Ranford - Headteacher  

 

Educational Welfare Officer (EWO) – Eula Thomas – Pupil services number: 0208 871 7316 
 

2.1 School Attendance and the Law  

 
There is no longer any entitlement in law for pupils to take time off during the term to go on 
holiday. In addition, the Supreme Court has ruled that the definition of regular school attendance is 
“in accordance with the rules prescribed by the school. The Education (Pupil Registration) (England) 
Regulations 2006 were amended in September 2023. All references to family holidays and extended 
leave have been removed. The amendments specify that headteachers may not grant any leave of 
absence during term time unless there are “exceptional circumstances” and they no longer have the 
discretion to authorise up to ten days of absence each academic year.  
 
It is a rule of this school that a leave of absence shall not be granted in term time unless there are 

reasons considered to be exceptional by the headteacher, irrespective of the child’s overall 

attendance. Only the headteacher or his/her designate (not the local authority) may authorise such a 

request and all applications for a leave of absence must be made in writing on the prescribed form 

provided by the school. Where a parent removes a child when the application for leave was refused or 

where no application was made to the school, the issue of a penalty notice may be requested by this 

school.  
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3. Expectations and daily routines 

3.1 Absence Procedures  
 
If a child is absent from school the parent/carers must follow the following procedures:  
 

1. Contact the school on the first day of absence before 8:30am clearly stating the reason for the 
absence. If the child is ill the exact nature of the illness e.g. the symptoms should be given. The 
school has an answer phone available to leave a message if nobody is available to take your call, 
or call into school personally and speak to the office staff  

2. If your child has poor attendance below 96% you will need to provide a medical note from you 
doctor as to the reason for the absence. If a medical note is not submitted the absence will be 
recorded as unauthorised.  

3. Contact the school on every further day of absence, again before 8:30am  

 Ensure that your child returns to school as soon as possible  
 

             If your child is absent we will:  
 

 Telephone or text you on the first day of absence if we have not heard from you. If we have 
not heard from you by 9.15am then we will start to call all the contact numbers that you have 
provided in order to gain an explanation for the absence. If we still have not been able to 
ascertain where your child is then we will make a home visit. However, if we still haven’t been 
able to get a response then we will report it to the Educational Welfare / police as your child 
will then be classed as a ‘missing child’.  

 Write to you if your child’s attendance is below 96%  

 Invite you in to school to discuss the situation with our School Welfare Officer, Child and 
Family Support Worker or headteacher if absences persist  

 Refer the matter to the Local Authority to request a formal School Attendance Meeting if 
attendance deteriorates following the above actions.   
 

3.2 The Missing Education and Child Employment Service  
 
Parents are expected to contact school at an early stage and to work with the staff in 
resolving any problems together. This is nearly always successful. If difficulties cannot be 
sorted out in this way, the school may refer the child to the Local Authority. Local Authority 
Officers work with schools, families and other professionals to reduce persistent absence and 
improve overall attendance. If attendance does not improve, legal action may be taken in the 
form of a Penalty Notice, prosecution in the Magistrates Court or the application of an 
Education Supervision Order, designed to strengthen parental responsibilities and ensure 
improved attendance.  

 
     3.3 Lateness  
 

Poor punctuality is not acceptable. If a child misses the start of the day, they can miss work and 

do not spend time with their class teacher getting vital information and news for the day. Late 

arriving pupils also disrupt lessons, can be embarrassing for the child and can encourage 

absence. Good time keeping is a vital life skill, which will help our children as they progress 

through their school life and out into the wider world 

How we manage lateness:  
 
The gate opens at 8:40am, the classrooms are opened at 8.45am. At 8:55am the gate will close and 
the registers are taken promptly at 9.00 am. If your child is not in class by 9am they will receive a 
late mark. Children arriving after 8:55 am are required to come in to school via the school office. If 
they arrive after 9am they will need to provide a reason for being late. Their time of arrival and 



reason for lateness will be recorded. The school will send home ‘late notes’ in order to keep parents 
and carers informed.  
 
At 9.15am the registers will be closed. In accordance with the Regulations, if your child arrives after 
that time they will receive a mark that shows them to be on site, but this will not count as a present 
mark and it will mean they have an unauthorised absence, marked as ‘U’. This may mean that 
you could face the possibility of a Penalty Notice if the problem persists. If your child has a 
persistent late record you will be asked to meet with the School Welfare Officer and/or Child and 
Family Support Worker, but you can approach us at any time if you are having problems getting your 
child to school on time. We expect parents and staff to encourage good punctuality by being good role 
models to our children and celebrate good class and individual punctuality. If pupils arrive late to 
school, this disrupts their school day and impacts significantly on their learning. Core lessons are 
taught in the mornings and children arriving late miss the input for core lessons and find it difficult to 
participate fully in the lessons alongside peers who have been at school on time and are settled ready 
to for the school day. Arriving late can also lead to embarrassment, anxiety and worry for the child, 
entering a classroom where all their peers are already engaged in learning, can lead to disruption and 
distraction throughout the school day.  

 
3.4 Late collecting children from school: 

If you collect your child/children up late on more than 2 occasions, you will be liable to pay a fine of 

£10 each time. If we do not hear from you by 5pm we will contact social services. Not collecting 

children on time has an effect on them and our resources in school.  

3.5 Year 6 children going home alone and siblings collecting children:  

In year 6 children are permitted to go home alone. Parents will need to sign a permission letter to 

authorise this. Children are only allowed to go home alone at the end of the day at the normal time of 

3:30pm. If your child attends an after school club until 4:30pm they will have to be collected by an 

already authorised adult we have on the school system.  

If you want your child to be collected by an older sibling, please contact the school office with details 

for the headteacher to make a decision. This may be authorised based on varying factors at the 

headteachers discretion.  

Understanding Types of Absence  
 
Every half-day absence from school has to be classified by the school (not by the parent/carer), as 
either AUTHORISED or UNAUTHORISED. This is why information about the cause of any absence is 
always required. If you are absent for a whole day this is classed as 2 absences for AM and PM. 
Arriving after 9:15am is an unauthorised absence.  
 
Authorised absences are mornings or afternoons away from school for a good reason like illness 
(although you will be asked to provide medical evidence for your child before this can be authorised), 
medical or dental appointments which unavoidably fall in school time, emergencies or other 
unavoidable cause. If you can, please ask for appointments outside of school hours, after school or 
during school holidays.  
 
Unauthorised absences are those which the school does not consider reasonable and for which no 
‘leave’ has been given. This type of absence can lead to the Local Authority using sanctions and/or 
legal proceedings. Unauthorised absence includes:  
 
Parents/carers keeping children off school unnecessarily e.g. because they had a late night or for 
non-infectious illness or injury that would not affect their ability to learn.  
 

 absences which have never been properly explained  

 children who arrive at school too late to get a mark on the attendance register  

 shopping trips  



 looking after other children or children accompanying siblings or parents to medical 
appointments  

 their own or family birthdays  

 holidays taken during term time without leave- 5 days unauthorised absence will lead to a 
penalty notice being triggered by the Local Authority £80 per parent per child.   

 day trips  

 other leave of absence in term time which has not been agreed  
 

 
3.6    At St Anne’s C.E. Primary School ‘exceptional circumstances’ will be interpreted     

   as:  
 

 Being of unique and significant emotional, educational or spiritual value to the child which 
outweighs the loss of teaching time. 

 

 If leave of absence is authorised the school will not provide work for children to do during their 
absence. Parents are however advised to read with their children and encourage them to 
write a diary while they are away.  
 

We will not agree leave during term time:  
 

 At any time in September. This is very important as your child needs to settle into their new 
class as quickly as possible.  

 During assessment and test periods in the school’s calendar affecting your child.  

 When a pupil’s attendance record already includes any level of unauthorised absence or they 
have already been granted authorised leave within that academic year. 

 Whilst any child may occasionally have time off school because they are ill, sometimes they 
can be reluctant to attend school. Any problems with regular attendance are best sorted out 
between the school, the parents and the child. If a parent thinks their child is reluctant to 
attend school then we will work with that family to understand the root problem and provide 
any necessary support. We can use outside agencies to help with this such as the School 
Nurse, Local Authority Officers or Child and Family Support Worker.  

 

3.7 Requests for absence from school for work  
 
A license from the local authority needs to be applied for requests for absence from school. The 
school will only recommend such requests if the pupil’s attendance is above the national average for 
that academic year.  
 

Persistent Absenteeism (PA)  
 
A pupil is defined by the Government as a ‘persistent absentee’ when they miss 10% or more 
schooling across the school year for whatever reason. Absence at this level will cause considerable 
damage to any child’s education and we need a parent/carer’s full support and co-operation to tackle 
this.  
 
We monitor all absence, and the reasons that are given, thoroughly. If a child is seen to have reached 
the PA mark or is at risk of moving towards that mark we will inform the parent/carer.  
 

3.8 School Attendance and the Law  

 
There is no longer any entitlement in law for pupils to take time off during the term to go on 

holiday. In addition, the Supreme Court has ruled that the definition of regular school attendance is 

“in accordance with the rules prescribed by the school. The Education (Pupil Registration) (England) 

Regulations 2006 were amended in September 2023. All references to family holidays and extended 

leave have been removed. The amendments specify that headteachers may not grant any leave of 



absence during term time unless there are “exceptional circumstances” and they no longer have the 
discretion to authorise up to ten days of absence each academic year.  
 
It is a rule of this school that a leave of absence shall not be granted in term time unless there are 

reasons considered to be exceptional by the headteacher, irrespective of the child’s overall 

attendance. Only the headteacher or his/her designate (not the local authority) may authorise such a 

request and all applications for a leave of absence must be made in writing on the prescribed form 

provided by the school. Where a parent removes a child when the application for leave was refused or 

where no application was made to the school, the issue of a penalty notice may be requested by this 

school.  

 

3.9 Why regular attendance is important 

The importance of regular school attendance cannot be underestimated. The more 

children attend school the safer they are from harmful risks in the community and the 

more they achieve. Just a small number of days’ absence can have a significant, negative 

affect on a child’s future education and career prospects, as well as wider life chances. 

Attending school every day and being on time gives children the best success rates to 

pass GCSE’s and become part of the wider community. 

Our daily processes: 

 

 Gate opens at 8:40am  

 Classrooms open at 8:45am 

 Gate closes at 8:55am promptly 

 9am register is taken promptly  

 If you arrive late, please report to the school office and provide a reason for being late. 

If you arrive to school after 9:15am this will registered as an unauthorised absence. If you 

are this late after this time 10 times in a 10 week period you will receive a penalty 

notice. It is classed as an unauthorised absence. Unauthorised absence codes are 

G, O, N and U.  

 Call the school by 8:30am to report any unexpected absences.   

 Call or email the school to explain absence, do this every day until your child returns 

unless you have evidence of reason for absence. If you do not make contact or provide a 

reason for absence it will be recorded as unauthorised. 5 unauthorised absences in a 

10 week period will lead to a penalty notice.   

 To request a leave of absence during term time. Contact the school office to obtain  

98-100%
•Excellent – children are accessing all learning opportunities

96-97%
•Good – Very few learning opportunities are missed

94-95%

•Risk of underachievement 

•Up to 10 schools days absent in an academic year

92-93%

•High risk of underachievement 

•Up to 15 school days absent in the academic year

90-91%

•Severe risk of underachievement 

•Up to 19 school days absent in the academic year

<90%

•Extreme risk of underachievement 

•Upwards of 22 days absent in the academic year



a term time absence request form for submission to the Headteacher. Provide supporting 

documentation if you have it.  

 

4 How we promote and incentivise regular attendance 

 
4.1 Our rewards system 

We use clear and consistently applied systems and processes to improve, reward and incentivise 

attendance and address absences. We make sure these systems are inclusive and appropriate 

for all pupils. 

       4.2 Reward systems include: 

 End or half term stickers. Improved/good or excellent attendance 

 End of term prize such as a certificate and sticker/pencil.  

 End of year 100% attendance trophy and certificate.  

 

This is for 100% attendance and improved attendance. If attendance is 96% and above.  

We will also reward children with no late arrivals to school per term.  

 

5 Tailored support 

5.1 Our approach 

We monitor and analyse attendance data regularly to ensure that interventions are delivered 
quickly to address absence. 

We celebrate progress and achievements in improving attendance with certificates, stickers, and 
badges.   

We use attendance, pastoral and SEND staff who are skilled in supporting pupils and their 
families to identify and overcome barriers to attendance. 

We create action plans in partnership with families and other agencies that may be supporting 
families, for example, children’s social care and early help services. We monitor the impact of any 
interventions, making adjustments if necessary and using findings to inform future strategy. 

We follow the local authority’s Code of Conduct and procedures and make referrals for statutory 
intervention when voluntary interventions have not resulted in improved attendance in-line with 
our expectations – see Section 6.5. 

5.2 In-school support 

Should you need support with attendance, please speak to Ms Carmel Muldoon, who can advise 

and liaise with yourself and the school nursing, SENCO, LAC lead, DSLs, etc. We are always 

here to help support your child and your family. 

5.3 Other services that can help 

The services available from the local authority and any others you commission to help improve 

attendance, eg. Education Welfare Service, social workers in schools, Early Help, etc. Refer to 

the Family Information Service website: Wandsworth Family Information Service 

 

 

https://fis.wandsworth.gov.uk/kb5/wandsworth/fsd/home.page


6 Formalised support 

6.1 School attendance panels / inclusion panels and attendance agreements 

Persistent Absenteeism (PA)  
 
A pupil is defined by the Government as a ‘persistent absentee’ when they miss 10% or more 
schooling across the school year for whatever reason. Absence at this level will cause considerable 
damage to any child’s education and we need a parent/carer’s full support and co-operation to tackle 
this.  
 
We monitor all absence, and the reasons that are given, thoroughly. If a child is seen to have reached 
the PA mark or is at risk of moving towards that mark we will inform the parent/carer. This is when 
attendance starts to go below 96%. We will provide you with 2 updates if attendance falls below 96%. 
The 3rd letter is an invitation to the school attendance panel (SAP) meeting.  
 
PA pupils are tracked and monitored carefully. We also combine this with academic tracking where 

absence affects attainment. All our PA pupils and their parents are subject to a school-based meeting 

or school attendance panel meeting (SAP) with the school, the EWO Education Welfare Officer and 

the plan may include: allocation of additional support through the School Nurse, Local Attendance 

Adviser, Home School Liaison Worker, Local Authority, Family Solutions or Social Care. This is a 

supportive meeting to help improve a child’s attendance.  

6.2 Education supervision orders: 

Where a voluntary help plan, or voluntary parenting contract has not yet been successful, an 

Education Supervision order (ESO) may alternatively provide formal legal intervention without 

criminal prosecution.  

6.3 The role of social care 

Please Refer to: Promoting the education of children with a social worker and children in kinship 

care arrangements: virtual school head role extension - GOV.UK (www.gov.uk) 

    6.4 Unauthorised leave 

Refer to: School attendance and absence: Overview - GOV.UK (www.gov.uk) 

6.5 Penalty notices and the local authority Code of Conduct 

The point at which Penalty Notices for absence and other sanctions will be sought if support is not 

appropriate (eg. for an unauthorised holiday in term time), not successful, or not engaged with.  

Legal action will always be a last resort and the school and other professionals working with 

families will explore all avenues to engage parents and maximise the opportunities for support 

available to meet a family’s needs first. 

Information about the Council’s Code of Conduct on Penalty Notices can be found online:  

School absence and attendance - Wandsworth Borough Council 

7 Useful websites 

Working together to improve school attendance (applies from 19 August 2024) (publishing.service.gov.uk) 

School attendance and absence - childlawadvice.org.uk 

Absence from school | Contact 

Illness and your child's education - GOV.UK (www.gov.uk) 

Behaviour and attendance | Parentkind 

https://www.gov.uk/school-attendance-absence
https://www.wandsworth.gov.uk/schools-and-admissions/schools/school-absence-and-attendance/
https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
https://childlawadvice.org.uk/information-pages/school-attendance-and-absence/
https://contact.org.uk/help-for-families/information-advice-services/education-learning/attendance-absence-medical-needs/handling-absence-from-school/
https://www.gov.uk/illness-child-education
https://www.parentkind.org.uk/for-parents/understanding-education/about-schools/behaviour-and-attendance

