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Aims 
 We actively promote outstanding attendance of 100%  

 We aim for no incidents of attendance falling below 90% without good reason 

 We aim for school to be a happy and productive work environment where children feel valued and 
nurtured 

 We aim for children to want to come to school because they enjoy it. 

 We aim for children and families to understand the need for a good education and how to achieve 
this 

 Pupils need to attend school regularly to benefit from their education. Missing out on lessons leaves 
children vulnerable to falling behind 

 

What often happens if children do not attend well without good reason? 
 They make less educational progress because they miss key lessons and have gaps in their 

learning and understanding.   

 They grow up to believe that lateness or non-attendance is acceptable.  They are less employable 
and have worse life chances 

 They fall in and out of friendships and struggle to make secure bonds sometimes being left out of 
group dynamics 

 They suffer from lack of confidence and are less willing to “have a go” because school is more 
daunting 

 They often miss homework and read less because the message is “school is not that important” 
 
What is the school responsible for? 

 
We give every child of school age (5+) free education as is the law. 
We set the social moral, cultural and spiritual ethos of the school and teach children to be good citizens 
Under the Education (Pupil Registration) Regulations 1995, we keep an admission and an 
attendance register. 
We take the register at the start of the first session (AM) and at the start of second session (PM) of each 
school day.  
We promote good attendance and try to address absence, including persistent absence by working closely 
with parents/carers, pupils and Education Welfare Officer.  
All pupils being punctual to their lessons and registration.   
Informing the Local Authority to fine parents for holidays taken in term time. 
Interpreting what “exceptional circumstances are for absence during term time and holidays. 
Plotting trends of absence between different groups of pupils and by class / year group. 
Rewarding good attendance via praise assemblies and rewards for the best attending class / individuals. 
Referring on and finding “lost children”. 
Sharing information with other agencies about the welfare of a child (this includes attendance and 
punctuality) such as Social Care on a need to know basis. 
 

What are Parents / Carers Responsible For? 

Parents are required to perform their legal duty by ensuring their children of compulsory school age (who 
are registered at school) attend regularly are on time (between 08.35 and 08.45) and are collected on time 
(15.00) at the end of school day or after extra-curricular activities. 
On the first day of absence, parents/carers to contact the school office by 9.15 a.m.  If unable to contact 
school by phone, parents/ carers need to provide reason for absence in writing or medical evidence on their 
return.  If a pupil is absent for longer periods, regular updates (every three days) are needed. 
Ensuring that holidays are taken out of term time. 
Ensuring that children are well enough to come to school or ill enough to stay at home (unfortunately many 
ill children are sent to school or well children kept at home).    
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Definitions  

Gates close at 8:45 a.m. and registration begins. Pupils cannot be marked present if they are not in school 
during registration. The registers are kept open for 15 minutes. 
Pupils arriving after the gates close will have to enter through the main entrance and will be marked as “ L” 
(late), noting the  amount of minutes late. If arriving after the register has closed (after 9AM) pupils are 
marked absent using code “U”. 
Authorised absence means that the school has given approval in advance for a pupil of compulsory school 
age to be away or has accepted an explanation offered by a parent/carer. Absence will be authorised in the 
case of illness or other unavoidable valid reason.  
School will authorise absences due to illness unless there is a doubt about authenticity of illness when we 
might request parents to provide medical evidence to support illness. Medical evidence can take form of 
named, prescribed medication, appointment cards as well as doctors’ notes. School reserves rights to mark 
absence as unauthorised if not satisfied with the authenticity of the illness or medical evidence provided.  
Parents/carers are advised to make medical or dental appointments outside school hours. When this is not 
possible, absence is marked as authorised for medical reason “M”. Pupils should only be out of school for 
the minimum amount of time and return to school whenever possible after their appointment.  
If children are being educated off site we can use a code that does not mean absent.  That would be for 
music or other recognised examinations, visits to other educational establishments and wider educational 
opportunities.  Parents / carers taking children for off-site education must have this approved before going 
or it will be recorded as an absence.  
Attendance is monitored weekly at the meetings with Education Welfare Officer (EWO).  School will make 
every effort to work with Parents/Carers to address reasons for absence. However, if attendance drops 
below 90%, the family has to be referred to Education Welfare Officer.  
Holidays during school term time cannot be authorised and information has to be forwarded to the 
Education Welfare Officer. Absences of five and more days are most likely to result in issuing penalty 
notices / fines by Local Authority.      
Request for leave due to “exceptional circumstances” must be submitted to the Headteacher in advance. 
Each case is considered individually in accordance to the guidelines laid by the Board of Governors (on the 
Website under the tab “No Holidays in Term Time”). Absence during term time for holidays/vacations is not 
considered as exceptional circumstances.  
 
On mid and end of year reports we grade attendance.  We build this around national average which is 
currently 96.1%. 
 
 

Outstanding 99 to 100% 

Good 97% to 98.9 

Average 95 to 96.9 

Below average 90 to 94.9 

Cause for concern Below 90% 

 
The following are not reasons that are acceptable for non-attendance :- 

 Sibling or carer is ill.  This will happen to everyone and we expect there to be arrangements to get 
children to school if another person is ill 

 Oversleeping 

 Not having adequate uniform or footwear 

 Confusion over school dates 

 Child or someone else’s birthday 

 Shopping  

 Caring for a younger sibling 

 Inclement weather e.g. snow when the school is open unless “every reasonable effort” has been 
made to get here.  If children who live further away for a similar journey have attended then every 
reasonable effort has not been made 

 Any circumstances where the parent / carer condones absence for no good reason 
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Actions to address absence 

In the case of absence parents/carers to inform school by ringing school office (01902 558575) on the first 
day of absence by 09.15. 

If parents/carers are unable to contact school by phone, they are required to provide a signed written note 
explaining reason for absence on the return. Parents/carers can also send an email to the main school 
address: claregateprimaryschool@wolverhampton.gov.uk.  

If a pupil is absent for longer period of time, parents/carers should provide regular updates, usually every 
three days. 

If parents/carers do not contact school, the Child and Family Support Worker will try to contact families by 
phone to establish the reason for absence.   

Child and Family Support Worker might visit the family home to establish the reason for absence.  

Letters are sent to the parents/carers of pupils where the reason for absence is not provided in line with the 
Attendance policy.  

Parents/ carers are invited to meetings with Child and Family Support Worker to discuss reasons for 
absence.  

If there is no improvement or there is no effort made to improve attendance, referral is made to Education 
Welfare Officer who will arrange a Legal meeting with the parents/carers and school.  

If a legal meeting is held and there is still no improvement, then the Education Welfare Service will look to 
beginning legal proceedings.     

Children Missing 

If a family wishes to move from the area or move schools Claregate School must be notified in writing.  If 
you simply go missing it will result in a nationwide hunt and you will be traced through housing and traces 
left with money and transactions.  Children remain on roll until they are traced and are “off registered” and 
stay on our statistics until they have left the country or start attending another school. 

Penalty Notices 

Please refer to the Local Authority policies and procedures for fines and payment terms. 

 

People responsible for attendance 

Mrs Sukara Fielding (aka Mrs Fielding).   Local Authority Education Welfare Officer Mrs Jane Tuckley (this 
position does change frequently so please contact school for up to date information). 
 

 

 

 

 

mailto:claregateprimaryschool@wolverhampton.gov.uk

