
Attendance and Lateness Policy 2021-2022 (Review Autumn 2022)

Relevant Legislation and documentation:

Education (Pupil Registration) Regulations    1995

Education Act 1996
London Child Protection Procedures, LCPC, 2018
and updated annually
Safeguarding and Child Protection Policy
Behaviour
SEND
Medical Needs
Staff induction procedures
Information Retention
Anti-bullying policy

1   INTRODUCTION

1.1 This policy aims to outline Pooles Park Primary School’s position on attendance and lateness
in order that all involved in the education of children at the school have a clear understanding
of the expectations placed upon them and the role that they play in maximizing attendance
and punctuality. In doing this we seek to ensure that children get the most out of their time at
school.

1.2 Attendance and achievement are clearly linked. A pupil’s absence during term time can
seriously disrupt the continuity of their learning. Not only do they miss the teaching provided
on the days they are away, they are also less prepared for the lessons building on that after
their return. There is a consequent risk of underachievement, which we all must seek to
avoid.

1.3 Lateness and achievement are clearly linked. Children arriving late to school not only miss
the introduction to the lesson in which they arrive, but are more likely to arrive at school in a
state which is not conducive to learning. Pupils who are consistently late are disrupting not
only their own education but also that of others.

1.4 The late collection of children from school is also an important issue. All parents/carers have
difficulties collecting their children from school from time to time, but when this becomes a
frequent occurrence, it can be very distressing for the child and inconvenient for the school.
This policy will therefore also address this issue and any references to ‘attendance and
lateness’ include lateness in the collection of children from school.

1.5 There are 190 days in the school year. The school expects every child to attend school for at
at least 95% of the time and only miss school if they are unwell.

 

2    AIMS

2.1 This policy aims to:



● Ensure that all school staff understands the procedures and expectations about attendance
and the role that they play in executing them.

● Ensure that all parents/carers understand the procedures and expectations about attendance
and the role that they play in executing them.

● Ensure that all pupils understand the procedures and expectations about attendance and the
role that they play in executing them.

2.2        In order to achieve this:

● All relevant staff will be given a copy of this policy.
● A summary of the relevant parts of this policy will be sent home to all parents.
● Staff will communicate the relevant parts of this policy to the children at school.

3 RIGHTS, RESPONSIBILITIES, ROLES AND EXPECTATIONS

3.1 All children of compulsory school age have a right to attend school and it is the LEAs
responsibility to ensure that there are places available for them. All parents/carers have a
duty and a responsibility to ensure that their children are attending school and arriving on time
(Education Act 1996).[2]

3.2 Schools have a legal obligation to take registers in order to monitor attendance and lateness
(Education (Pupil Registration) Regulations 1995). Marking of registers can sometimes
become so routine that its importance is lost. However, incomplete or inaccurate registers are
unacceptable for several reasons. Registers provide the daily record of the attendance of all
pupils; they are documents that may be required in a court of law, for example as evidence in
prosecutions for non-attendance at school. They also contribute to pupils’ end of year reports
and to records of achievement.

3.3 The SLT Attendance Lead is overall responsible for monitoring attendance and lateness in the
school. This is in collaboration with the Pastoral Care Manager, class teachers, the school’s
administrative staff, and the school’s Education Welfare Officer (EWO). These people are
named in Appendix I.

3.4        The  SLT Attendance Lead will:
● Monitor attendance in order to identify pupils who are falling below expected levels. A call will

be made to the home on the first day a child is absent. A letter will be sent to give parents the
opportunity to explain absence where no reason has been given orally.

● Request a medical or circumstantial justification for absences of more than 4 consecutive
days.

● A letter will be sent home when attendance falls below 95%.
● Contact parents / carers once a pupil’s attendance falls below 90% to arrange a meeting.
● Children will be referred to EWS once attendance falls below 90% or there are patterns of

absence.
● Monitor lateness in order to identify pupils who are falling below expected levels. A letter will

be sent home after a total of 6 late arrivals over a half-term period, followed by a second letter
advising of a possible Penalty Notice after a total of 12 is reached in this same 6 week period.
Deal with any non-collections of children after school.

● Check late collection of children through school records at the end of each half term in order
to identify pupils who are consistently being collected late. At the end of each half term she
will send a letter to parents/carers of children with 8 late collections in order to inform them
that he would like to meet with them as soon as possible in order to seek explanation, offer
support and find resolution.

● Monitor in a more informal ongoing way the attendance and lateness of pupils through
discussions with relevant staff.



● Contact the EWO where issues around attendance and lateness cannot be resolved through
discussion with parents/carers.

● Contact other relevant agencies (such as social services) when habitual late collection of
children becomes an issue of neglect, if necessary.

● Produce Termly reports for Headteacher and Governors.

3.5 Class teachers will:
● Mark the registers accurately twice daily, at 9-9.10am and 1:30-1.40pm.
● Ensure children arriving late to class have a late note
● Ensure that any children being collected late are recorded into the late collection book in the

office.
● Inform the  SLT Attendance Lead of any concerns arising around attendance and lateness.
● Provide parents/carers with information about the attendance of their child(ren) through the

annual reports.
● Ensure that any parents/carers approaching them with reasons for absences are directed to

the school office.
● After a prolonged period of absence it will be the responsibility of the class teacher to ensure

that the child is supported in their reintegration into the class and is able to join in with the
work. In exceptional circumstances, the class teacher may request the assistance of the
Pastoral Care Manager in this matter (for example, if a child has been away due to
bereavement).

3.6 The school administrative staff will:
● Check data has been entered correctly on SIMS.
● Call parents on the first day children are absent where the school has not been informed of a

reason.
● Determine whether absences are authorised or unauthorised and seek further advice from the

SLT Attendance Lead where this is not clear.
● Send letters to parents/carers of children who have been away from school without

explanation in order to seek clarification (and then determine whether absence is
authorised/unauthorised).

● Record all absences as per coding advice, recording the reasons given by the parent/career
(or lack thereof) in registers.

● Record all late arrivals after 9:15 where the child will be recorded as unauthorised late.
● Involve the SLT where any children are not collected from school and they are unable to

contact a parent/carer.
● Inform the SLT Attendance Lead of any concerns they have regarding the attendance and

lateness of pupils as and when they arise.
● Liaise with EWO where attendance issues continue and need further action
● Accurate recording of all telephone conversations and meetings with parents.
● Monitoring and tracking of whole school attendance and punctuality, sending out attendance

letters where appropriate.
● Developing and maintaining links with parents/children and Islington Pupil Services and

Education Welfare Officer as needed.
● Completion of Termly Register Reviews for pupils.
● Monitoring and ensuring correct Attendance Codes are entered in Class Registers and SIMS.
● Schedule and attend appointments with Parents for Level 1 or 2 meetings.
● Record and report back to the School Business Manager outcomes of all meetings attended.
● Liaise closely and communicate clearly with appropriate members of staff and other agencies

for the sharing and gathering of information, this may be confidential or of a delicate nature.



3.7 The OSHL Manager will:
● Ensure that any children being collected late from OSHL clubs are marked into the late

collection book in the office.
● Involve the SLT Attendance Lead, Deputy Head Teacher or Head Teacher where any

children are not collected from an OSHL club and they are unable to contact a parent/carer.
● Deal with any non-collections of children after OSHL clubs supported by a member of the

Senior Leadership Team and inform her Line Manager of any concerns they have regarding
the persistent late collection of pupils as and when they arise.

3.8 The EWO will:
● Generally assist the school in overall monitoring of attendance and lateness.
● Become involved in resolving issues of attendance and lateness where attempts made by the

school to do so in collaboration with parents/carers fail. This may involve instigating legal
proceedings.

3.9 Parents/carers:
● can expect the school to monitor the attendance and lateness of all pupils and act in the

interests of the child when problems arise in this area. We will always seek to first work in
collaboration with parents/carers to ensure that children have acceptable attendance, and
arrive and are picked up on time.

● The school expects pupils and their parents/carers to work with them in order to ensure that
attendance is acceptable, and that children arrive and are picked up on time. Children are
expected to attend school for the full academic year, unless there is a good reason for
absence. There are two types of absence:
·       Authorised (Where the school is able to approve pupil absence)
·       Unauthorised (Where the school is not able to approve absence)

● Parents/carers should inform the school office when their child is off school stating the reason.
Absences are generally authorised where the child has to miss school unavoidably (e.g.
sickness, injury, attendance at a funeral) and are classed as unauthorised where the absence
is avoidable or deemed unnecessary (e.g. a relative is visiting, birthday, parent/carer unable
to drop off the child) or when no reason is given.

● to avoid booking family holidays during term time. Parents do not have the automatic right to
take their child out of school for holidays, and the school is not able to grant leave.

● Understand that if unauthorised holidays are taken Parents/ Carers will be issued with a
Penalty Notice by the EWS.

● Avoid booking dental, optical and doctor’s appointment during school time as far as possible,
although the school is aware that sometimes these appointments do need to be made during
the school day. Parents/carers should inform the office or the SLT Attendance Lead if their
child requires ongoing medical attention which is likely to cause disruption to their education
so that plans can be made to support the child and their family in these circumstances.

4 PROCEDURES

4.1 Absence procedure:

● If a child is absent from the school, the parent/carer should contact the school office as soon
as possible and preferably on the first day of absence to inform them. This can be done in
person, by phone or through a note sent in to school with a sibling or with the child when they
return to school. The administrative staff or SLT Attendance Lead will then inform the parent



as to whether this is an authorised or unauthorised absence, or whether they need to seek
further clarification on the matter and inform them later.

● The SLT Attendance Lead will contact the parent/carer to discuss issues of attendance
and/or lateness if a child:

· Is absent from school without explanation for a block of more than one week (the
administrative staff will alert the SLT Attendance Lead in these instances).

· Is unauthorised absent from school for 5 or more days during any half term.
· If their attendance falls below 90%.
· Arrives late at school on 6 or more days during any half term.
· Is collected late from school or an OSHL club 8 or more times during any half

term or persistently over a shorter period of time.
● If after discussion with parents/carers the issues which have been addressed are still not

resolved and the parent/carer seems unwilling to find a resolution, the SLT Attendance Lead
will contact the EWO to discuss the matter further. The EWO may then become actively
involved and contact the family directly to discuss the issues further or begin legal
proceedings if necessary.

4.2   Start of school day procedure:

● School gates open at 8:45am, and are locked just after 9am, allowing for any families just
arriving.

● The children have a ‘soft start’, making their way to classes or the library, with senior
leadership team members and our Pastoral Care Manager in the playground to take any
messages to/from parents to staff.

● In the EYFS, children enter through the playground doors accessed via the Lennox Road gate
from 8.45am and adults greet parents and children at the doors. There are always SLT
members of staff and/or the Pastoral Care Manager on the gates in the morning.

● Registration takes place between 9am-9.10am in the morning and 1-1.10pm (EYFS/KS1) and
1.30pm-1.40pm (KS2) in the afternoon.

● For children who have been collected by parents/carers during lunchtime and taken out of
school, the administrative staff will mark their absence with a reason in the register. However,
if on completing this register a teacher sees that a child is absent in the afternoon but was
present in the morning and is not aware of any reason for this, then they should send a note
down to the office with the register highlighting this discrepancy. The office will then make
further investigations and contact a member of the senior management team if further
concerns arise.

4.3 End of school day procedure:
● The school day finishes between 3.20pm (EYFS) -3:30pm (Y1-Y6) and children must be

ready to be collected at this time. At the end of the day teachers escort the children down the
stairs to the playground. EYFS children are collected from their classrooms by parents/carers,
via the EYFS playground. Parent/carers need to inform the school in advance of any
alternative arrangements for collection, such as another nominated adult collecting the child.
This information is collated and shared with relevant staff.

● At the end of the day the children are brought down to the playground at 3:30pm. All children
should be collected by a parent/carer or agreed other person at this time unless:
· They are attending an OSHL club.
· They are in year 5 or 6 and have parental permission to go home by themselves (it is the
responsibility of the parent/carer to communicate this permission to the class teacher and
school). A list of children with permission is shared with all key staff after SLT have agreed
this with parents/carers.



● The school does not permit children in year 6 to collect younger siblings as the person
responsible for taking them home, even if they have been given permission to go home
alone, unless authorised by SLT/PCM. Secondary age children may collect younger
siblings if the Safeguarding Team judges this to be safe.

● Home Learning or Priority Provision takes place on Friday afternoon where those children not
attending Priority Provision go home at 12.20pm (EYFS) and 12.30pm (KS1/KS2).
Registration takes place at 12-12.10pm and 12.40-12.45pm for Priority Provision.

● Children attending after school clubs Monday to Thursday may be at the school up until
4.40pm. Parents/carers will be informed in advance of term times and teacher INSET dates.

● Year 5/6 children are allowed to go home without a parent/carer/secondary age sibling, only if
authorised with written parental/carer permission.

4.4 Late Procedure:
● Families arriving after the gates are locked at 9am have to enter with parents via the office

and are signed in late after that time on the welcome screen system. Children are then issued
a late slip. Teachers must receive the late slip from the child when they get to class to ensure
they have been marked present otherwise this could be a safeguarding risk. Children arriving
without a late slip should be sent back to the office for SLT/PCM to investigate. Year 1/2
children are collected by the classroom veranda doors to the KS1 playground.

● If children are not collected within 10 minutes of home time, when the playground gates and
doors close, they are taken to the Dining Hall where their name is entered on the late
collections register by the Wider Leadership Team (Phase Leaders and SLT). They then wait
until their parent/carer arrives. The parent/ carer then needs to sign out their child/ren on the
electronic system.

● If the administrative staff are unable to get hold of a parent/carer then they will try emergency
contacts before informing SLT who will take responsibility for looking after the child.

● If the child has still not been collected by 4:30pm and the school has not been given a
reasonable explanation as to why this is the case, then the member of staff responsible for
the child will call the social services duty team for further advice.

● Any child who has not been collected by the time the school closes at 6pm and whose
parents/carers the school has been unable to contact may have to be left in the care of social
services or the police. In this case, the member of staff responsible will leave a message for
the family either by phone or with a note posted through the door informing them as to the
whereabouts of their child.

4.5: OSHL Procedure:
● The school expects that children, including those attending OSHL are collected promptly at

the end of the club. 
● For any child not collected promptly after an OSHL club:
● They will be taken to the main office and marked into the late collection book by the OSHL

Manager.
● The OSHL Manager will then attempt to call the parent/carer.
● If the OSHL Manager is unable to get hold of a parent/carer then they will attempt to contact

emergency contacts and inform SLT who will take responsibility for looking after the child. If
none of these people are available then the child will stay with the OSHL Manager.

● If the child has still not been collected within 30 minutes of the end of the OSHL club and the
school has not been given a reasonable explanation as to why this is the case, then the
member of staff responsible for the child will call the social services duty team for further
advice.

● Any child attending OSHL who has not been collected by the time the school closes at 6pm
and whose parents/carers we have been unable to contact may have to be left in the care of
social services or the police. In this case, the member of staff responsible will leave a



message for the family either by phone or with a note posted through the door informing them
as to the whereabouts of their child.

5    STRATEGIES USED BY THE SCHOOL TO PROMOTE GOOD ATTENDANCE AND REDUCE
LATENESS

5.1 The school will employ the following strategies in order to encourage children to assist the
school in improving attendance and reducing lateness.

● Praise for excellent attendance and punctuality or improving attendance and punctuality.
● Weekly whole school assemblies addressing the issue of attendance and lateness where

classes and individuals are praised for excellent attendance and punctuality or improving
attendance and punctuality.

● End of half term certificates/prizes for children with the best or most improved attendance.
● Class attendance charts used to keep track of attendance.

5.2 The school will employ the following strategies in order to encourage parents/carers to assist
the school in improving attendance and reducing lateness.

● Publication of attendance and lateness reward winners.
● Letters home to parents/carers as outlined in this policy.
● Meeting with parents/carers and/or pupils where attendance and lateness has become an

issue to offer support.
● Referrals to other support networks and agencies (e.g. Islington Pupil Services)
● Referral to the Education Welfare Service.
● Requests for Statutory Action to the Local Authority where attendance and/or punctuality do

not improve or cause concern

6 MONITORING, EVALUATION AND DEVELOPMENT OF THIS POLICY

6.1         This policy will be implemented during the 2021 - 2022 academic year after consultation with
parents/carers, staff, governors and the education welfare service.

6.2          The policy will be reviewed by the  SLT Attendance Lead and Pastoral Care Manager at the
start of the Autumn Term 2022.  The policy will be redrafted in consultation with relevant
bodies and the community where appropriate.

Note: It is not compulsory for children below the age of 5 to attend school and therefore aspects of
this policy relating to non-attendance do not apply to these children.



APPENDICES

APPENDIX I

The Pastoral Care Manager is:
Maggie Ryan

The school administrative staff are:
Marie Ruane
Kim Porter

The Head Teacher is:
Greg Crawford

The Attendance Lead is:
Craig Taylor

The school’s Education Welfare Officer is:
Martin Fullbrook



APPENDIX 2.  Islington Process

APPENDIX 2. Islington Statutory Action Process



APPENDIX 3: Statutory Action Process



APPENDIX 4: TERM TIME LEAVE



APPENDIX 5: WEBSITE INFORMATION:

Attendance at Pooles Park

As a part of our continual review and improvement at Pooles Park primary we are focused
on increasing the punctuality and attendance of all of our students.

Research has shown that regular attendance and good punctuality are crucial factors in
allowing pupils to achieve their full academic potential. Reducing attendance means a
reduced chance for academic success and limited access to future endeavours. With such
an important issue our procedures have been revised to allow us to be very clear about how
we will be working supportively with parents and carers to ensure that your child attends
school every day and on time.

We are always pleased to work in partnership with parents/carers and wherever possible
provide support for parents that are experiencing difficulties in getting their child to school
every day and on time.

More generally, there are a number of important steps that we expect all parents to take to
ensure your child maintains a high level of attendance:

Ø Ensure your child attends every day, on time, equipped and ready to learn. The
School gates open at 8:45 am and children are encouraged to come into school
to visit the library or go to class for quiet activities until Registration at 9-9.10am.
We also encourage parents to take advantage of the breakfast club, available
from 8am every day, to ensure a positive start to the day. Details are available at
the school office.

Ø Please make sure you telephone the School every day your child is absent. Once
we are aware of a child’s absence from the school and the reasons for it, the
Headteacher can then use their discretion to decide whether the absence shall be
authorized.

If no contact is received regarding the absence, it is recorded as unauthorised
which may result in the school requesting a meeting to discuss further support or
referral to agencies.



Ø Ensure the School has accurate addresses and telephone numbers. We will
contact you by text through parent mail or by telephone if your child is absent and
you have not contacted the School. Please ensure you respond to these
contacts.

Ø If your child is ill, contact the School and provide an explanatory note on their
return to the School. You may be asked to provide proof that your child has
visited a doctor or hospital in relation to ongoing medical issues. This may be
especially so if your child has an annual record of poor attendance.

Ø Ensure that medical appointments are made outside of School time. GPs and
other medical professionals are obliged to provide options for appointments that
will cause as little disruption to school hours. Please aim to ensure appointments
are after 2:30pm thus maximizing learning time within school

Ø Holidays should not be taken in School time and cannot be authorised during term
time. This is a National directive from the Government. Ignoring this rule may
result in penalty notice. In extremely exceptional circumstances all requests
should be made in writing to the Headteacher prior to the absence.

Penalty notices are issued to each parent/carer for each child that has been
absent/late from school.

For example: Two parents choose to take their two children on holiday during term time

2 penalty notices are issued (one for each child) amounting to £120.

This is issued to each parent resulting in a total fine of £240 to the family (if paid
within 21 days)



APPENDIX 6: TARGET ATTENDANCE 2021-2022

The target attendance figure for all pupils is a minimum of 96% attendance. This is
essential as differing bands of attendance affects academic attainment.

Gold Group: No concerns Research shows that this
group has a 92% chance of doing well academically

Silver Group: Slight concern Research shows that
this group has between 89% chance of doing well academically

Green Group: Concern Research shows that this group
has a 85% chance of doing well academically

Yellow Group: Risk of Underachievement
This group is at risk of not fully meeting their full academic
potential

Red Group: Severe risk of
underachievement Research shows that this group has a
68% chance of doing well academically[1]

Regular attendance is not just a legal requirement, but it is vital for pupils to maximize their
learning, and achieve full potential here at Pooles Park Primary.

To help us ensure your child is able to achieve their very best we depend on the support of
parents so that students are present and punctual every day

[1] Research Report, DFE, 2015. The link between absence and attainment at KS2 and KS4.
Department for Education, 01 February. 3.



APPENDIX 7:





APPENDIX 8: STRUCTURED CONVERSATION


