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Rationale  
 
We believe attendance and punctuality are essential, both as a common courtesy to prevent disturbing other 
pupils and in developing good work habits. Children cannot learn if they are absent, and lateness can lead to vital 
elements of explanation being missed. Our aim is to emphasise the importance of this to the whole school 
community through good time-keeping in all areas of school life and by regular reminders and praise for those 
displaying high standards. 
 
Attendance Registers 
The school must keep an attendance register for all children of compulsory school age. These registers are online. 
There must be an entry for every session. Part time children should be marked with an authorised absence for the 
session for which they are absent. 
 
Attendance registers are legal documents and must be retained by the school for three years after completion. 
 
The responsibility for marking the register is delegated to the member of staff who has charge of the children at the 
start of each session. All entries must be marked in pen; correction fluid may not be used. 
 
Registration times:  9.00 to 9.10 am in the morning. 
    1.00 to 1.10 pm in the afternoon. 
 
Registration categories;  see list or refer to Mrs Banks for specific registration categories.   
A provisional mark may be entered in the register and clarified later. 
 
Authorised Absence 
It is the school’s decision, not the parents, whether or not the absence is authorised. This will only be authorised in 
exceptional circumstances. Guidance is provided by the Department for Education and the Local Authority as to 
what constitutes exceptional circumstances.  A written request must be completed by the parents of the pupil and 
submitted to the Head Teacher. A written response will be provided by the Head Teacher. 
 
Each authorised absence must contain the relevant code for that half-day session. 
 
Illness (See Medical Conditions in School Policy) 
Explanations for absence should be made by the parent by e-mail to admin@croft.dalesmat.org as early as possible 
on the first day of absence. If a child is absent without explanation a member of staff will attempt to contact the 
parents and will make a record in the telephone book. 
 

If a                If a child is going to be absent for more than one week, through illness or injury and is well enough to do school work, 
the class teacher will liaise with the child’s parents to provide appropriate work to be done at home. This will be 
provided in accordance with the School’s Remote Learning Policy. 
If a child is in hospital the class teacher will liaise with the hospital based tutor to provide a programme of work.  This 
work should be returned to school weekly to be marked by the class teacher and a further supply of work sent 
home. 

 
If a child has been absent from school for a prolonged period, or is still recuperating, a programme of re-integration 
will be developed between the parents, pupil, class teacher, Head Teacher and any tutor. 
 
Trips to the Doctors or Dentists 
These visits are not recorded as absences unless the child misses the whole session. 
A child who has an appointment early in the morning and arrives after registration is marked with acceptable 
lateness. 
A child who leaves after registration for an appointment or through illness is marked present (details are recorded 
on the list in the front of the register in case of fire) unless he or she is absent for a whole session in which case it is 
marked M. 
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Requests for leave from School 
Only in exceptional circumstances will leave be granted from school. 
The following are examples of the criteria for leave of absence, which may be considered as ‘exceptional’:   

• Service personnel returning from active deployment. 

• Where inflexibility of the parents’ leave or working arrangement is part of the organisational or company 
policy. This would need to be evidenced by the production or confirmation from the organisation/company. 

• Where leave is recommended as part of a parent’s or child’s rehabilitation from medical or emotional 
problems. Evidence must be provided. 

• When a family needs to spend time together to support each other during or after a crisis.   

• A close family wedding or funeral including one day to travel. 
 

Please note: Head Teachers would not be expected to class any term time holiday as exceptional.   
Requests for leave should be made on the relevant form (available in school) by the parent with whom the pupil 
normally resides. 
Normally no leave will be granted during SATS weeks. 
Staff will not provide homework for pupils who are absent from school in these circumstances. 
 
Punctuality and Lateness 
The children’s entrance to school is open from 8.50am and is closed at 9.00am prompt. A pupil who arrives after that 
time should use the main entrance where they will be asked to sign in the late book. A child who arrives late but 
before the end of registration should be marked L. 
That pupil should be encouraged to arrive earlier. 
A pupil who arrives after registration without a reasonable excuse should be marked U or unauthorised absence. 
If this occurs on a regular basis contact should be made with the parents indicating that this is no different from non-
attendance.  
Where home circumstances develop leading to recurring lateness, or absence, the Head Teacher will contact the 
parents to arrange a resolution as soon as possible. The child will be dealt with sensitively and undue attention to 
the problem avoided. 
 
Examples of acceptable lateness would be a Medical appointment, adverse weather conditions or failure of school 
transport. 
 
Attendance Problems 
Our school is committed to safeguarding and promoting the welfare of all its pupils. Attendance problems may be 
indicative of child protection issues. 
 
Problems should be identified at the earliest possible stages and action taken. 
Initially parents should be contacted by the Head Teacher, either in person or by telephone. They will be invited into 
school to discuss the problem. If a parent is reluctant to come into school, the Head Teacher will explain the problem 
verbally (followed by written confirmation) and ask for a parental response (written). Further efforts will be made to 
encourage a parental visit but if the situation cannot be resolved then the matter must be brought to the attention 
of the Educational Welfare Officer. 
In any case the LA must be notified if a pupil attends irregularly or is absent continuously without authorisation for 
ten or more school days. 
 
Monitoring 
Targets for Authorised Absence will be set annually by the Governing Body. Absence returns will be sent to the DfE 
termly upon request. All registers will be reviewed termly to target non-attendance of individuals, groups or forms, 
and the above attendance problems’ procedure followed. Key data will be reported to the Governing Body. 
 
This policy was reviewed in September 2021 
 


