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 Attendance & Punctuality               

GOODRICH COMMUNITY PRIMARY SCHOOL POLICY 

 

The aim of this policy is to raise and maintain high attendance at Goodrich so that children  

can make good progress in all aspects of their learning.  

At Goodrich we are determined to achieve the best for all our children. Regular and 

punctual attendance is important. Pupils need to attend school regularly if they are to take 

full advantage of the educational opportunities available to them by law.  

Our policy applies to all children registered at this school and this policy is also made 

available to all parents/carers on our school website.  

Although parents/carer have the legal responsibility for ensuring their child’s good 

attendance, the Headteacher and Governors at our school work together with  other 

professionals and agencies to ensure that all pupils are encouraged and supported to 

develop good attendance habits. Procedures in this policy are followed to ensure this 

happens so they can receive the education they are entitled to.  

Children who are persistently late or absent soon fall behind with their learning. Children 

who are absent from school frequently develop large gaps in their learning which will 

impact on their progress and their ability to meet age related learning expectations.  

This policy is consistent with all other policies adopted by the Governors and should in 

particular be read in conjunction with the following policies relevant to the ensuring all 

children are receiving an education they are entitled to: 

Safeguarding (Child Protection) Policy 

Behaviour for Learning Policy 

Health and Safety Policy 

SEN Policy 

 

Aims 

 Promote children’s welfare and safeguarding.  

 Ensure every pupil has access to the full time education to which they are entitled. 

 Improve pupils’ achievement by ensuring high levels of attendance and punctuality. 

 Promote a positive and welcoming atmosphere in which pupils feel safe, secure and 

valued, and encourage in pupils a sense of responsibility.  

 Work in partnership with parents, staff, local authority and outside agencies so that 

all pupils realise their potential.  
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Expectations 

We expect that all pupils will: 

 Attend school regularly and be at school every day the school is open unless the 

reason for absence is unavoidable.  

 Be punctual - 8:55 am lining up in the playground.  

 Engage with the education being provided. 

 Arrive at school appropriately prepared for the day. 

 

    We expect that all parents/carers will: 

 Ensure regular school attendance and be aware of their legal responsibilities.  

 Ensure that the child/children in their care arrive at school each day punctually and 

properly prepared for the school day wearing school uniform.  

 Contact the school office promptly whenever any problem occurs that may keep the 

child away from school. 

 Contact the school on the first day of absence and on each following day/s of 

absence.  

 Informing the school in advance of any medical appointments in school time and 

provide proof so the absence can be recorded as Medical.  

 Provide the school with proof of illness where possible.  

 Making requests for authorised absence in term time, only if absolutely necessary by 

completing the ‘Absence request’ form. No written / verbal request is automatically 

authorised.   

 Inform the school when their child/children leave the school by completing the 

‘Leaving Goodrich’ form.  

 

What the school will do: 

 Provide a welcoming atmosphere for children in a safe learning environment. 

 Keep regular and accurate records of attendance for all pupils, twice daily by e-

register. 

 Registers will be completed and sent to the office by: AM registration 9:15am         

PM registration EYFS & KS1 1:10pm and KS2 1:40pm.   

 When e-register is not working, a paper register will be completed.  

 Monitor every pupil’s attendance on a weekly basis or in specific cases, daily.  
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 Where no message has been received to explain the absence, contact parents as 

soon as possible on the first day of absence. Where there is no contact from home, 

call the other numbers on the contact / emergency lists. When there is no contact 

after all avenues exhausted, carry out a home visit to ensure the safety and well-

being of the child.  

 Follow up all unexplained absences to obtain a reason for the absence and the likely 

date of return. 

 Emphasise the importance of good attendance and take positive steps to encourage 

it. 

 Provide a sympathetic response to any pupil concerns. Liaise with appropriate 

members of staff to ensure pupils get the suitable support.  

 Where there is attendance or punctuality concerns, meet with the parents/carers to 

discuss, support and plan improvement. The school has a coloured ladder system 

that records each meeting with parents and shows targets set.  

 Consult and liaise regularly with the Local Authority and take responsibility for 

ensuring appropriate pupils are identified and referred without delay to the 

Southwark Early Help Practitioner service. 

 Where attendance / punctuality is extremely poor, work closely with the Local 

Authority if court proceedings are planned.   

Lates  

At 8:55am all children should be lining up in the playground. On hearing the bell at this 

time, the children will be escorted, or walk themselves (UKS2) into class. 

At 9:00am promptly all gates to the school are locked. This is to Safeguard the children. 

Entry to school at this time will be through the main gate which leads to the office. 

A member of SMT along with a Learning Mentor will monitor this gate to ensure the safety 

of pupils already at school and register those who are late. 

The pupil and parent will be asked to provide a reason for lateness.  

 A ‘late slip’ will be given to the pupil. This is to be given to the class teacher to let them 

know the child will be / has been registered on the school system. 

Records are kept of those pupils who are late, this is documented on the electronic register 

(Attendance code L). Arrival after the register closes (9:30am) will be marked as 

unauthorised absence for the morning (Attendance code U).  

 

 

 



4 

Attendance and Punctuality Policy January 2019 

 

Absences 

 On the first day of absence, if no note or telephone call is received from the 

parent/carer by 9:30 am the school will send a text message asking for the reason 

of absence.  

 If there is no response, the school will continue to try to contact the parent/carer. If, 

by the end of the day, there has still been no contact made, the school will call the 

emergency contact number on the child’s file.  

 Where there are immediate concerns, members of SMT / Learning Mentors will do a 

home visit to check the child’s well-being and safety. 

 The N code will stay on the register for days without reason provided. After ten 

school days the code will change to O (Reason not accepted by school)  

 Where there are continued concerns, a letter will be sent to parents/carers to invite 

them into school to discuss it.  

 The school will inform parents of concerns regarding attendance and punctuality 

through a laddered system of texts, phone calls, letters and meetings.  

 If problems appear to be on going the family will be referred to the Southwark Early 

Help service.  

 When attendance continues to be a concern or there is a failure to engage from 

parents, Southwark Early Help Service may become involved.   

 Legal proceedings may occur after long term poor attendance with very little signs of 

improvement; this can involve parents / Carers being taken to court.  

  

Medical/ other preplanned appointments 

 

Unless in emergency situations, if a child has a planned medical/ other appointment, which 

cannot be scheduled outside of school hours, then a letter must be sent in advance to the 

school office or class teacher stating all relevant information. In these circumstances, 

parents can collect children from the school office. Medical appointments will be coded as M 

in the register. Parents must provide proof of appointments for M to be marked. The 

expectation is that is a child has an appointment in the morning, they return to school for 

the afternoon session; if the appointment is in the afternoon, then the children must attend 

school in the morning.  
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Exclusions 

In the very rare instance of a child being excluded from school, the parent will be 

responsible for ensuring that their child is not found in a public place during normal school 

hours on the days of exclusion. The school will inform the parents of their legal duty.  

 

Changing Schools  

 

If children move home or families decide to send the child/children in their care to a 

different school they need to inform Goodrich School office staff as soon as possible. They 

do this by completing a ‘Notification of Leaving Goodrich’ form. A pupil will not be removed 

from this school roll until the following information has been received in writing and 

investigated.  

 The date the pupil will be leaving this school and starting the next. 

 The address of the new school. 

 The new home address, if the reason for changing school is moving home. 

 The pupil’s school records will then be sent on to the new school as soon as possible. 

 If a parent / carer appears to have removed their child from school or the child has 

completely stopped attending without providing the above information, the family 

will be referred to the Local Authority as a Safeguarding concern. 

The school will follow Southwark procedure when off rolling pupils. 

 

Parental Request for absence during term time.  

 

The school holiday dates are published a term before the next academic year begins.  

As previously stated absence from school (whatever the reason) can adversely affect a 

child’s ability to benefit fully from their educational opportunities. 

Parents must ask permission for their child to be absent from school during term time. 

Parents/carers wishing to apply for leave from school should complete the form which is 

available from the school office.  

It is at the Headteacher’s discretion to decide whether or not the absence will be 

authorised. The Headteacher may authorise leave during term time for exceptional  
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circumstances only. If leave is taken without permission, or no application is made, 

parents/carers risk being issued with a penalty notice of being prosecuted by the Local 

authority.  

Encouraging Good Attendance 

Goodrich School encourages regular attendance in the following ways: 

 By celebrating good and improved attendance in assemblies. 

 By rewarding 100% attendance each term and at the end of the school year.  

 By rewarding 100% punctuality each term and at the end of the school year.   

 By providing a caring and welcoming learning environment. 

 By responding promptly to a child’s or parent’s concerns about the school or other 

pupils. 

 By marking registers accurately and punctually during morning and afternoon 

registration. If pupils arrive at school after the close of the register without a written 

explanation, the lateness will be recorded as an unauthorised absence and the 

pupil’s name recorded in the late book in case of a fire drill. 

 By publishing and displaying attendance statistics; 

 By monitoring pupils, informing parents/carers in writing of irregular attendance, 

arranging meetings with them if necessary and referring the family to the Early Help 

Service if the irregular attendance continues. 

 Allocating a Learning Mentor to work with the child and /or family to resolve issues 

that may be causing attendance or punctuality problems.  

 Work closely with the person/s responsible for overseeing the school’s behaviour and 

Safeguarding policies to ensure full, rounded understanding of the pupils’ needs and 

make certain needs are met and support is provided.  

 

Headteacher signature: ______________________________________ 

Chair of Governors:      _______________________________________ 

Reviewed date: January 2019 

Next Review date: December 2020 

 

 


