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Know the true value of time; snatch, seize, and enjoy every moment of it. No idleness, no delay, no 
procrastination; never put off till tomorrow what you can do today. 

 
Earl of Chesterfield 

 
Introduction 
 
Highgate Primary School believes that regular school attendance is the key to enabling children to maximise 
the educational opportunities available to them. Good attendance is therefore essential if children are to 
achieve their full potential.  
 
As set out in this policy, the school will work with families to identify the reasons for poor attendance and 
try to resolve any difficulties.  
 
The school recognises that attendance is a matter for the whole school community. Our Attendance Policy 
should not be viewed in isolation; it is a strand that runs through all aspects of school improvement, 
supported by our policies on safeguarding, bullying, behaviour and inclusive learning.  
 
The school aims to promote, among parents and children, a high level of awareness of the need for, and 
benefits of, regular and prompt attendance. 

 
Communication: 
 
 Parents are advised of the school’s expectations during the induction meetings for new children. 

 Parents are reminded regularly in newsletters of the importance of good attendance and timekeeping. 

 Pupils and classes with excellent or improving attendance are highlighted and celebrated in school 
assemblies. 

 Progress against attendance targets is reported to parents through the school newsletter. 

 Parents will be informed of their child’s level of attendance at each parent consultation meeting. 

 Attendance figures will be included with the child’s annual progress report. 

 Attendance figures are reported termly to the governors in the Head’s Report. 

 The school’s Pastoral Support Officer runs attendance workshops for parents.  

 
Procedures 
 
 Parents are requested to ring school by 9.10am to notify us that their child will be absent. The school 

will then authorise absences that are due to sickness. 



 The school registers are closed at 9.10am each morning. Children who have not arrived by the end of 
registration are marked absent.  

 Latecomers report to the school office on arrival. The child will be given a ‘late after register closed’ 
mark. 

 If the school has been informed that the child will arrive late due to a medical/dental appointment then 
an attendance mark will be given on arrival. 

 A child’s absence will be recorded as unauthorised if no explanation is given for absence or if the 
school considers the information received from a parent is not an acceptable reason for absence. 

 
Attendance Monitoring 
 
 Attendance is monitored half-termly and parents will be informed of their child’s attendance should it 

fall below 95%.  

 Parents are invited to discuss their child’s attendance: 

o When a child’s absence is unexplained. 

o When a child’s attendance drops below 90% and there are concerns 

 Where a pattern of unauthorised absence persists or attendance does not improve, despite the 
school’s involvement, the Educational Welfare Officer will be contacted and asked to visit the home. 

 If a member of staff is concerned about the level of attendance or punctuality of any of the children in 
their class, they should inform the Pastoral Support Officer. 

 Pupils identified as persistent absentees (in line with the set government criteria and the school’s 
attendance target) are marked for further monitoring and/or action due to the link between attendance 
and attainment.  

 Long term standing medical conditions are monitored with evidence (either a letter from a consultant 
doctor or photocopy of medical prescriptions) where appropriate. 

 Where lateness becomes an issue the matter will be discussed with the parents and this will be 
monitored and a record kept. Consistent lateness will also be reported to the Education Welfare 
Officer. 

 In the eventuality of a child having long term absence or persistent absence the Education Welfare 
Officer or a member of the Persistent Absence team will be allocated the case. 

 If a child’s absence from school fails to improve, despite involvement by the school or Education 
Welfare Officer, consideration will be given by the Local Authority to progress the matter to the court 
through the issuing of a fixed penalty notice (FPN).  

 Legal Action will be taken by the Local Authority in cases of persistent poor attendance where the 
parent has not co-operated or despite the Education Welfare Service offering support and guidance this 
has not resulted in the parent ensuring that their child is attending school regularly.  

 

Holiday Requests 
 
 Parents planning to take children out of school in term time are required to complete am Absence 

Request Form, which needs to be signed in advance by the Headteacher. This request is at the 
Headteacher’s discretion and will only be granted in genuinely exceptional circumstances. 

 Consideration will also be given to cultural needs and family circumstances, such as minority ethnic 
children returning to their country of origin. In these cases, granting leave for longer periods than 
normal may be considered justified. In all cases though, parents will be required to justify why the 
absence needs to be taken during term time. 

 



Policy Review: 
This policy is subject to annual review, as part of the school self-evaluation process.  
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