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Broadway Primary School 

 

Attendance Policy 

 

 
Philosophy 

Good attendance is essential for all pupils to achieve their potential, and to this end the school 

actively promotes and encourages its learners to maintain a good attendance record where at all 

possible, and discourages absences except those for medical purposes or in unforseen 

circumstances. 

 

The Role of the School 

We actively promote good attendance at the school in a number of ways. The most effective is to 

ensure that the pupils feel safe and secure and are willing learners. Teachers also praise those who 

have a good attendance record. 

 

Additionally, the school takes an active role in removing barriers, particularly temporary barriers, to 

attendance. These normally include temporary illnesses and injuries, and our strategies may 

include:- 

• accepting responsibility for the administering of prescribed medicines 

• making special arrangements for mobility or comfort 

 

Other barriers may be an unwillingness or reluctance to attend and it is our policy to provide 

children in this situation with a confidential, blame-free opportunity to discuss the circumstances 

and provide any subsequent support. This may, for example, occur in cases of bullying or 

victimisation. 

 

Where a child does not arrive and we do not receive an explanatory message we will always 

attempt to contact the household to make enquiries.  

 

Systems 

Pupils are registered twice daily and the data is entered into the system electronically. The reason 

for any absence (where known) is coded and may be entered retrospectively when the pupil returns. 

The codes for use in the register are communicated to staff in register folders and are consistent 

throughout the school. 

 

Each register opens at 8.45a.m. each morning and closes at 9.15a.m. The afternoon register opens at 

1.00p.m. and closes at 1.30p.m. If a child arrives after the register is closed this is classed as an 

unauthorised absence and requires explanation from the parent/ carer through letter or telephone 

call. 

 

An absence will be classed as unauthorised if the child arrives after the register has closed without 

explanation, or the school receives no explanation for a whole session absence through letter or 

telephone conversation. The school will write to parents/ carers when an unauthorised absence 

occurs. If no response is received the absence will be marked as unauthorised. 

 

The school will monitor attendance for individual pupils and where an absence is a cause for 

concern because (i) it is frequent, or (ii) it follows a pattern the school writes to the family and 

discusses the issue. Where there is no satisfactory resolution the Education Welfare Officer is 

alerted. 
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Targets for attendance are suggested by the Local Education Authority and considered and set by 

the Governing Body annually. If attendance were to fall below the agreed target, the governors 

would put in place an Action Plan to improve attendance as part of the school’s School 

Development Plan. 

 

Absences in Term Time 

 

The school holiday dates are published a year in advance and we strongly advise parents/carers to 

book any leave during the school holidays. If an absence in term time is unavoidable, a request for 

leave form must be completed prior to the absence. This can be obtained from the school office. In 

September  2013 legislation changed. Headteachers are now instructed to allow term time absence 

only in ‘exceptional’ rather than ‘special’ circumstances, and should determine the number of 

school days a child can be away from school if leave is granted. Penalty notices will be issued to 

parents who take their children out of school during term time without permission. 

 

Upon receipt of a request for leave form, the Headteacher will decide if the request is considered to 

be exceptional or not and will reply to the parents in writing with the decision. 

 

Where parents still choose to remove their child(ren) from school without approval, the attendance 

of their child(ren) will then be closely monitored. Unauthorised absences totaling 10 sessions (five 

days) or more per term or 14 sessions (7 days) in a consecutive term could result in a fine being 

imposed.  

 

In exceptional circumstances an authorized absence may be granted for events such as a wedding of 

a parent or the funeral of a close family member. 

 

 

Review of Whole School Attendance Policy 

 

The school will review the attendance policy biannually and will review the associated procedural 

framework at least annually. 
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