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Legal duty of parents/carers 

 Parents and carers have a legal duty to ensure that their children of compulsory school age, 

who are registered at school, attend regularly and punctually. Regular school attendance is 

not only a legal requirement but also essential for safeguarding and promoting the welfare 

of children, as highlighted in Keeping Children Safe in Education (2025). 
 

Our belief and commitment 

 At SIAL School, we believe that children can reach their full potential only by receiving full-

time education, through regular and structured attendance. Attendance is directly linked to a 

child’s wellbeing, progress, attainment, and life chances. 
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Our expectations 

• All children on roll are expected to attend school every day the school is in session, provided 

they are fit and healthy to do so. 

• Pupils are expected to arrive on time for the start of the school day and be collected 

punctually. 

• Staff are committed to supporting pupils and families to overcome barriers to attendance, 

and to promoting a culture where good attendance and punctuality are valued. 

• Everyone in school plays a role in safeguarding pupils, and attendance is a key indicator of a 

child’s welfare. Any concerns around attendance may also raise safeguarding concerns, and 

will be acted upon in line with our Child Protection and Safeguarding Policy. 

Aims 

• To foster a culture where regular attendance and punctuality are valued across the whole 

school community – pupils, parents/carers, and staff. 

• To provide a clear framework with agreed roles and responsibilities for staff, parents/carers, 

and pupils. 

• To ensure attendance is closely linked with safeguarding practice, recognising that patterns 

of absence or lateness may indicate concerns about a child’s welfare. 

• To provide support and guidance for parents/carers and pupils, working together to identify 

and overcome barriers to attendance. 

• To develop positive and consistent communication between home and school, with clear 

procedures for sharing attendance information. 

• To establish a systematic approach for recording, monitoring, and analysing attendance 

data, enabling early identification of concerns and timely intervention. 

• To improve overall attendance, reduce persistent absence, and ensure unauthorized 

absence is addressed promptly and effectively. 

 
Principles 
 
We believe that: 

• Regular attendance supports effective and continuous learning for all pupils. 
• Being in school every day helps children build secure friendships, develop social skills, and 

promote positive wellbeing. 
• Poor attendance is a safeguarding matter, as it may indicate a child is at risk of harm, neglect, 

or exploitation. 
• Regular absence not only impacts a child’s own progress and attainment but can also disrupt 

the learning of others in the class. 
• Good habits of attendance and punctuality nurture self-discipline, resilience, and 

responsibility, preparing pupils for future education and employment. 
• Promoting and supporting attendance is a shared responsibility across the school community, 

with staff, parents/carers, and pupils working together in partnership. 
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LEGISLATION AND GUIDANCE 
 
This policy meets the requirements of the Department for Education (DfE) statutory guidance on 
school attendance and parental responsibility measures, and should be read in conjunction with the 
school’s Child Protection and Safeguarding Policy. 
It reflects the following legislation and statutory guidance: 
 
The Education Act 1996 
The Education Act 2002 
The Education and Inspections Act 2006 
The Education Act 2011 
The Education (Pupil Registration) (England) Regulations 2006   
The Education (Pupil Registration) (England) (Amendment) Regulations 2010  
The Education (Pupil Registration) (England) (Amendment) Regulations 2011  
The Education (Pupil Registration) (England) (Amendment) Regulations 2013  
The Education (Pupil Registration) (England) (Amendment) Regulations 2016  
The Education (Penalty Notices) (England) (Amendment) Regulations 2013 
Working Together to Improve School Attendance (DfE, 2024, statutory guidance) 
Keeping Children Safe in Education (KCSIE, 2025) 
Working Together to Safeguard Children (2023)  

 
PRACTICE 
 
Attendance Register 
 
By law, all schools (except those where all pupils are boarders) are required to keep an attendance 
register, and all pupils must be placed on this register.  
 
SIAL records attendance directly through the school’s Management Information System (MIS). Class 
teachers complete the register on the MIS during the designated registration periods, and the system 
is used centrally to monitor and track punctuality and attendance. 
 
Attendance registers will be taken at the start of the first session of each school day and once during 
the first session of the afternoon, in accordance with the procedures outlined in Appendix 1 and the 
DfE attendance codes provided in Appendix 2. 
 
Registers are taken and kept open as follows: 

Morning sessions 

• In EYFS registers are taken at 9:00am and kept open until 9:30am  

• In Primary (KS1 and KS2) registers are taken at 8:30am and kept open until 9:00am 
Afternoon sessions 

• In EYFS registers are taken at 12:30 and kept open until 1:00pm  
• In Primary (KS1 and KS2) registers are taken at 1:30pm or 2:00pm according to the class 

lunch timetable and kept open until 2:30pm  
 
Any children arriving after the register has been taken will be marked as 'late'. 

 
 
Lateness and Punctuality 

• A pupil who arrives late but before the register closes will be marked as late (L code). 
• A pupil who arrives after the register has closed will be marked as absent using the 

appropriate code (U code – unauthorised late, unless an acceptable reason is provided). 

https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.gov.uk/government/publications/the-education-act-2011-equalities-impact-assessment
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2010/1725/contents/made
https://www.legislation.gov.uk/uksi/2011/1625/contents/made
https://www.legislation.gov.uk/uksi/2013/756/contents/made
https://www.legislation.gov.uk/uksi/2016/792/contents/made
https://www.legislation.gov.uk/uksi/2013/757/contents/made
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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Punctuality is vital. Arriving on time ensures a calm and effective start to the day, supports learning, 
and reduces disruption for the pupil and their peers. Persistent lateness not only affects academic 
progress but may also indicate wider safeguarding or welfare concerns. 
 
The Senior Leadership Team (SLT) monitors patterns of lateness closely. Where concerns arise: 

1. Initial stage – the class teacher or SLT will discuss concerns with parents/carers informally, 
either at the door or by phone. 

2. Formal stage – if there is no improvement, the school will issue a written reminder to 
parents/carers outlining expectations. 

3. Escalation stage – continued concerns will lead to a formal meeting between parents/carers 
and a member of SLT to agree an action plan. 

4. In cases of persistent lateness or non-cooperation, the school may involve the local 
authority’s Education Welfare Service. 

 
Unplanned Absence 

• Parents/carers must notify the school on the first day of an unplanned absence, for example 
due to illness, by 9:00am (or as soon as practically possible). 

• The reason for absence will be recorded in the register in line with DfE attendance codes. 
• If a pupil is absent and no contact has been made, the school office will carry out a first-day 

calling procedure to establish the reason for absence. 
• Where necessary, additional attempts to make contact will be made, including phone calls to 

alternative contacts. 
• If the school cannot confirm a reason for absence, the absence will be recorded as 

unauthorised. 
This procedure is particularly important for pupils who travel to school independently, to ensure the 
school can confirm that they have arrived safely. Unexplained absence will always be treated as a 
potential safeguarding concern and followed up in line with the school’s Child Protection and 
Safeguarding Policy. 
 
Medical or Dental Appointments 

• Missing registration for a medical or dental appointment will only be authorised if advance 
notice is provided. 

• Parents/carers are strongly encouraged to arrange medical and dental appointments outside 
of school hours wherever possible. 

• Where this is not possible, pupils should be absent for the shortest time necessary to attend 
the appointment. 

• Parents/carers must inform the school in advance by phone, email, or written note, providing 
details of the appointment. 

• The school may request evidence of the appointment (e.g. appointment card, letter, or text 
confirmation) before authorising the absence. 

 
Requests for Absence During Term Time 
The law requires that children attend school regularly and punctually. Leave of absence during term 
time will only be granted in exceptional circumstances. Family holidays do not normally meet this 
threshold. 
If parents/carers wish to request absence, they must complete the school’s Leave of Absence Form, 
available from the school office, and return it for consideration by the Senior Leadership Team (SLT). 
 
Notice periods: 

• For absences of up to half a day (e.g. medical appointments), forms must be submitted at 
least one day in advance. 

• For absences longer than half a day, forms must be submitted at least two weeks in advance. 
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The SLT will review each request and may take into account: 
• The reason for the absence; 
• The child’s current attendance and punctuality record; 
• The length and timing of the requested absence; 
• Any impact on the pupil’s education and wellbeing. 

Parents/carers will be notified in writing of the decision. If a request is authorised, the SLT will 
determine the length of time that may be granted. 

 

Unauthorised absence: If parents/carers do not submit a request, or if the request is declined but 
the child is still taken out of school, the absence will be recorded as unauthorised. This may result in 
referral to the local authority. 
 
Communication with Parents/Carers 
The school works in close partnership with parents and carers to promote excellent attendance and 
punctuality. Information on attendance expectations, procedures for reporting absence, and the 
impact of poor attendance is provided in the Parent/Carer Handbook and on the school website. 
Parents/carers are expected to: 

• Ensure their child attends school every day the school is in session, unless there is a valid 
reason for absence. 

• Ensure their child arrives on time each day and is collected promptly at the end of the school 
day. 

• Leave the classroom by 8:40am at the latest if they have accompanied their child in, so that 
the class teacher can settle the class and take the register. 

• Notify the school of any absence by 9:00am on the first day, providing a reason. 
• Inform the class teacher of any issues which may affect their child’s ability to attend or 

engage in school. 
• Use google classroom, email via the school office, or speak directly with staff to raise any 

concerns. 
• Arrange holidays only during official school holiday periods. Term dates are published well in 

advance. 
 

Attendance Reports 
Children’s attendance is monitored throughout the year and records are shared with parents/carers 
in annual written reports.  
 
These include: 

• The total number of possible attendances; 
• The total number of attendances; 
• The number of sessions attended late; 
• The number and percentage of unauthorised absences. 

 
Persistent absence or patterns of concern will be addressed with parents/carers as part of the 
school’s attendance procedures. 
 
 
Monitoring Attendance 
The school’s minimum attendance target is 95%, with an aspirational target of 97% in line with national 
expectations. 
Attendance is monitored closely using the school’s MIS, and key patterns are tracked centrally, 
including: 

• Persistent Absence (PA): pupils with attendance below 90%. This is a serious cause for concern 
and may require referral to the Local Authority’s Education Welfare Service. 
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• Children whose attendance falls below 95%. 
• Punctuality concerns, including frequent late arrivals. 

 
Attendance Thresholds 

• 100% = 0 days missed 
• 95% = ~8.5 days missed (school minimum target) 
• 90% = ~17 days missed (persistent absence threshold) 
• 85% = ~25 days missed (serious concern) 
• 80% = ~33 days missed (severe persistent absence) 

 
Even small drops in attendance have a significant impact on learning. Research shows that missing 17 
days in one academic year can mean a child loses the equivalent of one full GCSE grade in attainment. 
For younger pupils, this equates to vital gaps in early literacy, numeracy, and social development. 
Attendance data is reviewed regularly by the Senior Leadership Team and reported to governors. 
Patterns of poor attendance or punctuality are addressed swiftly, as poor attendance is not only an 
educational concern but also a safeguarding matter. 
 
 
Concerns 
 
The electronic version of the registers is examined regularly.  If there is a frequent pattern of absence 
and/or lateness the following responses will come into effect. 
 

Late %* Attendance % Consequent Action 

10% (once a 
fortnight) 

95% 

Phone call from SLT to: 

• Ascertain the reason for persistent absence.   

• Share concerns as to the child’s welfare and 
education. 

• Discuss how best to remedy the situation. 

20% (once a week) 

95-91% and/or 
failure to improve 
attendance in the 

coming school 
month following 

phone call 

 
Letter home 

 

40% (twice a week) 90-86% 

Meeting with SLT: 

• Records of poor attendance and/or punctuality 
are shown. 

• SLT will work with the family to develop an Action 
Plan designed to encourage and support the child 
and family. 

60% (three times a 
week) 

<86% 

SLT to consult with the Board of Governors to: 

• Present record of action taken thus far. 

• Decide next steps and whether or not to involve 
the relevant local educational welfare service. 

 
* Common sense will naturally be applied to the analysis of these percentages, including how far we 
are into the school year, i.e. being late three times in the first week will not result in the Board’s 
involvement, but being late for 60% of the first term and this showing no signs of changing is likely to 
necessitate such an intervention. 
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Instances of children being late for a ‘one-off’ legitimate reason, e.g. car breaking down or 
exceptionally heavy traffic, will not be considered within this tracking and resultant action. 
 
If a class teacher has concerns about a child’s non-attendance or lateness, they must consult with their 
Key Stage Co-ordinator immediately.  
 
Truancy 
At SIAL, staff place the highest importance on continuity in children’s learning and on their safety, 
welfare, and wellbeing. Truancy is considered a serious matter because it poses both an educational 
and safeguarding risk. 
Although truancy is expected to be very rare, the school will act immediately if it is suspected that a 
pupil has deliberately missed school without authorisation. 
 
Procedure if truancy is suspected: 

1. The class teacher will notify the Senior Leadership Team (SLT). 
2. Parents/carers will be contacted without delay to confirm the pupil’s whereabouts and ensure 

their safety. 
3. A meeting may be arranged with parents/carers and the pupil to discuss the concerns and 

identify underlying issues. 
4. A support plan will be developed to address the causes of truancy and to support the pupil’s 

re-engagement in learning. 
5. Relevant staff (e.g. class teacher, Key Stage Coordinator, and/or Attendance Lead) may be 

involved in ongoing monitoring and mentoring. 
6. Where concerns persist, the school may seek advice and support from external agencies, 

including the Local Authority Education Welfare Service. 
The effectiveness of these procedures will be reviewed in the event of a truancy case, to ensure the 
school’s approach remains robust. 
 
 
Promoting Good Attendance and Punctuality 
At SIAL, we believe that good attendance and punctuality are best achieved by creating a positive 
school culture where pupils feel safe, valued, and motivated to learn. 

• Curriculum links: PSCHE lessons and assemblies provide regular opportunities to discuss the 
importance of attendance, punctuality, and responsibility. 

• Celebration and recognition: The school celebrates good and improved attendance through 
class awards, certificates, and other recognition. This reinforces the value placed on 
commitment and perseverance. 

• Whole-school culture: Teachers and staff model punctuality and consistency, setting clear 
expectations for pupils. 

• Positive communication: Staff regularly remind pupils and parents/carers of the link 
between attendance, wellbeing, safeguarding, and achievement. 

• Early intervention: Where patterns of absence or lateness emerge, support is offered to 
address barriers, ensuring pupils feel encouraged and supported to attend rather than 
discouraged by absence. 

By promoting attendance in this way, the school aims not only to improve learning outcomes but 
also to nurture positive habits that prepare pupils for future education and employment. 
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Appendix 1 
Staff Guide – Attendance Register Procedure (MIS system) 
Completing the Register 

• Registers are completed by class teachers directly on the school’s MIS at the designated 
registration periods. This is a legal requirement. 

• Registers must be accurate and submitted promptly for both morning and afternoon 
sessions. 

• No pupil should ever be allowed to complete the register. 
• If the MIS is temporarily unavailable, staff should complete a paper register provided by the 

office, which will be entered into the system later. 
Register Marking 

• Attendance codes must be entered in line with DfE statutory guidance (see Appendix 2 for 
the full list of codes). 

• Teachers should only record pupils as present if they are physically in school at the time of 
registration. 

• All other codes (e.g. authorised absence, unauthorised absence, medical appointments) will 
be applied and monitored by the school office following confirmation from parents/carers. 

• Lateness is recorded by the school office on the MIS with time of arrival. 
Register Timings 

• EYFS: Morning 9:00–9:30 | Afternoon 12:30–1:00 
• KS1: Morning 8:30–9:00 | Afternoon 1:30–2:00 
• KS2: Morning 8:30–9:00 | Afternoon 2:00–2:30 

Safeguarding & Fire Safety 
• Registers are a key safeguarding record. Any unexplained absence must be followed up 

immediately in line with the First Day Calling Procedure. 
• For fire drills and evacuations, staff must use the MIS printout (or paper register if required) 

to check the presence of all children marked as in school. 
Amendments to Registers 
Every amendment made to the admission register or attendance register must include: 

• The original entry; 
• The amended entry; 
• The reason for the amendment; 
• The date on which the amendment was made; 
• The name and position of the person making the amendment. 

Record Preservation 
• Entries in the admission and attendance registers must be preserved for at least three years 

from the date of entry, in line with statutory requirements. 
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Appendix 2 
DfE Registration Codes (updated to 2024) 
Registers must be completed in line with the statutory DfE attendance codes. These codes 
are automatically available in the school’s MIS and must be used consistently by all staff. 
Present at School 

• / = Present (AM) 
• \ = Present (PM) 
• L = Late arrival before the register has closed 

 
 

 

 


