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BELMONT CASTLE ACADEMY                                 

POLICY FOR – ATTENDANCE 

 

Co-ordinator:     Susie Mansford 
Governor Responsible:      Steve Smith 

   

 

Introduction 
 
Our school exists to provide the best available learning opportunities for children living in 
the local community.  Without the help and support of their parents, some children will find 
it difficult to adjust to the structured environment that schools have to be to achieve their 
objectives. 
 
We want parents to be able to understand the systems and processes used in the school 
that enable it to function on a day to day basis. We hope that if we explain the systems 
and processes effectively and seek the views of parents regarding any changes needed, 
we will end up with a truly whole school policy. 
 
We hope that this document will explain simply and clearly the main areas of the school’s 
organisation, which we feel parents can most help their children to understand. 
 
These areas are: 
 

1. Roles and responsibilities of the Principal, senior staff, class teachers, 
administrative staff, governors and any other appropriate staff 

2. Role and responsibilities of the Education Welfare Service 
3. Responsibilities and expectations of parents and pupils 
4. Registration procedure 
5. The categorisation of absence – authorised or unauthorised 
6. Lateness procedures 
7. Punctuality 
8. First day absence contact 
9. Reintegration programmes 
10. Incentives and rewards                                              
11. Engaging parents 
12. Exclusion procedures 
13. Collection and use of attendance data 
14. Discipline 
15. Clarification about ‘Term time’ holidays 
16. Attainment 
17. Review dates for policy 

 
We have set out in the following chapters, the information that we think will help you to 
explain to your child what is important to their future success. We hope you find it a useful 
reference document and would appreciate your comments or suggestions for how it might 
be improved. 
 



Page 2 of 6 

1. Roles and responsibilities of the Principal, senior staff, class teachers, 
administrative staff, governors and any other appropriate staff. 

 
Governors will monitor termly figures and set annual targets as required.  The Principal 
and/or Vice Principal will promote good attendance with the children and present 
certificates for good punctuality and attendance at the Achievement assemblies.  
Mrs Russell, the attendance officer in the school office will manage the process for 
collecting data on a daily basis and ensure that the required returns and reports are 
completed.  The attendance officer will also send letters home to parents as required. 
Teachers and support staff will complete registers accurately and on time in each session 
as required.  The attendance officer will monitor unsatisfactory attendance and call parents 
in for meetings to agree positive resolutions.  
 
 
2. Role and responsibilities of the Education Welfare Service 
The Education Welfare Service (EWS) is the statutory service responsible for enforcing 
attendance where the efforts of the school or other organisations have been unsuccessful. 
Whereas other organisations like the Youth Service work with children and families on a 
voluntary basis i.e. consent has to be given, the EWS does not require consent. Parents 
who refuse to engage with the EWS might face legal proceedings but only after the 
Education Welfare Officer (EWO) for the school can evidence their attempts to involve 
parents in dealing with their child’s school attendance problems. 
 
It is essential, if you receive a letter from the EWO asking to make an appointment that 
you either keep the appointment or that you contact the EWO to make another. The EWO 
will do everything they can to assist you in resolving any problem your child may have in 
attending school but you must also be prepared to accept advice given. 
 
3. Responsibilities and expectations of parents and pupils 
Parents are responsible for ensuring that their children attend school regularly and 
punctually and for informing the school of any problems that prevent this. They are also 
responsible for how their children behave when they get to school. 
 
You can help raise the school’s attendance levels by not allowing your child to miss school 
for anything other than the most serious reasons e.g. genuine ill health and by telling the 
school if your child constantly makes excuses not to attend, as this is often a symptom of 
something that needs further investigation. 
 
4. Registration procedure 
Schools have to provide a set number of hours’ tuition each day and to do that they have 
to create a timetable for everybody to work to, including staff and pupils. It is important for 
the timetable to be adhered to, as late arrivals can be disruptive for everybody although 
there is some acknowledgement that emergencies do arise. For this reason, the class 
register is not closed until 30 minutes after the register has been called.  
 
Children may arrive at school at      8.30am but no earlier. 
They must be ready for the marking of the register at   8.45am in KS2 
         8.55am in KS1 
The register will be closed at     9.15am in KS2 
         9.25am in KS1 
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Children arriving before the register is closed will be marked late but present (L). 
Children arriving after registers close will be marked as an unauthorised absence (U). If 
your child’s attendance is marked with a (U) this will affect their attendance percentage. 
 
5 The categorisation of absence 
Full attendance is essential to your child’s success at school. If they are not here, they 
cannot be taught and it makes it extremely difficult for them to catch up with their 
classmates when they do return. Every school has targets for attendance set by the 
government, on which the school is judged. 
 
Our target for attendance is 96.4% 
 
Every school is required to make a decision about individual absences as to whether they 
should be “Authorised” or “Unauthorised”.  The decision is an important one because 
where there is excessive unauthorised absence the Local Authority (Thurrock Council) can 
prosecute parents in the adult criminal court. If parents are convicted, they will receive a 
criminal record, potentially a large fine or where the lack of school attendance is really 
severe, a possible prison sentence. 
 
The school will not authorise absence if for example the child is absent because they 
were: 
 

• Looking after other children or family members. 

• Going out for the day / shopping. 

• A sibling is sick. 

• Having a birthday treat. 

• Waiting for a trades-person to arrive e.g. electrician. 

• Late to bed the night before. 
 
If your child needs to visit the dentist or similar, you should try to get an appointment out of 
school hours or on a Saturday. If this is not possible, you need to give the school notice of 
the appointment and let them have the appointment card to photocopy. 
 
6. Lateness procedures 
Children arriving after the register has been closed will be marked as unauthorised 
absent (see section 4 above) due to lateness. 
Where because of lateness a pupil has been marked as unauthorised absent, the pupil’s 
attendance will be monitored closely and all unauthorised absences will be dealt with in 
accordance with section 5 above. 
 
7. Punctuality 
Lateness after registration is disruptive not only for the rest of the class but also the 
individual child. To improve punctuality in our school we do the following; 

• Send lateness letters to parents once a pupil has accumulated 10 sessions of late 
marks.  

• Place pupils who are persistently arriving late for school on an 
attendance/punctuality passport. 

• Our parent liaison officer is also regularly on the gate to help improve the 
punctuality of the SEN children. 
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8. First day absence contact 
It is vital that you tell us as early as possible if you know your child is not going to be 
attending. If you don’t contact the school, we will contact you via a text message, so it is 
important that you regularly notify us of your latest contact telephone number or any 
change of address. If we cannot make contact with you and you do not contact us we will 
mark your child as an unauthorised absence.  
 
9. Reintegration programmes 
Where children have been absent from school for some time, they may need to return on a 
gradual basis. Individual cases will need to be discussed with the relevant member of staff 
and agreement reached as to the pace and time scale of any return. 
 
10. Incentives and rewards 
 
Monthly Cheques 
A £10.00 cheque is handed out in an achievement assembly to one class in KS1 and KS2 
with the highest overall attendance for the previous month.  These classes are then able to 
use this money towards treats/activities throughout the year. 
 
100% Attendance 
Every pupil who achieves 100% attendance at the end of each full term receives a 
certificate and an attendance badge in an achievement assembly.  Pupils are able to 
achieve three certificates and badges for bronze, silver and gold. At the end of the Autumn 
term, pupils who have achieved 100% attendance for that term will enjoy a special 
breakfast served to them by members of staff.  At the end of the Spring term pupils who 
have achieved 100% attendance for both the Spring and the Autumn term will enjoy a 
pizza, film and ice cream afternoon.  At the end of the Summer term, pupils who have 
achieved 100% for the whole of the academic year will enjoy a bouncy castle party day 
with a special cake celebrating their achievement.  
 
Weekly Attendance Cup, Bear & Dog 
Each Friday the classes in Key Stage 2, Key Stage 1 and Early Years with the highest 
attendance% for the previous week will be awarded the Belmont Attendance Cup (KS2), 
the Belmont Bear (KS1) and the Belmont Dog (EYFS).   
 
Best Class Attendance for the Year 
At the end of the academic year the highest achieving classes in each key stage will 
achieve a trip which will be determined at the beginning of each academic year.  For 
2018/19 the trip for Key Stage 1 will be to Shrek’s Adventure, Key Stage 2 will be to 
Kidzania and Early Years will visit Southend Sea Life Centre.  
 
Monthly Class Attendance Challenge 
Each month the class with the overall best attendance for the month will win the 
attendance challenge reward.  The reward is different each month and classes will not be 
notified what the reward will be until the beginning of each month.  Challenge posters are 
displayed on the inside and outside of the classrooms and also on the attendance display 
board outside the reception.   
 
11. Engaging parents 
It is entirely the school’s responsibility to decide what is authorised and what is 
unauthorised although what you tell us about your child’s absence will help with our 
decision. That is why it is so important to speak to us about any absence your child might 
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have.  We will do our best to help you with any problems, which affect your child’s 
attendance, but we cannot help you if you do not tell us.  Where parents consistently fail to 
cooperate with the school, the absences will be unauthorised and at some point we will be 
asking the Local Authority to take action.  Before we get to that point however we will have 
invited you to attend a school based Attendance Meeting where you will have an 
opportunity to tell us why your child’s attendance is so poor and where we will have an 
opportunity to try to help you. 
 
Where parents are willing to work with the school to improve their child’s attendance we 
might consider using a more formal approach such as completing a CAF (Common 
Assessment Framework).  This enables the school to assess the needs of the family and 
where necessary liaise with outside agencies to explore what support may be offered.  
Parents are also provided with a Home School Agreement which sets out the expectations 
of the parent/carer and the school with respect to promoting and achieving good 
attendance and punctuality at school. 
 
If your child is consistently late or absent we may involve Social Care if it is deemed 
appropriate.  
 
12. Exclusion procedures 
Exclusion can only be used in accordance with published procedures, which are available 
as an annex to this document. 
 
13. Collection and use of attendance data 
Registers are taken using an online system. This means that staff register the children in 
class and it is then electronically recorded in the office.  If the school have not been 
informed of the reason for absence, the school will contact the parent/carer by text 
message asking them to advise the school why their child/children are absent.   
 
14. Discipline 
Once a child gets into school it is important that they behave appropriately. This is to allow 
teachers to teach and children to learn. 
 
Teachers want to get on with the task of teaching and many hours can be wasted trying to 
deal with discipline issues. The support of parents is crucial in establishing what is 
unacceptable behaviour. When necessary we will try to enter into a written agreement with 
parents and pupils so that it is clear what is expected. 
 
We do not want pupils to be bullies or to be bullied and again it is essential that where 
parents have concerns that their child might be one or the other that they tell a member of 
staff before a situation becomes unmanageable. Where we know a situation exists we can 
try to resolve it and where necessary apply sanctions although it might be that a particular 
behaviour trait will respond to the appropriate intervention without the need for sanctions. 
 
There are a number of sanctions, which might be applied including: 
 

• Loss of playtime and having to spend time in the Inclusion Room 

• Removal from the group 

• Withdrawal of privileges 

• Withdrawal from lessons 

• Extra written work 

• Exclusion 
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You will find more detail in our Promoting Positive Behaviour and Anti-Bullying Policies. 
 
It is important that behaviour and discipline issues are not allowed to have an adverse 
effect on attendance. 
 
15. Requests for ‘term-time’ absence 
 
The rules regarding leave of absence have now been tightened considerably by the 
Government. Similar to all schools, we are required to follow the Attendance Regulations 
which have been laid down by the Department of Education, in that we are no longer able 
to grant leave of absence for the purpose of a family holiday during term time.  

   
The amendments which came into force from September 2013 and which can be found at 

wwwwww..eedduuccaattiioonn..ggoovv..uukk//sscchhoooollss clearly state that the Principal may not now grant any leave 

of absence during term time unless there are exceptional circumstances.  

   
If a parent/carer wishes to remove their child from school during term time, they must fill in 
a “Leave of Absence During Term Time” form which can be obtained from the school 
reception area.  An accompanying letter must be attached to the form detailing the reason 
for the request of absence in order for this to be considered by the Principal.  Where 
parents consider that there are exceptional circumstances why they need to remove their 
child during term-time for a non-medical related reason, this must be relayed in writing for 
consideration by the Principal.  
 
16. Parents can make a huge difference to the way in which children perceive  
     school.  
 

• Providing positive support in what the school is trying to achieve 

• Acceptance of the need for rules   

• Helping children to continue to learn at home and ensuring homework activities are 
completed and on time 

• Contributing to the positive message that being at school and learning are good 
things. 

 
Teaching is provided in accordance with National Curriculum requirements and all pupils 
have targets which are set by the governors. 
 
Where children are identified as having special needs or are coming from a group 
identified as being vulnerable or at risk, the school can provide extra support.  
 
17. Review dates for policy 
 
This policy will be reviewed in school annually. 
 
Agreed by Staff      Autumn 2017 
Agreed by Governors     Autumn 2017 

  

http://www.education.gov.uk/schools

