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Grasmere Primary School Attendance Policy  
 
Aims 
 
Grasmere Primary School is committed to providing all pupils with a suitable 
and effective education in a safe and happy environment.  
 
Each child is welcomed, valued and respected and encouraged to respect 
themselves and others. 
 
To empower all children to gain the essential skills both academic and social 
that will equip them for life. 
 
We believe that education is essential for all children and to achieve their full 
potential they need to attend regularly and punctually.  
 
Roles and Responsibilities 
 
1. Parents and Carers 
Grasmere is an inclusive school working in partnership with parents/carers to 
achieve good attendance.  
 
Parents/Carers have a responsibility to ensure that their child/ren attend 
school regularly and punctually. They should also ensure that their children 
are properly equipped and fit for a learning environment. 
 
Parents of children of compulsory school age are required to ensure that they 
receive efficient full-time education suitable to their age, ability and aptitude 
and to any special educational needs they may have, either by regular 
attendance at school or otherwise (Education Act 1996). 
 
Regular attendance includes pupils being punctual. Persistent lateness can 
be seen as absence. 
 
Parents/carers should contact the school on the first day of a pupil’s absence.  
They should state the reason for their absence and also the date on which 
they are expected to return to school.  Notification of absence should be by 
parental note, telephone call or personal contact. 
 
When an appointment has been made for medical reasons (and these should 
be made outside school time when possible) the appointment card should be 
shown in advance to the office staff who will then notify the class teacher.  
 
Parentally condoned, unjustified absence is equally as damaging as truancy.  
If, in the opinion of the school, an explanation offered by a parent for absence 
is unacceptable (or where no explanation is given) the absence must be 
treated as unauthorised.  
 
 



2. Pupils 
Pupils are expected to attend school regularly and punctually and be 
appropriately prepared for lessons. 
 
3. Governing Body 
The governing body has responsibility for school attendance and should be 
familiar with the current legislation. 
 
They are acquainted with the registration system in the school. 
 
They will request reports on attendance and procedures as necessary.  
 
4. The Head Teacher 
The Headteacher has day-to-day responsibility for attendance and will ensure 
that the school meets all legal requirements, sets targets for attendance and 
unauthorised absence and publishes attendance figures. 
 
The Headteacher will ensure that parents and pupils are aware of their 
responsibilities regarding attendance and punctuality at the point of 
admission. This will be supported in the signing of a Home School Agreement.  
 
The Headteacher has a duty under the Education (Pupil Registration) 
Regulations 1995 to make a return to the Local Education Authority where 
there is a poor pattern of attendance or a pupil has had an unauthorised 
absence for a continuous period of more than two weeks.   
Registers are legal documents and must be kept for at least 3 years. 
 
5. Special Needs Coordinator 
The SENCO will monitor attendance of all SEND pupils. The SENCO will 
inform any additional agencies that may be involved with the pupil.  
 
6. School attendance officer 
The SHSW is here to support the parents/carers and will liaise closely with the 
SENCO and Office Administrator with regard to punctuality and attendance of 
pupils. Where there are concerns they will attempt to make contact with 
parents/carers by letter, telephone calls and/or home visits. 
 
7. Class Teacher  
The class teacher has a vital role to play in raising the attendance and 
punctuality in our school. 
 
The class teacher will ensure that the registration period is orderly and calm 
and that the registers are called promptly and correctly.   Registration will be 
closed by 9am and 1.05pm (juniors) and 1.05 pm (infants) and the registers 
returned to the office.  
 
Class teachers and the office staff should monitor the attendance of pupils 
and are responsible for referring pupils with poor patterns of attendance 
and/or punctuality to the attendance officer. 
 



8. Attendance Concerns 
When a pupil is absent for no apparent reason, it is the duty of all staff to 
consider possible causes.  Consideration of the School Behaviour Policy (in 
relation to bullying) and the Child Protection Policy may be needed in 
identifying reasons for such absence. In addressing such issues support 
should be sought from the key coordinators and the Headteacher.  
 
9. Punctuality 
School starts at 9.00am and 1pm (juniors), 9.00am and 1pm (Nursery, 
Reception to Year 2). Parents and carers must ensure that their children 
arrive on time and are ready to go to class. Chidren must be in line in the 
playground designated places. All registers must be taken at the start of 
sessions, ensuring whole school consistency in identifying latecomers. 
 
10. Child Protection Concerns 
If there are any child protection concerns, the DSLsfor child protection should 
be informed on the first day.  Information should be passed to the relevant 
outside agencies immediately. 
 
11. Change of Address 
For Health and Safety reasons, parents must inform school immediately if 
they have a change of address.  In case of emergency we must be able to 
contact the parents or a named person.  Parents provide this information 
when they first register their child.  If there is any change with regard to 
contact telephone numbers or the address at which the child lives, school 
must be informed immediately. 
 
12. Moving to Another School 
Parents/carers must notify the school immediately if they are removing their 
child to start at another school. The parents must provide the name of the new 
school.  
If a family are moving to a new address, which requires the child to attend a 
new school but the child is not yet registered then parents/carers should 
provide the school with their new address.  
 
13. Holidays and Extended Holidays 
Under Regulation 8 of The Education (Pupil Registration) Regulations l995, 
there is a discretionary power for leave to be granted for the purpose of an 
annual family holiday during term time.   
 
If leave is requested, parents must apply in writing to the Head Teacher 
explaining the nature and the purpose of the trip and whether this is likely to 
occur again during the pupil’s school career.  Granting leave will be at the 
discretion of the Headteacher taking into consideration the pupil’s attendance 
pattern and the impact on the pupil’s education.  
 
Parents/carers must give an expected return date and notify the school as 
soon as possible if this changes.  
 
 



The Governors will not authorise any holidays at times when pupils are 
scheduled to take public examinations.  Parents will be notified as soon 
as these dates are known.    
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