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Philosophy 
At Northwood Community Primary School we are committed to providing a full and efficient 
education for all pupils.  Attendance at school is essential if children are to fully participate in 
the learning opportunities offered.  Regular absence from school breaks the continuity of a 
child's learning and consequently his/her progress is significantly limited.  
Similarly persistent lateness is disruptive to the individual child, the teacher and the rest of 
the class leading to loss of valuable teaching time. If allowed to go unchecked this could set 
a pattern for future behaviour and encourage disaffection. 
To this end we will organise and do all we can to ensure that all pupils adhere to maximum 
possible attendance. Any problems that impede full attendance will be indentified early and 
acted upon. 

 
Aims  
We aim to take action to reinforce good attendance and to address non-attendance in a 
consistent and transparent manner. 
 
To achieve levels of attendance we must ensure that:- 

 We create a warm, welcoming atmosphere in which children are valued and 
encouraged to attend regularly and arrive on time. 

 Pupils' reports include information on the pupils' attendance showing any 
unauthorised absence. 

 The curriculum is appropriate to the needs and interests of all pupils. 

 The pupils are motivated to attend regularly through positive encouragement and 
rewards. 

 The pupils are encouraged to arrive punctually. 

 Structure and practice are established to support a whole school approach to raising 
attendance levels and dealing with non-attendance. 

 
The school cannot work in isolation.  The partnership of school, parents and the Local 
Authority is fundamental, with all involved accepting responsibility and working together to 
improve attendance for the benefit of the pupils and the community. 
Prompt action on non-attendance and accurate and consistent registration are important 
areas of child protection. 

 
Expectations 
We appreciate the vital importance of regular attendance at school. 
 
We expect the following from all pupils: 
That they will attend school regularly. 
That they will arrive on time and appropriately prepared for the day. 
That they will inform a member of staff of any problem that may hinder them from attending 
school. 
Attendance is a crucial factor to a productive school career and so we will promote 100% 
attendance for each pupil. 
 
We expect the following from parents: 
To encourage their children to attend school. 
To ensure that they contact the school as soon as possible whenever their child is unable to 
attend. 
To ensure that their children arrive in school well prepared for the school day and to check 
that they have done their homework. 
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If attending the Designated Special Provision (DSP) have their child ready in the morning for 
collection by taxi/minibus. 
Encourage pupils to arrive at school punctually and take appropriate action when this is not 
achieved. 
Inform the school in advance, when a pupil has a medical/dental appointment but try to 
arrange it out of school hours. This will be deemed as 'authorised' absence. 
Contact the school without delay if there is a particular problem, either in or out of school, 
which is or may affect regular attendance. 
If their child is not able to attend school they contact us on the first day to explain reason for 
absence.  

 
Parents and pupils can expect the following from school: 
Regular, efficient and accurate recording of attendance. 
Early contact with parents when a pupil fails to attend school without providing good reason. 
Initiatives to encourage good attendance on a weekly and termly basis. (See appendix 1)  
The provision of a quality education through a relevant and stimulating age appropriate 
curriculum. 
Weekly register checks will note any patterns of lateness or absences and the school will 
contact parents by telephone or letter to engage their support in rectifying the problem. 
 
Offer targeted help, from the Learning Mentor Team, to children/families as and when 
appropriate. 

 
Leave of Absence  
From September 2013 Head teachers can no longer grant any leave of absence in term time 
unless there are exceptional circumstances.  (Please see Leave of Absence Policy) 

 
Dual Register 
Some children attend our school for additional specialist support from other schools. These 
children are on roll at their main school but are placed on our registers for accountability and 
health and safety reasons. The registers will only display the days/sessions that they are due 
to attend NCPS.  

 
Penalty Notices 
Parents/carers are committing an offence if their child fails to attend school regularly. In 
some circumstance parents/carers, as a last resort, may be prosecuted under section 444 of 
The Education Act 1996. A penalty notice is an early intervention strategy, which does not 
require an appearance in court whilst still securing an improvement in a child’s attendance.  
Non-payment of a penalty notice will trigger, where appropriate, the fast track prosecution 
process under the provision of section 444, of the 1996 Education Act. 
  
Penalty notices are fixed at £60 per child per parent if paid within 21 days, and £120 if paid 
between 22 and 28 days.  
 
All fines are collected and retained by the Local Authority 
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Reasons for Fixed Penalty Notices 

 Clear and open truancy  

 Parents and carers actively allowing absence 

 If a child has 10 sessions (5 days) of consecutive unauthorised absences-However if 
a parent chooses to provide medical evidence this fine will be withdrawn.  

 Persistent late arrival in school (late after register closed) The Department  for 
Education guidance in respect of registration period is 30 minutes, if for example the 
close of register will be 9.20a.m . A pupil arriving after this time may be marked as U 
(late after register closes) which is an unauthorised absence.  

 Intervention strategies have failed to bring about an improvement in attendance 
For more information please Knowsley Council Website  
http://www.knowsley.gov.uk/pdf/revised-penalty-notice-code-of-conduct-absence-
exclusion-150414.pdf 

 
Responsibilities 
In order for this policy to be successful, every member of staff must make attendance a high 
priority, and convey to the pupils by their behaviour, the importance of the education being 
provided.  This means ensuring that all staff arrive to lessons on time and are well prepared. 
Parents or Carers should inform the school as soon as possible of the reason for a child’s 
absence and provide any further information that may be required.  
 
This may take the form of: 
 

 note sent into school 

 phone call 

 text message 

 email  

 leave of Absence  request 

 personal contact 

 Parents may need to provide medical evidence for longer absences of 5 days or 
more  

 

First Response   
Where no contact is made to the school office, the attendance admin officer will phone 
contact numbers on a daily basis to obtain reasons for absence. They will inform the School 
Attendance Service of absences if at stage 4 or 5. 

 
Letters   
If no reason for absence is provided then the Attendance Admin will contact parent/carers 
and request a letter to explain absence. If we have concerns regarding your child attendance 
or punctuality we will inform you by letter. 

 
Formulation of Documentation 
This policy has been formulated and agreed following a whole school review of our 
attendance and punctuality procedures. It aims to provide teachers, parents/carers and 
governors with a clear outline of our systems.  

 
Sam Livesey and Emma Pettit 
March 2015 
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Appendix 1  
 
Rewards for good and improved attendance include:  
 

Weekly 
 

 100% attendance/no lateness raffle - £5 L2S Voucher prize, certificate and sticker 

 Gold certificate & Biscuits (given out in Friday morning assemblies) for classes with 
100% attendance – these classes are allowed to wear their own clothes the following 
Monday and a postcard and text message are sent to parents to share the good 
news. 

 Silver certificate for classes with 96%+ attendance 

 To promote attendance on birthdays we give out birthday cards and stickers 
 
 

Half Termly 
 

 100% attendance prize draw – 2 children from each phase receive a prize and these 
same children are entered into a raffle to win a bigger prize such as a camera, tablet, 
theme park tickets etc... 

 Class competition – Top attending animal and bird classes win a prize such as a 
circus show, pizza party etc... and hold the attendance cup for the half term 

 Improved attendance award - £10 L2S Voucher and certificate given out in assembly 

 Improved punctuality award - £10 L2S Voucher and certificate given out in assembly 

 Children with 100% attendance receive a gold attendance postcard to take home and 
a small prize such as a book, stationery kit 

 Children with 96%+ attendance receive a silver attendance postcard to take home 
 
 

Annually 
 

 100% attendance prize draw - 2 children from each phase receive a prize and these 
same children are entered into a raffle to win a bigger prize such as a bike 

 Children with 100% attendance receive a gold attendance certificate, a medal and 
receive a special prize such as a shopping voucher or a school trip 

 Children with 96%+ attendance receive a silver attendance certificate and a small 
prize  

 Classes with the best attendance receive a special prize such as a trip  

 
 


