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Policy 
 
1. Introduction 

1.1 At Chetwynd Primary Academy, our mission is ‘For all our children to be kind, 
courageous and curious citizens, helping them to shine for a bright and happy 
future in our diverse world.’ 

 
1.2 We aim to achieve our mission by being inclusive; securing outstanding learning and 

teaching; delivering our Irresistible Curriculum; following a values-based approach 
(STARFISH) and working with parents, carers and the wider community. 

 
1.3 We are committed to providing an education of the highest quality for all pupils and 

recognise this can only be achieved by supporting and promoting excellent school 
attendance for all.  Regular and punctual attendance enables children to take full 
advantage of the educational opportunities available to them and establish good 
working habits for the future. Our attendance target for all pupils is 98%+. 
 

1.4 Staff have a responsibility to set a good example in matters relating to their own 
attendance and punctuality. 
 

 

2. Policy Scope  
2.1 This policy applies to all members of the Academy community and links to the 

Safeguarding Policy. 
 

 

3. Policy Development 
This policy has been developed in consultation with the Principal, the Governors and the 
staff. 
 

4. Policy Aims 

The aims of this policy are to: 

 Promote a positive attitude to attendance and support pupils/parents and carers 
in establishing the highest possible levels of attendance and punctuality. 

 Ensure that all pupils have full and equal access to excellent learning 
opportunities. 

 Make all stakeholders aware of their legal responsibilities. 



 

 

 
 

5. Equal Opportunities 

 
5.1 Chetwynd Primary Academy is committed to equality of opportunity, and to 

promoting an ethos of dignity, courtesy and respect throughout the organisation. For 

further information, please refer to the Equality and Diversity Policy. 

 

5.2 Every effort will be made to ensure that a fair and consistent practice, as detailed in this 

policy, is carried out. 

 

5.3 Pupil attendance will be monitored, whole school and in groups, and the 
information will be used to support raising standards and inclusive teaching. 

 

 

6. Quality Assurance 

The quality of attendance monitoring at Chetwynd Primary Academy will be assured by: 
 
6.1. Ensuring this policy is disseminated and adhered to. 
 
6.2. Monitoring the impact of the policy and addressing any issues arising in a timely 

manner, according to the procedures set out. 
 
 
 

7. Roles and Responsibilities 

Pupil attendance is a collective responsibility for all staff. The following section outlines 
the roles and responsibilities of individuals and groups within the Academy in relation to 
attendance: 
 
7.1. Governors 

The Governing Body will work with the Principal and Senior Leaders, ensuring that 
attendance is regularly monitored and any actions taken according to the policy. 
Attendance information will be made available to governors termly through the 
Principal’s Report. The Governing Body will work with the Principal and Senior 
Leaders to ensure that the Attendance Policy is upheld and suitably resourced. 

 
 



 

 

 
 

7.2 The Principal and Senior Leaders 
The Principal and Senior Leaders will ensure that the Attendance Policy is implemented 
fully to secure and sustain high levels of attendance and punctuality throughout the 
Academy and will strive to provide suitable resources and training to support the aims 
of this policy. 
 

7.3 Inclusion Manager 
The Inclusion Manager will carry out their responsibilities, dealing with cases escalated 
to them from the office team where individual pupil attendance has become 
concerning. The Inclusion Manager may then seek advice from the Local Authority, e.g. 
for children missing from education (CME). 

 
7.4 Teaching and Classroom Staff  

Teaching staff will ensure they have familiarised themselves with all elements of the 
Attendance Policy and understand what is required of them, seeking clarification from 
the Pupil and Personnel Lead or other Senior Leaders, as required, and carry out their 
responsibilities. 

 
7.5 Administrative Support Staff 

Support staff will have familiarised themselves with all elements of the Attendance 
Policy and understand what is required of them, seeking clarification Senior Leaders as 
required. 

 
7.6 Pupils 

Our children must: 

 Adhere to their Home School Agreement concerning their attendance at school 

 Try to be ‘better than their best’ concerning attendance.  

 Remember to use their STARFISH values.  
 

7.7 Parents/Carers 
Adhere to their Home School Agreement concerning their child/ren’s attendance at 
school (Appendix 1) 
Be aware of their legal obligations related to school attendance. 
Advise school as to the nature of any absence. 
 
 

 
 



 

 

 
Procedures 
 
8 Promoting good attendance & punctuality 

The Academy’s pupil attendance target is 98%. Attendance items are reported and 
celebrated in the newsletters, on the weekly class attendance chart in the hall, 
communicated at parents’ evenings and through individual parent/teacher 
conversations. 

 
9 Monitoring and improving attendance levels 

Individual pupil attendance levels are monitored by the office staff through 
safeguarding morning absence calls and analysing attendance levels in SIMs. Any 
issues of concern (i.e. attendance falling below 90%) are reported to the Inclusion 
Manager for appropriate action as necessary. This may include letters home, 
meetings with parents, and referrals as necessary. 

 
 

10   Objectives and Teaching 
10.1. In order to fulfil our attendance targets, staff will encourage all pupils to attain 
high levels of attendance. 
 
10.2. All children will be taught the importance of high levels of attendance and 
punctuality. 
 

 

11   Time allocation 
The Office Team will monitor attendance daily at the start of every day. 
Teaching staff / Inclusion Lead will be afforded time to deal with attendance issues on 
a case-by-case basis.  

 
12 Planning 

Planning will not routinely accommodate repeated / additional teaching for absent 
pupils. However, in certain circumstances, i.e. pupils with long-term medical 
conditions, additional needs will be considered in planning 

 



 

 

 

13 Teaching and Learning 
We aim to develop the natural curiosity of children, and a love for learning, in order 
that they wish to achieve their 100% attendance award  

 
14 Assessment, Recording and Reporting 

Electronic registers will be taken by the class teacher (or other members of staff 
taking the session) at the start of the morning and afternoon sessions. 
In the event of IT failure, the teacher will provide a written list of present and absent 
children. 
 
 
12.1 Teaching and Classroom based staff 
The electronic register is completed at the start of both the morning and afternoon 
sessions. A paper copy must be returned to the school office in the event of the 
electronic system failing. 
 
12.2 Administrative Staff 
Daily 
On receipt of the attendance data from the class teacher, all absences will be 
followed up in order that the whereabouts of the child is established. For parents 
who have not reported an absence, a call will be made to home (and to additional 
contact if necessary) to establish where the child is. 
Any concerns are forwarded to the Principal or Inclusion Manager. 
 
Other  

 Assessment data is analysed and class data is displayed in the hall weekly. 

 Groups and individuals are analysed and concerns reported to the Principal / 
Inclusion Manager. 

 Any suspicious patterns of absence, unacceptable reasons for absence and 
unexplained absences are reported to the Principal / Inclusion manager. 

 Attendance is regularly featured in the school newsletter. 

 Letters are sent home for children whose attendance has fallen below 90%. 

 Letters are sent home for poor punctuality. 

 Letters are sent home for improved attendance. 

 Attendance sheets are given to parents at every parents evening by the class 
teacher and discussed, if necessary. 

 Any attendance issues giving cause for safeguarding concerns are entered on 
CPOMS and highlighted to the safeguarding team. 



 

 

 Home visits are conducted by two members of staff where necessary. 

 The DfE Attendance Matters leaflet is distributed with all newcomers and 
available in the foyer (Appendix 3). 

 The importance of regular attendance is highlighted at induction meetings. 

 Parents are encouraged to make medical/dental appointments out of school 
hours. 

 Attendance is reported as part of a child’s End of Year Report. 
 
 
12.3 Absence Requests 
If a parent/carer wishes to apply to withdraw a child from school during term-time, 
they complete a form (Appendix 2). All holiday absences are recorded as 
unauthorised. 
Other absences are authorised at the discretion of the Principal. These are then  
processed and recorded by the admin team. 
 

We do not currently fine parents for withdrawing their children for holidays in term 
time. Instead, our efforts are focussed on encouraging excellent attendance. 
 
 

 
 

15 Monitoring and Evaluation 
This policy will be reviewed by the HR lead, in collaboration with the Principal and 
Senior Leaders where/when necessary. Using attendance and punctuality data to 
evaluate the effectiveness of eth policy. This data will also be made available to 
governors on a termly basis in the Principal’s Report. 

 
 
16  Review of the Policy 

The Governing Body will review the Attendance Policy every three academic years at 
its Quality and Standards Sub-Committee meeting prior to it being presented to the 
full Governing Body.  
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Appendix 3 – Full copy available in the school foyer. 


