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At Heather Garth we are keen to support our families in achieving good attendance 

because every day counts in a child’s school life. 

 

We are striving towards every child obtaining 96% attendance and aim to work in 

partnership with parents and other agencies to ensure that each child is given the 

opportunity to access education that enables them to reach his / her full potential. 

 

In order to manage and promote regular school attendance we will: 

 

 encourage regular attendance, provide a welcoming atmosphere and be 

sympathetic to individual concerns; 

 

 keep parents updated on attendance and the school calendar, via letters home, 

newsletters and the school website; 

 

 report to parents how their child is achieving in school and how their child’s 

attendance is impacting on this via regular parents’ consultation meetings; 

 

 making sure that regular and accurate records are kept and maintained for all 

pupils; 

 

 monitor individual student’s attendance; 

 

 celebrate good and improved attendance and reward through:   

- attendance prizes, cups and certificates are awarded to year groups with the 

highest attendance on a half-termly basis 

- £5 gift vouchers are allocated to classes every week for the highest 

attendance and most punctual class. 

- Certificate for 100% attendance in every term 

- Certificates and gift vouchers will be rewarded to individuals achieving 100% 

attendance for the whole academic year; 

- Keep parents updated on attendance and the school calendar, via letters 

home, newsletters and the school website 

 

 Attendance figures will be reported on a termly basis to the school governors. 

 

Absences 

 We ask Parents/Carers to contact the school on the first day of the child’s 

absence before 9.30 am, wherever possible. 

 

 To maintain high standards, we operate a first day absence call / text message if 

school has not been informed of the reason why a child is absent. 
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 The school will make the decision to authorise or unauthorise the absence.  

School will make this decision based on the information they have so parents are 

encouraged to provide as much information as possible e.g. medical appointment 

cards, symptoms of any illnesses. 

 

Medical Appointments 
The school requests that parents consider the time their child will be out of school by 
making any non-urgent, routine check-ups out of school time / in school holidays or as 
near to the beginning or end of the school day.   The school office should be made 
aware of any appointments in advance and parents / carers should bring in appropriate 
appointment cards in order that these can be noted on the attendance database (SIMS) 
system.   

 
Infectious Diseases in Schools and Nurseries 
We follow the Guidelines issued by Public Health England 2016-2019 with regards to 
infectious diseases in Schools and Nurseries.  Please ensure you take advice from 
school to avoid the spread of infectious diseases.    

 

Poor Attendance 

 The school attendance target is 96%. When a child’s attendance falls below 

96%, the Parent/Carer will be contacted by letter to alert them that their child’s 

attendance has fallen below this percentage and their attendance will be 

monitored.  Parents will also receive an attendance leaflet explaining the impact 

absences have on a child’s access to education. 

 

 If attendance does not improve, Parents / Carers will be sent another letter to say 

that their attendance has not improved and if the attendance does not improve 

they will be asked to attend a meeting to discuss their child’s attendance. 

 

 If attendance does not improving, then parents are requested to attend an 

Internal Panel Meeting in school.  This meeting is so that support can be offered 

and a plan made to improve attendance. The Education Welfare Officer will be 

present at this meeting to outline further action which may be taken if attendance 

does not improve.  

 

 The Local Authority states that when a child’s attendance falls below 90%, they 

are classed as a Persistent Absentee.  

 

 Parents will also be contacted to discuss their child’s attendance 

 

.If the child is absent for more than 5 days without satisfactory explanation 

1. Where a pattern of irregular absence persists. 
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 The chart below shows the process followed in school when attendance falls 

below 96% and becomes a concern. 

 

 

 

 

 

 

 

 

 

  

Monitoring seizes. 

Attendance improves 

above 96%. 

No improvement: 
  

Letter   
sent to Parents / Carers.  
Invite to Internal Panel. 

Possible referred to Education 
Welfare Service. 

Attendance drops below 96%,  
Letter sent to Parents / Carers with traffic light 
letter explaining impact of absences on their 

child’s education. 

Regular  
monitoring. 

Attendance improves but is 

still below 90%. 

No improvement: 
Letter  

sent to Parents / Carers. 

 

Regular  
monitoring. 

 

Special Letter 
sent to Parents/Carers 

to acknowledge 
improvement  

Regular  
monitoring. 

 



FAMILY HOLIDAYS IN TERM TIME 

The Secretary of State issued new regulations for schools regarding attendance.  These 

regulations (Education (Pupil Registration) Regulations 2013) make it clear that leave of 

absence will not be granted during term time and has removed the right for 

Headteachers to authorise holidays.  These regulations will come into force as from 1 

September 2013 and refer to term-time holidays from that date.   

If any holiday / leave of absence is taken that has not been authorised by the 

school it is possible that a Fixed Penalty Notice will be issued. 

 
LATES 
 
Children arriving late to school have an impact, both on their education and the rest of 
the class through the disruption of a child’s late entry into the classroom. Registers are 
taken at 8.50 am. 
 

 Any children arriving between 8.50 am – 9.20 am will be registered as ‘L’ - late after 
registration. 
 

 Any children arriving after 9.20 am will be registered as ‘U’ – later after registration 
has closed.  This is classed as an unauthorised absence. 
 

We monitor children arriving late and will contact parents by email if any lates are 
registered for a child.  Persistent lateness will be reported and addressed with the 
Education Welfare Officer.  
 

UNAUTHORISED ABSENCES 
 
If a child has 10 sessions or more of unauthorised absences in a term parents/carers 
may be liable to a Fixed Penalty Notice for failing to ensure their child’s regular 
attendance at school. If a child had 10 or more instances in a term of arriving late 
after registers have closed, parents/carers may be liable to a Fixed Penalty Notice 
for failing to ensure that their child is punctual and has the best chance of 
learning successfully during their morning session. 
 
Staff and Governors at Heather Garth Primary School believe strongly that good 
attendance and punctuality are imperative for children to get the best out of their 
education. We will do all that we can to encourage and support children, parents and 
carers to conform to our high expectations. 
 

Please do not hesitate to contact the school office for further advice and assistance if 

required. 

 


