
Attendance Policy 
Introduction 
It is clear that regular attendance is crucial to raising and maintaining high attainment. If pupils do not come to 
school, they cannot learn what is taught in the lesson, practise what has been taught to improve on their 
performance. There is a clear statistical correlation. Pupils who attend regularly achieve more highly. 
         
Aims 

·  Warren Road Primary School aims to create an inclusive, nurturing and welcoming ethos in which pupils are 
stimulated, grow in self-esteem and experience success. 

·  We aim to encourage the educational development of all pupils by promoting the importance of school 
attendance. 

·  All staff aim to contribute to the culture of the school environment by giving pupil attendance a high profile 
with clear procedures and expectations. 

·  Warren Road Primary School aims to ensure that the Curriculum meets the needs of individual pupils and 
positively encourages them to attend. 

·  We aim to work in partnership with governors, parents and carers, the Education Welfare Service and other 
professionals to support pupils in achieving optimum attendance at school. 

 
Objectives 

·  To identify good attendance as a central feature of the school’s reward system and make all staff feel 
responsible for its improvement. 

·  To make sure that all pupils know that their presence is important. 
·  To raise attendance issues with parents through Parents’ Evenings, Governors/PTA, AGM, School Prospectus 

and newsletter prior to pupils joining the school. 
·  To inform parents promptly over concerns about pupil absence and give them an opportunity to discuss 

difficulties with a member of staff. 
·  To employ a range of strategies to encourage good attendance and punctuality and promptly investigate all 

absences, liaising closely with parents and carers. 
 
Registration 

·  Registers will be taken punctually each day at 8.55 am and 1.20 pm for juniors and 1.30 pm for infants. 
·  If a pupil arrives after the registers close at 9.00 am and 1.20/1.30 pm he/she should report to the school 

office. 
·  Lateness is recorded on a pink sheet and transferred to the computer system as a late mark. 
·  DfE good practice guidance suggests that within 30 minutes after school has begun, the pupil is marked as 

absent – (U code) for the am session. 
·  When a pupil misses registration altogether (or after 30 minutes, whichever is the sooner) and fails to provide 

an adequate explanation, the pupil will be marked as an unauthorised absentee for this session. 
 
Absence Procedures 
You must: 

·  Contact the school office by 9.30 am on each day of absence. You can e-mail 
office@warrenroad.bromley.sch.uk or phone 01689 853798 and leave a message. 

·  Advise us in advance of any absence you know will occur in the near future, e.g. unavoidable medical 
appointments. Provide copies of appointment letters. 

We will: 
·  Call you if we haven’t heard from you on the first day of absence. 
·  Invite you to discuss the situation with a member of staff if the absence persists. 
·  Make a referral to Bromley’s Education Welfare Service if attendance is causing concern. 

 
Authorised Absences 
Absences will be authorised for: 
 

·  General sickness 
·  Unavoidable medical/dental appointments (whenever possible make outside school hours) 
·  Days of religious observance 
·  Exceptional family circumstances 
·  Formal exclusion from school 

 
 
 
Unauthorised Absences 

mailto:office@warrenroad.bromley.sch.uk


The Government has introduced Fixed Penalty Notices to tackle the issue of poor attendance. Parents/carers may be 
subject to an immediate fine of £60, which rises to £120 if not paid within 28 days. Penalty notices will be issued by 
post to the pupil’s home after just one official warning. An official warning will be issued following prolonged 
unauthorised absence without acceptable cause, excessive holidays in term time and persistent late attendance after 
the close of the register, following communications with the parents/carers. All cases of unauthorised absence are 
monitored. 
 
When considering individual cases of absence, the Headteacher will consider: 

·  The nature of the event 
·  Frequency of absence 
·  Whether advance notification is given 
·  Overall attendance record of the pupil 

 
If a pupil is persistently absent and the school’s efforts to effect an improvement have been unsuccessful, the matter 
will be referred to the Education Welfare Service. 
 
Holidays 
Holidays in term time are not authorised unless evidence is produced to show parents can only take leave from work at 
that time or for special circumstances. Unauthorised absences for holidays taken in term time may lead to a fixed 
penalty notice being issued. 
 
Reference to other Documents 

·  School Attendance Procedure Document 
·  Coping with Bullying LBB Circular 
·  Education Act 1996 (Section 7 Duty of Parents, Section 144(1) and (1a) Failure to secure regular attendance at 

school) 
·  Pupil Registration Regulations 2006 
·  DfES Circular 10/99 Social Inclusion: Pupil Support 
·  Anti-Social Behaviour Act 2004 

 
Warren Road is committed to safeguarding all children 
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