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The Attendance Policy will be published on the school website.

Cookridge Primary School Policy Document
Attendance
Normal attendance policy has been adapted for COVID. Areas lined out are no longer
possible but will be reinstated as and when possible. Information in purple reflects
current COVID practice.
Introduction
At Cookridge Primary School we are committed to providing a broad, balanced and effective
education for all the children who attend our school. For our children to gain the greatest benefit
from their education it is vital that they should be at school, on time, every day the school is open
unless the reason for the absence is unavoidable. We believe regular attendance is of the greatest
importance because children:
•
•
•
•
•

Have full access to the curriculum and are more likely to achieve
Are able to build positive relationships and develop social skills which prepare them for the
next phase in their education
Are able to develop their self-esteem, their sense of worth and sense of belonging
Are able to develop a positive attitude to school and the world of work, understanding how
important it is to be punctual and reliable
Are safe from harm and remain within the law

Promoting Regular Attendance
Helping to create a pattern of regular attendance is everybody’s responsibility - parents, pupils and
all members of school staff.
To help us all to focus on this we will:
• Give you details on whole school attendance in our weekly newsletter.
• Report to you via the App your child’s attendance and punctuality.
• Reward good attendance through class competitions, certificates and outings/events.

Rewards for good attendance
Children at Cookridge are praised for their good attendance and are encouraged to attend and be
punctual by receiving awards and certificates.
Attendance is celebrated weekly through Celebration Assemblies: The class with the highest
percentage attendance for the week will look after the school attendance mascot ‘Bourbon the Bear’
for the week and a bag of biscuits to share.
100% attendance certificates are given to those children who have maintained 100% attendance
during Autumn, Spring and Summer terms.
A termly attendance trip for the class with the highest attendance.
Understanding types of absence
Under the Education (Pupil Registration) Regulations 1995 the governing body are responsible for
making sure the school keeps an attendance register that records which pupils are present at the
start of both the morning and the afternoon sessions of the school day. This register will also indicate
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whether an absence was authorised or unauthorised. Every half-day absence from school has to
be classified by the school as either AUTHORISED or UNAUTHORISED. This is why information
about the cause of any absence is always required, preferably in writing.
Authorised absences are mornings or afternoons away from school and where the school accepts
there is good reason for absence. An authorised absence requires a written or telephone
communication from the parent/carer. A child’s own word cannot be taken as reason for absence.
Phone calls home are made on the first and every successive day of absence, unless information
has been received from parents about reasons for an extended absence. If contact is not made
between school and parents/carers to determine the reason for not attending school, the absence
will remain unauthorised. If the child has been absent for three days a home visit will take place – if
there is no one home at this point the attendance will be unauthorised and may result in a Fixed
Penalty Notice
Unauthorised absences are those which the school does not consider reasonable. This includes:
•
•
•
•
•
•

parents/carers keeping children off school unnecessarily
truancy before or during the school day
absences which have never been properly explained
children who arrive at school after the close of registration after 9.15 am.
shopping, looking after other children or birthdays
day trips and holidays in term time

Unauthorised absences affect your child’s attendance figure, if your child’s attendance falls below
their target of 96% intervention will be put in place by the Family Support and Attendance Manager
or your case may be referred which may result in in sanctions such as a fixed penalty notice or
ultimately court proceedings which could lead to fines, a criminal record or supervisory orders. 10
sessions of unauthorised absence in a term may result in a fixed penalty notice.
Whilst any child may be off school because they are ill, sometimes they can be reluctant to attend
school. Any problems with regular attendance are best sorted out between the school, the parents
and the child. If your child is reluctant to attend please do not cover up their absence or give in to
pressure to excuse them from attending. This gives the impression that attendance does not matter,
does not get to the bottom of the issues underpinning their reluctance to attend and usually make
things worse.
Persistent Absenteeism (PA):
A child becomes a ‘persistent absentee’ when they miss 15% or more schooling across the school
year for whatever reason. We monitor all absence thoroughly. Any case that is seen to have reached
the PA mark or is at risk of moving towards that mark is highlighted as a priority and will be referred
to the Family Support and Attendance Manger who will then contact you. Absence below 90% will
cause considerable damage to any child’s educational prospects and we need parents’ fullest
support and co-operation to overcome this. We therefore consider any absence below 95% a cause
for concern and you will be invited into school to meet with the Family Support and Attendance
Manger to discuss how we can work together towards improving the position. All our PA children
and their parents will be recommended for a Parenting Contract. If with the support of the Parenting
Contract the child’s attendance continues to be below 95%, school will initiate fast track.
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Absence Procedures
If your child is absent you must:
• Contact the School Office (Tel: 0113 3862500) as soon as possible on the first day of absence.
• Or come into school and report the absence verbally to the School Office.
If your child is absent we will:
• As part of Safeguarding Procedures, if we have not heard from you we will telephone/contact
you via app. Where we are unable to establish first day contact - we may visit the home of the
absent children to verify their whereabouts and ensure their safety.
• If we have not heard from you after three days, a home visit will take place we may refer the
matter to the Attendance Improvement Officer and visit your home to assess the reason for
absence.
• Invite you in to discuss the situation with our Family Support and Attendance Manager and/or
the Head teacher if the absence continues.
Requests for leave of absence
Parents are asked to submit a formal request for leave via the ‘Exceptional Leave of Absence during
Term Time’ form to the Head Teacher, these forms are available from the School Office. This must
be completed at least 10 days prior to the leave date requested. All formal requests for leave will be
acknowledged, and responded to.
On the 1st September 2013 amendments were made to the Education (Pupil Registration) (England)
Regulations 2006, making clear that Head Teachers may not grant any leave of absence during term
time unless there are exceptional circumstances. Amendments were also made to the 2007
Regulations in the Education (Penalty Notices) (England) (Amendment) Regulations 2013, stating
parents who fail to ensure their child has regular attendance at school must pay a penalty fine of £60
per child, per parent within 21 days. Failure to pay this will result in further financial implications and
may result in a criminal conviction. Once a pupil returns from leave school is under a duty to complete
the relevant paperwork and forward this to the local authority to process the fine.
If a pupil misses 20 consecutive school days without valid reason or if they are not in the country,
Cookridge Primary School can remove the pupil from the school roll, and cannot guarantee that
there will be a place for them if they return.
Holidays in Term Time
Taking holidays in term time will affect your child’s schooling and we expect parents to help us by
not taking children away in school time. Remember that any savings you think you may make by
taking a holiday in school time are offset by the cost to your child’s education.
There is no automatic entitlement in law to time off in school time to go on holiday and Cookridge
Primary School has worked in partnership with all schools locally to agree a consistent policy
towards holiday absences. Parents should make a formal request for holiday in term time using the
form available from the school office. Please note requests for absence in term time for family
holidays will not be granted under this agreement and any days taken for these purposes will be
unauthorised and may lead the school using the Attendance Improvement Officer to impose
sanctions e.g. a fixed penalty notice or ultimately court proceedings which could lead to
fines, a criminal record or supervisory orders.
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Children Missing in Education (CME)
Children Missing in Education Categories1) Children missing (with parents/carers, whereabouts unknown)
2) Children Out of Education (not on roll) – these include new arrivals, excluded pupils and pupils
taken off roll
If we do not know where a child is, or if a child is moving school but we have not had confirmation
from the receiving school we will telephone parent/carer, write a letter and conduct a home visit. If
we are still concerned about the child’s whereabouts. The school will contact the Children Missing
in Education Team (CME); who will then make every effort to locate the child. In order to protect
children, pupils should not be removed from the school roll until it is confirmed that they have been
admitted to a new school or until the Attendance Improvement Officer advises. Children missing
education is the responsibility of ALL schools, services and agencies.
Punctuality
Poor punctuality is not acceptable. If your child misses the start of the day they can miss learning and
vital information and news for the day. Late pupils also disrupt lessons, which can be embarrassing
for the child and can also encourage absence.
How we manage lateness
The school day starts at 8.45am and we expect your child to be in class at that time. Registers are
marked by 8.50am and your child will receive a late mark if they are not in class by that time. All
children arriving after the 8.50am should go straight to the School Office to sign in and report the
reason for the lateness. COVID procedures. Parents are required to drop pupils off according to
the table below. Gates will close at 9.10.
Start
Finish
Child’s Surname
Time
Time
8:40 –
2:50 –
A, B, C, D, E
8:50
3:00
8:50 –
3:00 –
F, G, H, I, J, K, L,
9:00
3:10
M, N, O, P, Q, R, S,
9:00 –
3:10 –
T, U, V onwards
9:10
3:20
At 9.15am the registers will be closed. In accordance with the Regulations, if your child arrives after
that time they will receive a mark that shows them to be on site, but this will not count as a present
mark and it will mean they have an unauthorised absence. This may mean that you could face the
possibility of a Penalty Notice if the problem persists.
If your child has a persistent late record you will be asked to meet with the Family Support and
Attendance Manager to resolve the problem.
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Attendance targets and monitoring
The minimum level of attendance for this school is 96% attendance and we will keep you updated
via the app regularly about progress to this level and how your child’s attendance compares.
Our target is to achieve better than this however because we know that good attendance is the key
to successful schooling and we believe our pupils can be amongst the best in the city.
It is the responsibility of the governors to monitor overall attendance, and they will receive regular
attendance updates in the Head teacher’s Report. The governing body also has the responsibility
for this policy, and for seeing that it is carried out. The governors will therefore examine closely the
information provided to them, and seek to ensure that our attendance figures are as high as they
should be. Weekly ‘whole school’ information will also be reported in the weekly newsletter
shared with all stakeholders.

Reception Pupils Only
Premature and Summer Born children – we do not encourage part time attendance and request
that at the point of application this is declared and discussed with the Head teacher and
Attendance and Family Support Manger. If this is agreed, the reduced timetable would be at the
discretion of the school and must be adhered to. Absence outside of this would be classed as
unauthorised attendance.
Personnel responsible for Attendance matters at Cookridge Primary are:
The Family Support and Attendance Manager; the Attendance Administrator (school office) and
the Head teacher.
Please contact us if you have any concerns about your child’s attendance and your ability to meet
the needs of this policy.
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