
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ATTENDANCE & PUNCTUALITY 

 
 

 

 

 

 

 

 

Sudbourne is a happy, successful school and all children play their part in making it so. We aim 

for an environment where all pupils strive for excellence. For our pupils to gain the greatest 

benefit from their education it is vital that they attend regularly. Pupils should be at school, 

on time, every day the school is open unless the reason for the absence is unavoidable. 

 

This leaflet sets out how together the school community can raise attendance and make sure 

all children flourish at Sudbourne. 



 

Why Regular Attendance is so important: 

 

Learning: - Any absence affects the pattern of a child’s schooling and regular absence will 

seriously affect learning. Ensuring a child’s regular attendance at school is the legal 

responsibility of parents and legal guardians.  Permitting absence from school without a good 

reason creates an offence in law under the Education Act 1996, and may result in prosecution. 

 

Safeguarding: - Children may be at risk of harm if they do not attend school regularly. The 

failure of a child to attend school on a regular basis will be considered as a safeguarding 

matter. 

 

Creating a pattern of regular attendance establishes a positive habit for life.  It is the 
responsibility of parents, pupils and all members of school staff. 
 

What is Regular Attendance?  

 

Regular attendance means coming to school every day, unless there is a case of genuine illness 

which prevents attendance. 

 

To achieve our objective of ensuring pupils attend school regularly, the school will monitor 

attendance closely, follow up on attendance issues and support parents/carers who may find it 

difficult to get their child to school on time. 

 

Understanding types of absence: 

 

Every absence from school has to be classified by the school, as either authorised or 

unauthorised. In order to classify the absence as authorised, the cause of the absence is 

required from the parent/carer in writing.  

 

Authorised absences are mornings or afternoons away from school for a good reason like 

illness or medical/dental appointments which unavoidably fall in school time. 

 

Unauthorised absences are those which the school does not consider reasonable and for which 

no “leave" has been given. This type of absence will lead to further action against the parents 

or legal guardians.  Examples include:  

 

-parents/carers keeping children off school unnecessarily 

-absences which have never been properly explained 

-shopping, looking after other children or birthdays 

-day trips and holidays in term time which have not been agreed 

 

Persistent Absenteeism (PA): 

 

A pupil becomes a ‘persistent absentee’ when they miss 15% or more schooling across the 

school year for whatever reason.  This equates to around 5 days in a 7 week term, or 28 days 

across the whole school year. Absence at this level is doing considerable damage to any child’s 



 

educational prospects and we need parents’ and carers’ fullest support and co-operation to 

tackle this. 

 

Absence Procedures: 

 

If a child is absent, parents/carers should: 

 

 Contact the school by telephone as soon as possible on the first day of absence. 

 

 Then - send a note in or complete a yellow slip on the first day they return with an 

explanation of the absence – they must do this even if they have already telephoned the 

school; 

 

If a child is absent the school will: 

 

 Telephone or text parents/carers on the first day of absence if the school has not heard 

from the family. 

 

 Write to parents/carers to clarify reasons for all unexplained absence. 

 

 Track absence patterns and contact parents/carers if absence falls below 90% in any given 

term, offering support where necessary. 

 

 Arrange Attendance Panel meetings with parents/carers and make Local Authority 

referrals where attendance does not improve. 

 

Lateness: 

 

The school day starts at 8.45am for KS2 and 9am for KS1.  Poor punctuality is not acceptable. 

If a pupil misses the start of the day they will struggle to catch up with the first lesson.  Late 

arriving pupils also disrupt lessons for other pupils.  

 

Registering Procedures 

Registers are marked within 5 minutes of the start of the school day; ie. 8.50pm in KS2, 

9.05pm in KS1. Pupils not in class at that time are marked Absent.  Pupils arriving after this 

time MUST report to the office to sign the late book.   

 

Monitoring of Lateness 

Parents/carers of pupils who have 7 lates in any given term will be contacted by the school and 

asked to improve their child’s attendance. Where there is a continued failure to improve, 

parents/carers will receive one warning letter before the case is referred to Lambeth who 

may issue a penalty charge. 

 

It is all parents and carers’ responsibility to ensure their children are in school on time.  If 

parents/carers are having problems getting their child(ren) to school on time, the school will 

work to support the family wherever possible. 



 

 

Late Collection 

 

Similarly, late collection of pupils from school causes problems.  The school understands that 

sometimes there are unavoidable reasons why a parent/carer may be late collecting a child 

from school. However, persistent late collection is not acceptable.   

 

Children can easily become distressed if they are not collected on time.  In addition, the 

school does not have staff available with the time or the training to manage children after 

regular school hours.  

 

Parents/carers will receive a warning letter if they collect their child(ren) more than 15 

minutes late 3 times in one term. After this, any late collection will lead to a £5 fine for each 

15 minutes per child that the child is collected late. 

 

Holidays in Term Time: 

 

Taking holidays in term time is extremely disruptive to a child’s education.  Due to a recent 

change in legislation, headteachers are not permitted to authorise any absence during term 

time. 

 

Any term time holiday taken without the agreement of the school will be classed as 

unauthorised and will trigger an automatic referral to the Local Authority who may issue a 

Penalty Charge to parents/carers without further warning. 

 

 

 

Milan Stevanovic – Headteacher 

Sophia Henderson – Deputy Headteacher 

Kemi Arogundade – School Business Manager 

Briony Richardson – Administrative Officer 

Dawn Cunningham – Clerical Officer 

 

 

 

 

 

 

 

 Those people responsible for attendance matters in this school are: 


