
Attendance and Registration

Parent Version

Aims

To keep a precise record of attendance

To encourage good attendance and punctuality

To ensure that children are known to be in the care of either the school or their parents at all times

Practice

Register monitors distribute registers before school in the morning.  Office staff deliver registers to the staffroom at 12.00 for teachers to collect at 1.00pm.

Pupils are registered by their class teacher between 9.00 and 9.05.and at 1.00pm.

If a child has not arrived by 9.05 a blank circle should be entered.

Any child arriving after 9.05 should enter school through the front entrance.  However, if they do come in through the classroom doors, they must be sent to the office to be recorded as late.

Total attendance for each registration must be entered before the register is sent to the office at 9.05.

In the event of emergency evacuation, office staff will bring the registers to the lower playground where classes gather

Late arrivals will be recorded by office staff 

Parents are asked to notify the school by phone between 8.30 – 9.15 on the first day of any absence.

Children will be considered late from 9.05 until 9.15 and will be recorded as an unauthorised absence if they arrive after that without satisfactory explanation.

To ensure childrens’ safety, office staff will attempt to contact the parents of children who have not arrived at school by 9.15 and for whom no notification of absence has been received.  (up to 9.30)

If explanation of absence is not received on return of the child to school, a standard letter will be sent home on that day requesting an explanation.

If an explanation has not been received within three school days of the child’s return, the absence will be recorded as unauthorised by office staff.

Parents of children who are recorded as late more than four times within a half term will be sent a standard letter notifying them of the problem.  If lateness reoccurs at the same rate, a second letter will be sent inviting the parents to discuss the situation with the headteacher.

Parents should request the headteacher’s permission for any planned, non-medical absence.

Parents may request permission for holiday absence by completing a form available from the office.  This may be granted at the discretion of the headteacher but may not exceed 10 days in any one school year.  It will not be granted for the week of statutory testing for children in any year group.
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