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1. Mission Statement
At Galleywall Primary School, it is recognised that the responsibility for promoting good
attendance and punctuality is shared by all staff, governors, parents and carers and the
children. As a school, we aim to raise parents' and pupils’ awareness of the importance of
regular attendance. We monitor attendance regularly and raise concerns with parents.

At Galleywall Primary School we promote an understanding of attendance and the importance
of it. In line with our school values we aim to be: Enlightened, Aspirational, Entrepreneurial,
Individual and Compassionate.

From the outset it is important that children, their parents, and school staff have a shared
understanding of the importance of attending school.

Galleywall Primary School:

● Promotes children’s welfare and safeguarding
● Ensures every pupil has access to the full-time education to which they are entitled
● Ensures that pupils succeed whilst at school
● Ensures that pupils have access to the widest possible range of opportunities at school,

and when they leave school

2. Aim

We are committed to meeting our obligations with regards to school attendance by:

● Adopting a culture around good attendance and punctuality, including persistent absence
● Acting early to address patterns of absence
● Demonstrating that good attendance and punctuality is valued by the school
● Ensuring every pupil has access to the full-time education to which they are entitled
● Recognises the importance of working with parents/carers who have the primary

responsibility for bringing their children to school
● Maintaining and developing effective communication between home and school.
● Making parents aware of their legal responsibilities

3 . Legislation and guidance
This policy meets the requirements of the school attendance guidance from the Department for
Education (DfE), and refers to the DfE’s statutory guidance on school attendance parental
responsibility measures. These documents are drawn from the following legislation setting out
the legal powers and duties that govern school attendance:

➢ Part 6 of The Education Act 1996
➢ Part 3 of The Education Act 2002
➢ Part 7 of The Education and Inspections Act 2006
➢ The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013,

2016 amendments)
➢ The Education (Penalty Notices) (England) (Amendment) Regulations 2013

This policy also refers to the DfE’s guidance on the school census, which explains the persistent
absence threshold.
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4. Roles and responsibilities
Parents

● Familiarising themselves with the attendance policy and procedures of the school
● Ensuring that they model punctuality by ensuring their child is dropped off and collected

on time
● Promoting the importance of good attendance at home and ensuring their child is in

school, everyday, unless they are not well enough to attend
● Informing the school, by phone or email, on the first day of absence and each day there

after
● Seeking medical advice if their child’s absences are due to illness
● Working with the school to improve their child’s attendance
● Only taking holidays during outside of term time

There are approximately 195 school days (380 sessions) a year which your child is expected to
attend. There are also approximately 71 days (142 sessions) of school holidays. This is over 13
school weeks.

The Governing Board
● Responsible for monitoring attendance figures for the whole school on at least a termly

basis
● Holds the Headteacher to account for the implementation of this policy
● The nominated governor should help the governing body ensure that its statutory duties

in relation to pupil attendance are met and that staff and governors are appropriately
trained

The Headteacher
● Implements of this policy at the school
● Monitors school-level absence data and reports it to governors. Makes decisions of all

term time leave requests
● Authorises school Welfare Check (home visit) where parents have not provided a reason

for absence
● Supports staff with monitoring the attendance of individual pupils
● Issues fixed-penalty notices, where necessary
● Oversees the Pastoral Team in relation to attendance

Pastoral Team/Family Liaison Officer
● Monitors attendance and punctuality data across the school and at an individual pupil

level, class level and group level
● Contacts parents regarding their child’s poor attendance
● Organises meetings with parents and carers in relation to attendance
● Reports concerns about attendance to the Headteacher, EWO (Education Welfare

Officer) School Police Officer, Early Help and social workers (if applicable)
● Sets targets and shares with parents
● Works with the Education Welfare Officer to tackle persistent absence
● Signposts parents to outside supportive organisations
● Completes referrals to Early Help, EWO, LA, MASH, School Nurse
● Completes Welfare Checks
● Advises the Headteacher when to issue fixed penalty notices
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Class teachers
● Record attendance twice daily and in a timely manner
● Use the correct codes on the register, and submit this information to the school office by

9.30am and 1.20pm each day
● Discuss attendance and punctuality during parent meetings

Attendance Administrator
● Receive and document daily absence data. Make calls, send text messages and emails

to parent/carer to follow up attendance
● Provide attendance data to Headteacher, Deputy Headteacher, Pastoral Team and EWO
● Compile attendance data reports for Headteacher, Deputy Headteacher, Pastoral Team,

Governing Body and EWO
● First point of contact for all parents to provide and obtain reasons for absence
● Send attendance and punctuality letters
● For children who have open cases with Children’s Services, emailing social workers on

the first day of absence with reasons
● Check registers weekly for any errors

5. The attendance and monitoring process

Registers
● We use the DFE (Department for Education) codes to complete the registers (see

Appendix 3 for register codes)
● Attendance is marked with either an authorised or unauthorised code
● It is the Headteacher's discretion whether attendance is authorised or not
● The school day starts at 8:50 and the school day ends at 15:15 (EYFS/KS1) 15:25(KS2)
● Teachers complete their registers by 09.00 in the morning and 13:45 in the afternoon

using the SIMs system
● Children arriving between 08:50 and 09:20 are marked late except in exceptional

circumstances.
● Children arriving after 09:20 will be marked absent for the morning session unless

information has been provided beforehand or has been authorised, i.e. If the child has a
medical appointment

● Fire registers are printed daily.
● Registers are checked weekly for errors
● N codes are then chased up by the Attendance Administrator

Unplanned absence (See Appendix 1 for examples of unplanned absences)
● If a child is unable to attend school parents /carers are required to inform the office by

09.:00 of the reasons for absence by calling 020 7252 3494 or emailing
attendance@galleywall.co.uk

● It is at the Headteacher’s discretion to authorise absence. Should there be a genuine
concern about the authenticity of the illness the O code will be applied

● If the authenticity of the illness is in doubt or a child is felt to be irregular in their
attendance, the school may ask the pupil’s parent/carer to provide medical evidence,
such as a doctor’s note or prescription. We will not ask for medical evidence
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unnecessarily. If the school is not satisfied about the authenticity of the illness, the
absence will be recorded as unauthorised

● Contact will be made with social care regarding any children who are viewed as
vulnerable and are absent

Planned absence

Medical appointments

● Parents/carers are encouraged to make medical and dental appointments outside of
school where possible

● Attending a medical or dental appointment will be counted as authorised absence if the
pupil’s parent/carer notifies the school in advance. Pupils are expected to be out of
school for the minimum amount of time necessary

Please note that although we are aware that appointments and illness are sometimes beyond
your control, they will still impact your child’s attendance.

Other planned absences

● Parent/carer must apply for other types of term-time absence as far in advance as
possible on the advance absence form. Click here

● The Headteacher will only grant a leave of absence to pupils during term time if they
consider there to be 'exceptional circumstances'. A leave of absence is granted at the
Headteacher’s discretion.

● The school considers each application for term-time absence individually, taking into
account the specific facts, circumstances and relevant context behind the request.
Parents must provide evidence with their application so that it can be considered.
Evidence can include original and updated travel information and medical reports.

● Reasons for authorised absence may include: medical appointments, religious
observance (the school may take advice), interviews, attendance at agreed education
activities, extra-curricular activities (such as playing in a recognised sports team or
performing in a major show), music exams, attendance at court/social
services/immigration, other family events (like a funeral for a close relative) or a serious
short-term emergency. Medical and other appointments should be made out of school
hours wherever possible.

● The following will not be authorised: holidays in term time (reasons like price or
availability), attendance at events for other family members, inconvenience of travel (eg
if a parent is not available to make the school journey), attendance at family parties or
events.

● Traveller pupils travelling for occupational purposes – this covers Roma, English and
Welsh Gypsies, Irish and Scottish Travellers, Showmen (fairground people) and Circus
people, Bargees (occupational boat dwellers) and New Travellers. Absence may be
authorised only when a Traveller family is known to be travelling for occupational
purposes and has agreed this with the school but it is not known whether the pupil is
attending educational provision.

Lateness and punctuality
● Children arriving after 08.50 must enter the school via the office with their parent/carer
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● Parents/Carers must register the child as late on the iPad and give the reason for
lateness

● Children who walk to school independently, must register themselves as late on the iPad
and give the reason for lateness

● The reason for lateness and time of arrival is recorded on SIMs (our School Information
and Management System).

● Punctuality is inspected regularly by the Pastoral Team and EWO
● Persistent lateness will result in a letter and/or a meeting between the Pastoral

Team/EWO and parent/carer to establish reasons for lateness and set a plan for
improvement

Late collection from school
We understand that there are unavoidable, exceptional circumstances that mean parents may
be late to collect their child/children. In these rare circumstances, parents should make contact
with the school to provide a reason, an accurate estimate of their arrival time and/or arrange
alternative collection for their children and communicate this to the school.

● Children will be supervised until 16:00 Monday to Thursday, or until 15:00 on Friday for
parents who are running late. Office staff will contact parents, and other contacts where
needed, to establish an estimated collection time.

● If a child is collected after 16:00 Monday to Thursday, or after 15:00 on Friday, they will
need to access our After School Club in order to be appropriately supervised.

● A charge of £10 per day per child will be made for families accessing this after school
care, in line with After School Club charges.

● Parents collecting between 14:45 and 15:45 on Fridays will be charged £4, in line with
After School Club charges.

● The collection time will be recorded on our internal system.
● Parents will be notified of these charges by letter and the amount will be added to their

ParentPay account. You may be asked to clear all outstanding charges before you child
is able to access additional opportunities such as trips.

Late collection from clubs
● Children who attend activity clubs and who are collected after 16:25 will be issued a

warning letter and on the second occurrence, will lose their place in this club

Following up on unexplained absence/ Non-contact from parent/carer

First day of absence

● The Attendance Administrator will call the parent/carer by 10:30, to obtain reasons for
absence. If contact is successful, the reason for absence will be noted on SIMs

● If no contact is made by the parent/carer, following the call, on the first day of absence a
text message will be sent. If parents/carers have not been in contact by 11:00, calls will
be made to all emergency contact numbers on a child's file in order to gain explanation
for the absence

● If no contact has been made by the parent/carer and it is not possible to ascertain the
whereabouts, a Welfare Check (WC) will be considered and completed by day 2 of
absence if child is viewed as vulnerable or by day 4 for all other children

● If we are unable to get a response once a welfare check has been completed, this child
will be viewed as missing and Southwark Child Missing Education Team (CME), the
Police and our Education Welfare Service will be notified
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Persistent Absence

The persistent absence threshold is 10% of a child’s overall attendance, so if a child’s
attendance falls below 90% they are classed as a Persistent Absentee (PA)

● The Administrative Team checks and updates the daily registers
● A daily report is drafted for SLT highlighting any unexplained or concerning absence
● The Pastoral Team and EWO review overall school attendance and PA’s on a fortnightly

basis
● Decisions are then jointly between the Pastoral Team, EWO/SLT made about action on a

case-by-case basis. For example, whether to advise parents of concerns via a letter or
school meeting. When and where to complete referrals to outside agencies for further
support for families

Pupils are tracked and monitored carefully and we combine this with academic monitoring
where absence affects attainment using our attendance three tier framework noted below.

We operate broadly within these tiers but look at each family's case on an individual basis,
taking account of specific or special circumstances/ SEND and medical barriers. Where we feel
absence forms part of a pattern, the following actions may occur;

Table 1: Galleywall attendance tiers

EARLY INTERVENTION CAUSE FOR CONCERN PERSISTENT ABSENCE
95% - 96% 91.1% - 94.9% Less than 91%

Child identified by Pastoral
Team and attendance is
monitored for 4 weeks to
establish pattern

Support put in place where
needed

Letter A1 sent

Record kept on CPOMS

Reviewed at end of half term

Child identified by Pastoral
Team and attendance is
monitored for 4 weeks.

If no improvement, a phone
call with Family Liaison
officer will be scheduled

Attendance support plan put in
place

Penalty letter considered

Referred to EWO

Child identified by Pastoral
Team

EWO invited to add child to
case load

Warning letter sent

Parent advised that future
absences will be unauthorised
unless evidence is provided

Referral to children’s services
or LA considered for legal
assessment and planning
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Supporting attendance in Reception

We believe it is important to promote good habits in relation to attendance from an early age
amongst our Reception pupils. We will follow the same procedures as the rest of the school
from the term after a Reception child turns five. For example, a child who turns five in the
autumn will be subject to monitoring and accountability measures for their attendance from the
spring term.

Table 2: Reception attendance accountability

Child born from Attendance accountability from

September to December January

January to March April

April to August September (of Year 1)

Prior to this, families can expect to have informal conversations with the Pastoral Team and their
child’s class teacher to promote attendance and good habits.

Legal sanctions

The school or local authority can fine parents for the unauthorised absence of their child from
school, where the child is of compulsory school age.

If issued with a fine, or penalty notice, each parent must pay £60 within 21 days or £120 within
28 days. The payment must be made directly to the local authority.

Penalty notices can be issued by a Headteacher, local authority officer or the Police.

The decision on whether or not to issue a penalty notice may take into account:

● The number of unauthorised absences occurring within a rolling academic year
● One-off instances of irregular attendance, such as holidays taken in term time

without permission
● Where an excluded pupil is found in a public place during school hours without a

justifiable reason

If the payment has not been made after 28 days, the local authority can decide whether to
prosecute or withdraw the notice.

Term Time Leave and Exceptional Circumstances

In line with DFE guidance, at Galleywall Primary School, the Headteacher will not authorise
leave of absence for family holidays or term time leave for other reasons, unless there is an
exceptional circumstance. There is no automatic entitlement in law to time off in term time to go
on holiday. Unauthorised leave taken in term time may result in the issuing of a Penalty Notice
or prosecution.
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● Application for term-time leave of absence due to exceptional circumstances must be
made two weeks in advance (where possible) by completing an ‘Emergency Absence
Request Form’

● Please send an email to: attendance@galleywall.co.uk to request a link to the online
Emergency Absence Request Form

● Each application must be supported with documented evidence e.g. original travel
information, letters/order of service (funerals)

● Parents will be informed in writing within 7 school days as to whether the request has
been authorised or unauthorised

Children Missing Education (CME)

A child of compulsory school age who is either not registered at a school or else not receiving a
suitable education in place of a school setting, is deemed as a Child Missing Education (CME).

CME may be at a significant risk of not meeting their academic potential and underachieving, so
all reported cases are referred to the LA for full investigation. This happens, for example where
the school is unable to gain a satisfactory reason for unexplained absences or a child has not
been seen following welfare checks by professionals.

As a school we take the following actions when a child is deemed to be at risk of being missing
in education:

● Make telephone calls to find the reason for absence (including contacting emergency
contacts if necessary)

● Contact our EWO
● Carry out a Welfare Check (ensure they are still at the property)
● Contact Social Worker if the child is deemed vulnerable
● Contact our Schools Police Officer to carry out a welfare check
● Referral to external agencies e.g. Children's Services
● Once they are missing for 10 consecutive days a referral is made to the Southwark Back

to School Team with a copy of current attendance records and previous attendance
records

Elective Home Education (EHE)

Elective home education is a term used to describe a choice by parents to provide education for
their children at home or in some other way they wish, instead of sending them to school
full-time. Educating children at home works well when it is a positive choice and carried out with
a proper regard for the needs of the child.

If you wish to opt for this method of education, legally you must inform Galleywall School of this
in writing. It is important that you get necessary support as under this arrangement you will
assume all financial responsibility for your child’s education and examinations. Galleywall will
notify the LA about any child who will be home educating, before they are removed from the
school register system.

Please make contact with Southwark Elective Home Education Advisor on 020 7525 0528 /020
7525 0428 /07842 617935 or by emailing: electivehomeeducation@southwark.gov.uk for further
guidance.
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Where the child has an Education Health Care Plan (EHCP), the school must obtain the
consent of the local authority before the child's name can be removed from the school's roll.

6. Strategies for Promoting good attendance
Galleywall's whole school approach to attendance highlights our commitment to listening and
acting on the voice of the child and to prevention and early intervention.

Partnership with Parents/Carers
Our strategy to improve attendance and punctuality will not work without the full commitment of
every parent/carer.

We promote our approach to attendance and punctuality in the following ways:

● Via our website
● Weekly newsletter
● Letters home with reference to attendance
● With prospective parents/carers throughout open events
● Via our coffee mornings

Once a child’s attendance has fallen below 97%, the school strongly emphasises that it is the
parent’s responsibility to ensure their child’s attendance and punctuality is meeting the required
target. This is done while making every effort to provide support to families in order to enable
and empower them to make positive changes for their child’s attendance. We do so in the
following ways:

● Staff provide help to identify the reasons behind the absence and offer whatever support
possible to address this

● Staff assess parenting capacity, family support and environmental factors which may be
impinging on attendance

● Staff network with external agencies and maintain an up-to-date database of external
agencies to which families can be signposted – e.g., Early Help, Back to School Team,
CAMHS, Social Care etc

● Staff are respectful, engaging and solution-focused in their attempts to work with
parents/carers

Prevention
Rewards for good attendance are made on a regular basis, so the positive consequence of
good attendance is reinforced as quickly as possible

For children with attendance of 97% and above, we have a range of rewards systems in place
to ensure it is maintained. These are outlined in the box below:

Table 3: Rewards for good attendance

Rewards Frequency
We celebrate the class with the best attendance and the number of
children on 100% attendance each week.

This information is published in our Newsletter.

Weekly
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We award children who have 100% attendance on a termly basis
with bronze, silver, and gold prize.

One term of 100% attendance results in a bronze medal, two terms a
silver and three terms a gold medal.

This is then published in our Newsletter.

Termly

Children whose attendance is over 97% receive a certificate in
assembly at the end of each half term.

Half termly

Improvement in attendance letters are sent home at the Pastoral
Team’s discretion to acknowledge families who have made
significant efforts to improve their attendance.

Termly

Children with 100% attendance have a special celebration with the
SLT/Pastoral Team to celebrate.

Yearly (end of first
week in July)

7. Links with other policies
This policy links to the following policies:

● Child protection and safeguarding policy

● Behaviour Policy

● Parent Code of Conduct

8. Links to attendance letters

Attendance Letter A1

Punctuality Letter P1
Letter P2

Late collection Letter L1 (M-T)
Letter L1 (F)

Late collection from clubs Letter C1
Letter C2
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9. Glossary

Abbreviation Meaning

DFE Department for Education

DHT Deputy Headteacher

EHCP Education Health Care Plan

EHE Elective Home Education - Parents wish to provide education for their
child at home. Child does not attend school

EWO Educational Welfare Officer

EYFS Early Years Foundation Stage

FS Foundation Stage

HT Headteacher

LA Local Authority

MASH Multi Agency Safeguarding Hub

PM Pastoral Manager

SEND Special Educational Needs or Disabilities

SW Social Worker

SIMs School Information and Management System

VSE Visions for Schools and Educations

WC Welfare Check (Home visit)
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Appendix 1: Unplanned Absence

Below is an outline of some of the reasons your child may have an unplanned absence. Please
note these are taken directly from the NHS website but if you are ever worried about your child’s
health it is important to consult immediately with your GP or 111.

Symptom NHS Recommendations regarding absence from school

Diarrhoea and/ or vomiting 48 hours from last episode of diarrhoea or vomiting

Conjunctivitis Can return 24 hours after treatment has started. School can only
administer prescribed medication by GP or hospital

Head lice Can return after first application of treatment

Threadworms You do not need to keep your child off school if they have threadworms.
Speak to your pharmacist who can recommend treatment

Tonsillitis None - consult GP

Glandular fever None - consult GP

Warts and Verrucae None - consult podiatrist or GP

Ringworm If your child has ringworm, see your pharmacist unless it's on their scalp,
in which case you should see your GP.

It’s fine for your child to go to school once they have started treatment.

Chickenpox Until all spots have crusted over (about 5 days after spots first appear)

Hand, Foot and Mouth Confirm Hand, Foot and Mouth with GP/pharmacist. If child is unwell in
themselves keep off school until feeling better

Impetigo Until lesions are crusted over and healed or 48 hours after commencing
antibiotic treatment
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Cold symptoms for
example runny nose,
sneezing and feeling run
down

None

Head injury Monitor child for 24 hours, seek medical advice if child has vomited, the
headache does not go away with pain relief or if they are feeling dizzy

Sore throat None - consult GP

Strep A Most Strep A infections can be easily treated with antibiotics. We can
only administer prescribed medication in school

If your child has a Strep A infection, they should stay away from school
for 24 hours after they start taking antibiotics

Scarlet Fever Scarlet Fever is a contagious infection that mostly affects young
children. It's easily treated with antibiotics

If your child has Scarlet Fever, they’ll need treatment with antibiotics
from a GP. Otherwise they’ll be infectious for 2 - 3 weeks
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Appendix 2: Overview of attendance %

Please ensure that your holidays are taken during this period. There is no automatic entitlement
in law to time off in term time to go on holiday. Unauthorised leave taken in term time may result
in the issuing of a Penalty Notice or prosecution.
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Appendix 3: The following codes are taken from the DfE’s guidance on school attendance.

Code Definition Scenario

/ Present (am) Pupil is present at morning registration

\ Present (pm) Pupil is present at afternoon registration

L Late arrival Pupil arrives late before register has closed

B Off-site educational activity Pupil is at a supervised off-site educational
activity approved by the school

D Dual registered Pupil is attending a session at another setting
where they are also registered

J Interview Pupil has an interview with a prospective
employer/educational establishment

P Sporting activity Pupil is participating in a supervised sporting
activity approved by the school

V Educational trip or visit Pupil is on an educational visit/trip organised, or
approved, by the school

W Work experience Pupil is on a work experience placement
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Code Definition Scenario

Authorised absence

C Authorised leave of
absence

Pupil has been granted a leave of absence due to
exceptional circumstances

E Excluded Pupil has been excluded but no alternative
provision has been made

H Authorised holiday Pupil has been allowed to go on holiday due to
exceptional circumstances

I Illness School has been notified that a pupil will be
absent due to illness

M Medical/dental
appointment

Pupil is at a medical or dental appointment

R Religious observance Pupil is taking part in a day of religious
observance

S Study leave Year 11 pupil is on study leave during their public
examinations

T Gypsy, Roma and
Traveller absence

Pupil from a Traveller community is travelling, as
agreed with the school
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Unauthorised absence

G Unauthorised holiday Pupil is on a holiday that was not approved by the
school

N Reason not provided Pupil is absent for an unknown reason (this code
should be amended when the reason emerges, or
replaced with code O if no reason for absence
has been provided after a reasonable amount of
time)

O Unauthorised absence School is not satisfied with reason for pupil's
absence

U Arrival after registration Pupil arrived at school after the register closed

Code Definition Scenario

X Not required to be in school Pupil of non-compulsory school age is not
required to attend

Y Unable to attend due to
exceptional circumstances

School site is closed, there is disruption to
travel as a result of a local/national
emergency, or pupil is in custody

Z Pupil not on admission
register

Register set up but pupil has not yet joined
the school
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# Planned school closure Whole or partial school closure due to
half-term/bank holiday/INSET day
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Appendix 4: Attendance flow charts
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