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Pupil Attendance Policy
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INTRODUCTION

Miskin Primary School uses a system of green registers on a twice daily basis.
This information is then inputted to SIMS by the school clerk on a weekly
basis. (Tuesday) We use this process of registration in order to continue our
work of improving levels of pupil attendance.
ROLE OF CLASSTEACHERS

•
•
•

•
•

•
•

•

•
•

Registers must be marked at the beginning of the morning session at 9am
and the afternoon session at 1pm
Registers must be kept in an accessible place within the teacher's desk,
available to the class teacher in the event of an emergency or fire
Registers must be sent to the office weekly. If there are any points to
note brought to class teacher’s attention about the administration of
registers they must be followed up.
Pupil absence without explanation is reported to the office by 10.00am
daily by staff.
We are a ‘First Response School’ as such parents are expected to inform
us by 10.00am of absence, or they will be contacted by the clerk and/or
EWO.
Every absence is either authorised or unauthorised by the school not by
the parent
The register is a legal document, it can be used in cases of prosecution
for non-attendance or in cases where a family is subject to a care order,
so it must be factually correct
Class teachers are the first to note any changes in attendance or
punctuality and should use any opportunity of asking parents for any
outstanding reasons
Regular absence or a pattern of absence must be brought to the notice
of the Headteacher
The Headteacher will continue to be the direct link with the EWO in
cases causing concern. Staff will be aware of pupils' previous records of
attendance and if pupils are subject to support/concern of Social
Services.
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SCHOOL TARGETS

•
•

Parents are informed of their child's % of attendance on an annual basis
The LA set yearly targets of attendance for the school. Which increases
annually on a sliding scale.

EDUCATIONAL WELFARE OFFICER

The Education Welfare Officer (EWO) has an important role in the links
between home and school and the welfare of pupils and regularly attends school
in a supportive capacity.

PARENTAL RESPONSIBILITY

We wish to strive to improve attendance at Miskin Primary and ask that parents
let us know on the first day of absence either by prior notification (eg
appointments) or by telephone on the morning rather than waiting for the child
to return to school.
Our educational welfare officer is available to link between parents and school
in any case of difficulty in attendance or any other welfare or social concerns.
Prolonged absence or irregular attendance may result in prosecution.
To comply with The Education (Penalty Notices) (Wales) Regulations 2013, the
school will operate in accordance with the local authority’s Code of Conduct for
fixed penalty notices for regular non-attendance at school. It remains the
discretion of the head teacher to authorize absences in line with The Education
(Pupil Registration) (Wales) Regulations 2010 attendance codes and
supplementary guidance provided by the local authority.
It has also been agreed by the governing body of Miskin Primary School, that
for pupils with equal to or above 95% attendance at the time of holiday the
Headteacher is allowed to grant authorised absence from school, for the
purpose of a family holiday for no more than 10 days in an academic year.
For pupils with less than 95% attendance at the time of holiday the absence will
be unauthorised.
For those pupils with equal to or below 80% attendance at the time of holiday
the absence will be unauthorised and a fixed penalty notice (FPN) will be
processed by the local authority.
Parents are requested to submit a letter to the Headteacher outlining their
holiday dates and duration.
MONITORING

Parents are contacted on the fist day of absence via telephone (school
clerk) and the school has a rigorous communication system which tracks
all absenteeism, planned and unplanned.
Attendance is monitored monthly by the Headteacher in conjunction with the
Education Welfare Officer.
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REVIEW

This policy will be reviewed annually.

Date endorsed by Governing Body _______March 2016 ____________
Policy to be reviewed ____________March 2017_____________
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