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Introduction 
 
 
This booklet has been produced for parents and carers and aims to offer 
information and support about attendance and punctuality. Through this, we 
hope to help you help your child to understand the importance of attending 
school. 
  
There is a national drive to improve attendance in schools and this is because 
evidence has shown that children’s attendance has a direct impact on their 
learning, wellbeing and wider development.  
 
At William Lilley Infant and Nursery School, we expect children to attend every 
day, as long as they are fit and healthy enough to do so. Our aim is to support 
parents and carers to achieve 97% and above attendance for all children, which 
equates to less than 6 days of absence per school year.  
 
 
 

Why is it so important to attend school? 
 
 
It gives your child the best possible start to their school 
journey and helps them to develop their confidence,  
friendship and social skills. By attending, they are able to 
participate in everything school has to offer.  
 
 
 
 
 
 
 
 
 
 
 
  

Imagine each step in learning as a building block, 

with each block building on the one before, helping 

the children develop. If even one of those blocks 

are missed, then this can make learning confusing 

and mean children may fall behind.  



 

 

What does the law say regarding attendance? 
Every child has a right to an education. Parents and carers 
are legally responsible for making sure that their children of 
compulsory school age receive full-time education. The 
Education Act 1996 states that ‘all pupils should attend 
regularly and punctually’ and ‘if a child of compulsory school 
age who is a registered pupil at a school fails to attend, their 
parent/carer is guilty of an offence’. Whilst the material in 
this booklet refers directly to those children of compulsory school age, we apply 
our supportive approach to children whom are not of statutory school age. 
 
Under Section 576 of the Education Act 1996, a “parent” in relation to a child or 
young person is defined as either: 

• The biological parents of a child, whether they are married or not and/or, 
• Any person who has parental responsibility for a child or young person 

and/or  
• Any person who has regular care of a child or young person even if they 

are not the biological parent or don’t legally hold parental responsibility 
for the child or children in question (i.e. lives with and looks after the child). 

Parents of pupils in separated families have joint parenting responsibility. 
 
A student is developing concerning absence at 93% (equivalent to 2 days or 
more per half term) or below across the school year for whatever reason, 
authorised or unauthorised. A student is a persistent absentee when they miss 
10% or more of their schooling across the school year for whatever reason, 
authorised or unauthorised. It has been identified that an attendance of less 
than 90% will have a serious effect on learning; this equates to an absence of 
one day every two weeks amounting to half a year if this continues through a 
child’s primary education. 
 
Schools must take a morning and afternoon register and record the attendance 
of every pupil. This record will be kept on individual pupils’ reports and will be 
passed onto future schools.  

 
Attendance information is monitored and reported by the Department for 
Education. Ofsted use attendance to judge a school’s ability to educate children 
and we are required to report attendance information to our Governing Body. 
 
Penalty notices are set at £160 (per child, per parent) and must be paid within 
the statutory 28-day deadline. However, depending on circumstances these 
may differ. Please refer to the Nottinghamshire county council website.  

https://www.nottinghamshire.gov.uk/education/school-holidays-and-closures/holidays-during-term-time


 

 

 
Whilst some absence is unavoidable, it is important that children are in school 
every day they can be for their learning, wellbeing and development.  
 
Parents are asked to inform the school well in advance of any known future 
absence, and at a minimum of 2 weeks.  This should be done in writing on the 
school’s Absence Request Form for Exceptional Circumstances Only, which can 
be obtained, from the School Office or via our website. 
 

If the absence is being requested for a family holiday, it will be recorded as 
unauthorised automatically due to the Education Regulations 2006, 
Promoting Good Attendance and Reducing Absences, Including Persistent 
Absences and only the Head Teacher can deem the nature of an absence and 
will do so on a case-by-case basis.  
 

All unplanned absences must be reported on the first day by 9.15am. In all 
cases of unplanned absence we request that parents/carers:  

• only keep their child away from school if really necessary - we will always 
call and send home an unwell child,  

• consult the NHS website to help them decide whether they can go to 
school, 

• keep the school informed regularly for the duration of the absence.  
School may contact parents daily if attendance is, or has been, at a 
concerning level, 

• speak to the school to see what support can be put in place if absence due 
to illness is ongoing or frequent, 

 
If your child is absent and we have not received notification by 9.15am, the 
School will activate our First Day of Unknown Absence process. This is to ensure 
that we safeguard children who are ‘missing from education’; that we find out 
why your child is absent from school and that they are safe. More information 
can be found regarding this in our Attendance Policy, a copy of which can be 
obtained from the School Office or on our website. 
  

What happens if my child is absent from school? 



 

 

How is good attendance measured and rewarded? 
 
We work hard to create an ethos in which school attendance and punctuality 
are recognised and valued. 
 
We take the register twice daily and we maintain a robust and rigorous system 
for monitoring children’s attendance that involves reviewing it on a daily, 
weekly, half-termly, termly and yearly basis. We also compare our attendance 
information with local and national figures. We have four zones for monitoring 
purposes: 
 

 
GREEN 

 

No attendance 
concerns 

 
Your child may have 

absences, but they are not 

of a concern. 
 

AMBER 

 

Concerning 
Absenteeism 

 
Your child’s attendance is 

concerning and the school 

will be working to  
support you. 

RED 

 

Persistent Absenteeism 
 

 
Your child has absence 

rates that are concerning 

over a prolonged period. 
School will be working with 

you to improve attendance 
and a referral may be 

made to access support 

from the Local Authority. 
 

BURGUNDY 

 

Severe absenteeism 
 

 
School will be working with 

you to ensure that support 

is accessed and in some 
cases, the school may 

engage with the Local 
Authority’s processes for 

pursuing legal 

interventions. 

 

We will inform you regularly of your child’s percentage attendance in the form 
of letters, texts, certificates or attendance reports. The main reward for regular 
and punctual attendance is that children have the opportunity to learn in a way 
that helps them reach their potential. In addition, there are a number of 
attendance rewards that are awarded which include: 

• The CROW award is for the best attending class that week – children 
receive the CROW puppet to be kept in their class for the week.  

• Class attendance is plotted on a weekly CROW chart in the School Hall. 
• ‘Joe the Crow’ visits assembly with a reward if a class has achieved 100% 

attendance in a single week. 
• Names of children who have achieved 100% attendance over one week 

will be entered into the end of term raffle. Our prizes have included a 
scooter, a go-kart and a tent. 

• Termly certificates are presented for good or improved 
attendance.  

  



 

 

Punctuality 
 

The bell will sound at 8.45am to indicate the start of the school 
day and the doors will close at 8.50am. 
 
If you arrive after 8.50am, you and your child will need to enter 
the school via the School Office to be registered.  

 
Morning registration begins at 8.45am and closes promptly at 8.55am. Any child 
arriving after 8.55am will be monitored as arriving late to school. 
 
Whole school registration closes at 9.15am and after this lateness will be recorded 
as an unauthorised absence. 
 
The Head Teacher will monitor lateness. Persistent lateness can: 

• cause embarrassment to the child 
• impact upon the child’s learning and development – being 5 minutes late 

every day = 3 days learning lost each year and being 15 minutes late every 
day is the same as being absent for 2 weeks of the year 

• make it harder for the child to settle 
• cause disruption to the rest of the class 

 
 

Pupils leave during the School Day 
 
During school hours, the school staff are legally in loco parentis and therefore 
must know where the pupils are during the school day. Evidence of requests for 
leave may be asked for. 

• Wherever possible parents/carers should try to arrange medical and other 
appointments outside school time.  

• Parents/carers are requested to confirm the reason for any planned 
absence, the time of leaving, and the expected return time before the 
child is allowed to leave the site.  

• Children must be signed out on leaving the school and be signed back in 
on their return.   

• Where a child is being collected from school, parents/ carers are to report 
to the school office before the child is allowed to leave the site.   

 
  



 

 

 
What support is available? 

 
We will work with you if you face barriers to ensuring your child attends school 
and punctually. We will inform you regularly of your child’s attendance and we 
will liase directly with you if attendance becomes a concern. 
 
We endeavour to create an atmosphere where pupils are willing and enthusistic 
attenders. If you are having difficulties with helping your child to attend, please 
get in touch. We are here to help and can support you in a number of ways 
including requesting the involvement of the Early Help Unit, Targeted Support 

Workers, The Family Service and the Healthy 
Families Team. 
 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
 
Through this booklet, we hope to have 
answered any questions you may have 
regarding attendance and punctuality. If you 
have any further queries, or would like to talk 
about your child’s attendance, please do not 
hesitate to speak to a member of staff, email 
call into or telephone the School Office. 
 


