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School Attendance Policy 

 

Our Christian Vision is that – Everyone is welcome. 
 

Everyone who spends time learning and growing at Longhoughton is encouraged to reach their full potential with 
courage, compassion and creativity to make a difference in the future. We are respectful of God’s world, 

working together to create a loving and caring community. 
 

This is founded in 1 Peter 4:10 – 11 “God has given each of you a gift from his great variety of gifts. Use 
them well to serve one another.”  

 

Aims 
The Governors of Longhoughton C of E Primary School are committed to providing a full and efficient education for 

all of our children. We believe that all pupils benefit from education and from regular and punctual school 

attendance and good behaviour. To these ends, we will do all we can to ensure that all pupils attend to their fullest 
and that any problems which impede this are identified and acted upon as soon as possible. 

 
Expectations 

We expect that all children will: 

• attend school regularly 

• arrive on time and be appropriately prepared for the school day 

• tell a member of staff about any problem which is making it hard for them to attend school regularly 

 
We expect that all parents/carers will: 

• encourage their children to attend school every day and on time 

• ensure that they contact the school as soon as possible whenever their child is unable to attend school 

• ensure that their children arrive in school fully prepared for the school day and check that they have completed 

their homework 

• provide the school with up to date home, work and emergency contact numbers 

• not arrange family holidays to take place during the school term 

• inform the school in confidence about any problem which might affect their child’s attendance or behaviour 
 

Parents/carers can expect that the school will: 

• provide a good quality education 

• record their children’s attendance regularly, accurately and efficiently 

• make every reasonable effort to contact the parent when their child fails to attend school without good reason 

• deal discreetly and properly with any problem notified to the school by the parent 

• make all efforts to encourage good attendance and behaviour 

• instigate proper enquiries before removing the child from the school roll 
 

Promoting good attendance 

We will encourage good attendance by: 

• accurately completing attendance registers  

• following-up absence on the first day 
• reporting weekly class and whole school attendance during our Friday Wall of Fame Collective Worship 

• rewarding children who achieve 100% attendance: a headteacher’s certificate for a whole term, a special 

reward for a whole year   

• undertaking attendance checks at appropriate times 

• sending parent/carers annual attendance figures 

• collecting data on attendance for the whole school and by year group and making this available to governors 

and to parents 

• the Headteacher (Matthew Hetherington) will act as the nominated Attendance Champion for the school 
Responding to non-attendance 

When a child fails to attend school without a satisfactory explanation, we will: 

• contact the parent on the first day of absence by telephone 

• a letter will be sent to the parent/carer or a home visit may be made if there has been no response and the 
unauthorised absence has exceeded 3 school days 
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• in line with Northumberland County Council Policy, we will report unauthorised absence of 10 sessions (5 
whole days) or more within any 10 week period to the Educational Welfare Team who may decide to issue a 

penalty notice, or to provide further support if appropriate 
o A 10 week period includes all weeks, Monday to Sunday, that include at least one school session. The 

period can span two terms.  
• if the non-attendance continues beyond 9 days or if the child fails to attend for 3 complete weeks in any 6 

week period, further attempts will be made to contact parents/carers and provide support for attendance in 
collaboration with the Educational Welfare Team 

• where an unauthorised attendance lasts for 10 consecutive days or more with no parental contact, they will be 

reported to the Local Authority as a Child Missing in Education 
 

Please note that, in line with guidance from the Department for Education and from Northumberland County 

Council, we will not be authorising absence due to holidays during term time.  
 

The return to school and the reintegration of a child who returns to the school after a lengthy absence requires 
special planning. The Headteacher will be responsible for deciding upon the programme for return and for the 

management of the programme.  All staff need to be aware that this is a difficult process which requires extreme 

sensitivity as soon as possible.  In collaboration with the parent and the EWO, programmes will be tailored to 
individual needs and may involve phased, part-time re-entry with support in lessons, as appropriate.    This may 

involve the Special Educational Needs Coordinator (SENDCo). Staff will be notified of the return of a long-term 
absentee as soon as possible personally by the Headteacher. 
 
Organisation 

In order for this policy to be successful, every member of staff must make attendance a high priority and convey to 

the children the importance of the education being provided. 
 

Governors will: 

• ensure that the school has in place a whole school attendance policy 

• receive termly reports from the Headteacher in respect of attendance data and trends 

• monitor the effectiveness of the whole school policy 
 

Headteacher will: 

• oversee the Attendance Policy 

• have particular regard to the equalities aspects of the policy as they pertain to the protected characteristics 

and to those children looked after by the County Council 

• report to governors on attendance issues on a termly basis 
• raise the profile of attendance at appropriate times (eg assemblies) 

• liaise with the Education Welfare Officer (EWO) as appropriate 

• organise the reintegration of long-term absentees 

 

Secretary will: 

• collate attendance data for the year groups 

• oversee the registration process and ensure that registers are completed accurately and on time 

• initiate contact with parents/carers in the case of an unexplained absence 
 

Class Teachers will: 

• complete registers accurately and on time 

• record all reasons for absence in the register 

• follow-up immediately any unexplained non-attendance by recording it in the Absence book and immediately 
sending the book to the Secretary 

• inform the Headteacher of any concerns 

 

 
Review 

This policy will be subject to review and evaluation after one full year of operation and thereafter subject to 
changes in local and national policy, but at least every three years. 
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Author  Last reviewed 

HT & School Governors September 2024 

Reviewed Revision date 

Inclusion Committee June 2011, July 2013, July 2015 

Committee One – Policies and Resources September 2017, Autumn 2019, Spring 2023, Autumn 

2024 

Signed 

 

 


