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It is the legal responsibility of parents /carers that their child receives full time education from the term 
following the child’s fifth birthday. The responsibility of this school is to support the attendance of all its 
pupils and to address problems that may lead to non-attendance 
 
Aims of the Attendance Policy  

Every member of the The Rissington School community is valued and it is our aim that each will 
enjoy their work and achieve their potential, by ensuring that :   

 
 all pupils on the school register attend school daily 
 
 staff adopt a consistent approach in dealing with absence and lateness 

 support, whenever possible, is given with issues leading to late or irregular school attendance  

 the policy is communicated to the whole school community and related agencies 

 
Organisation and Resources 

Entry into school 

Pupils whose 5th birthday lies on or between 1st September and 31st August of the academic year, may 
start school full time from the beginning of term 1.  However, the school accommodates parents who 
may wish their child to carry out a more gradual transition by allowing children to attend mornings only 
for the first two weeks.  This is by prior arrangement only, and if the child is below statutory school age.  

Registration 

Pupils may arrive in school from 8.45 each morning and should leave the premises by 3.15pm unless 
attending RASCAL, an after school club or for some other previously agreed reason.  
 
Morning registration opens at 8.55 am and closes at 9.am. Afternoon registration opens at 1.15pm and 
closes at 1.20pm. Pupils arriving late to registration will be registered as unauthorised absence unless an 
appropriate reason for the lateness is given. 
 
The school uses a consistent approach to record absence and there is an agreed registration code.  

Authorised Absence 

 
The Governors at The Rissington School believe that every child should attend school daily (100% 
attendance).  However, valid reasons for absence may impact on attendance.  At The Rissington School 
the following are valid reasons:  
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 Illness, medical and dental appointments (although parents should aim to arrange these outside 
of school hours) 

 Days of religious observance 
 Exclusion 
 Travelling children when the family is travelling 
 Individual requests, taking into account Equal Opportunities, to be agreed in advance with the 

Headteacher.  

All other absences will be recorded as unauthorised 

 
Planned Absences and Family Holidays during term time 
 
We believe that children need to be in school for all sessions, so they make the best possible progress.  
However, we do understand that there are times where a parent may need to request leave of absence 
in exceptional circumstances.  Permission for absence will only be granted if the circumstances are 
exceptional.  The headteacher will consider each request individually, and decide whether to grant the 
absences and for how many days, but generally requests for holidays in term-time will be unauthorised.  
Applications must be made in advance using the ‘Application Form for Absence in Term Time’. 
 
First Day Response 
 
Parents and carers must inform the school by 9.30am on the first day of absence. This may be done by 
telephone or contact with the office by a friend or neighbour. The school will telephone the contacts 
shortly after 9.30 if notification has not been received.  If a child is absent for a second day, and no 
contact has been made by, or with, parents a member of the School’s Leadership Team may do a home 
visit if deemed necessary.  If a child continues to be absent, but no reason or contact is made then this 
may be deemed a safeguarding concern, and the Designated Safeguarding Lead will take the 
appropriate action, which may include contacting Social Services or the Police.  
 
Unauthorised Absences/Children Missing in Education 
 
The DfE Statutory Guidance ‘Keeping Children Safe in Education’ states that ‘all schools must inform the 
local authority of any pupil who has been absent without the school’s permission for a continuous period 
of 10 school days or more’.  If a child is out of school for non-valid reason, or an unauthorised absence, 
the school in consultation with the Local Authority Attendance team may decide to prosecute.  No child 
will be taken off the school’s roll until they have officially transferred to another educational 
establishment, or authorised by the Local Authority (eg if a child has been registered as Home 
Schooled). School procedures for handling absences without permission are detailed in the School’s 
‘Children Missing Education Procedures’.  
 
Early intervention 
 
Each term a 95% attendance sweep is carried out by the administrative officer and head teacher. Pupils 
whose attendance falls below this threshold are considered individually. If no acceptable reasons are 
given, e.g. annual family holiday or genuine illness, a note is made on a consultation sheet. Strategies to 
improve attendance are discussed with the child’s family. These cases are reviewed. Formal referral may 
follow where attendance falls below 75%. Where no substantial improvement is made in a child’s school 
attendance after support, court action may follow. The EWO service, previously delivered by the local 
authority has been suspended and funds delegated to schools in the North Cotswold Cluster. The cluster  
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uses these funds to organise training to support good attendance and to enable intervention through an 
independent service if appropriate. The services of the Parent Support Worker may be used to support 
families where there are issues which may lead to poor attendance. The Cotswold School has also 
offered intervention via its attendance team, prior to court action being taken. It is also acknowledged 
that the Local Authority has retained a service that may be of some support and will intervene if court 
action is necessary. 
 
Recognising good attendance 
 
Attendance is discussed regularly at Governor and staff meetings.  
Information relating to attendance is communicated to parents/carers via the newsletter. 
Individual pupils are recognised for 100% attendance at the end of the school year.  
Where attendance has been a concern, a suitable system of reward may be put in place to recognise 
individual improvement.  
 
The school community and related agencies are aware of the policy via the school website 
 
Success Criteria 
 
That the rate of attendance for the school is above 96% at the end of the academic year.  
 
 
Related Policies:  
 
Child Protection and Safeguarding Policy 


