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Parents’ Guide to Attendance  

 

At Swanmore CE (A) Primary School, we are keen for children to achieve in all areas of their lives and 

for this to happen we know that children need to be in school.  

The national average for attendance is 96.1% and for Hampshire schools it is 96.5%. Ours currently 

stands at 95.9% This is concerning as it has been found that such levels of attendance can negatively 

impact on GCSE achievement by 3 grades, which is obviously significant.  

Following advice from Hampshire, we have revised our procedures and we will adopt the following 

steps in an effort to support those families where attendance is an issue.   

Attendance 

1. When a child is absent and we do not know why, we will phone you to ensure they are safe. Where 
we do not hear from any of the 3 contacts for families within 48 hours of us calling them in relation 

to absence, we will visit the home to see the child is safe. Should there not be any contact at that 

point, we will call the police for their assistance in ensuring the child and family are safe. 

 

2. When there appears to be a pattern of absence, an adult from your class will speak with you to see if 

there is anything we can do to support. 

 

3. We will track attendance twice within each half term – midway and at the end. Should attendance fall 

below 96% we will telephone you to alert you to this, so that it can be improved. 

 

4. Should the child’s attendance fall below 96% again, we will write to you alerting you to this to offer 

support. A copy of the letter we will send is attached. 

 

5. Should this repeat you will be invited into school to meet me, so we can, together, understand what 

support can be offered and we will offer the support of the Early Help Hub. A meeting of different 

agencies that can offer support to barriers for attendance. Should this support be declined, all further 

absence will become unauthorised from that point and when the threshold for unauthorised absence 

is met, a referral to the Area Legal Panel will be made.  

 

6. If there is still no improvement the school will send a warning letter stating that if there is no 

improvement a Penalty Notice will be issued. 

 

7. Again, if there is no improvement a Penalty Notice will be issued. 

 

We hope we will never reach this point, however, should attendance fall below 90%, this is then classed 

as ‘Persistent Absenteeism’ (PA). Should this happen, a further penalty notice will be issued.  The 

maximum number of penalty notices is two per child, during a 12 month period, following this, a referral 

to the Area Legal Panel will be made.  
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Lateness 
 

We will also track lateness. This means that should your child arrive at school after the register has 

been taken at 9.00am, they will be recorded as late. 

 

1. If your child is persistently late (10 registrations) after the register is closed after 9.15am a family 

will be fined.  

 

2. If a child is consistently late before the register closes (before 9.15am) and we have met you to 

explain further times will be unauthorised and then 10 sessions are late; a fine will be issued. 

 

Unauthorised holidays of 10 or more sessions (5 days) automatically incur a penalty payment.  

 

We do not wish to issue a penalty payment, money from the penalty payments do not come to the 

school, it goes to the county.  

 

The school has adopted this approach in response to the updated Code of Conduct, issued April 2018, 

a copy of which is available on the school website or from the school office. 

 

 

John Paterson 

Headteacher 

January 2019 
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Swanmore C.E. (Aided) Primary School 

 

      Date 

 

 

Dear  

ATTENDANCE FOR (CHILD’S NAME……………) 

You will be aware schools take pupil attendance very seriously and Governing Bodies have a legal 

obligation to monitor the attendance of the school’s pupils.  The expectation is for all children to attend 

school for an average of 96% of the year. 

(Child’s Name………….)’s attendance is currently  xx% 

We know that children can be unwell and you know we encourage children to be cared for at home if 

they are sick or ill.   We also appreciate that you tell us when your child is absent.  However, even 

short absences repeated regularly can make it difficult for children to make good progress.    

In order to make a difference to your child’s attendance and learning we want to work with you to 

make sure we get the right balance between your child spending time at home and needing to be in 

school regularly (and on time), 

We will continue to monitor ………………’s attendance over the next few weeks.  Please make an 

appointment to meet me if you would like to discuss attendance, or if there is a reason or 

circumstances that you think will affect ……………..’s attendance. 

Yours sincerely 

 

 

J Paterson 

Headteacher  

 


