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At Lammack Community Primary School we are committed to helping all children thrive
and achieve through strategies aimed at ensuring that ‘Every Lesson Counts’.
Good attendance and punctuality is an integral part of the education process and
ensures that children have the best start in life. Missing school can have a negative
impact on the social, academic and long term future for our children. The school works
closely with children, staff, parents, governors and the Educational Welfare Officer to
promote procedures for good attendance.
Aims
1. To maintain a high overall percentage attendance of pupils at school.
2. To make attendance and punctuality a priority for all those associated with the
school, including pupils, parents, teachers and governors.
3. To develop a framework, which defines agreed roles and responsibilities and
promotes consistency in carrying out designated tasks.
4. To provide support, advice and guidance to parents and pupils.
5. To develop a systematic approach to gathering and analysing attendance related
data.
6. To develop a positive and consistent communication between home and school.
7. To promote effective partnerships with the Educational Welfare Service.
Procedures for ensuring good attendance
Teachers should ensure the registers are completed on SIMS by 8.55 am and 12.50 pm
(KS1) and 1.05 pm (KS2).
1. Registers should be completed using the following guidelines:Leave the child’s entry blank if they are absent. The office staff will then fill in the
relevant code. Parents should explain all absences on the first day of absence
and are advised to leave a message on the pupil absence line before 9.00 am.
2. If an absence has not been explained to the school office then a call will be made
to the parents. Second and third emergency contacts will be contacted if no
clarification can be found.
3. If an absence is still not clarified by 10am a home visit will be carried out by two
members of staff (at least one member of SLT).

4. Absences can either be authorised or unauthorised. It is usually the Head

Teacher or Deputy Head Teacher who will make a judgement on whether the
absence is authorised or unauthorised.
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5. If a class teacher or the school office is uncertain about the nature of a child’s absence,
they should discuss the absence with the Head Teacher/Deputy Head Teacher.
6. Medical/Dental Appointments – These appointments should be arranged out of school
time. If, however, an appointment must take place during school time, parents must
bring an appointment card in to school to be photocopied and kept on file. If an
appointment card cannot be produced before the appointment, parents are requested
to complete an Appointments Made in School Time form and bring an appointment card
in on the child’s return from the appointment.

Monitoring attendance
Daily – Parents are requested to telephone the absence line to report any pupil
absence. The absence line is checked throughout the day and teachers informed.
Weekly – Class attendance is monitored on a weekly basis.
The class with the best attendance is rewarded in Achievement Assembly in KS1/2 with
a Sticker.
Half Termly – Individual attendance is monitored to check on improvements in
attendance and patterns of non-attendance and discussed in meetings between the
Deputy Head Teacher and the Education Welfare Officer.
Termly – Parents of children whose attendance has fallen below 96% in a term may
receive a formal letter regarding their child’s attendance.
DFE Monitoring – Department for Education collects attendance information 3 times a
year via the school census.
Annually – We report attendance figures to parents in the child’s End of Year report. We
reward children with 100% attendance at the end of the school year.
Improving and maintaining good attendance and punctuality
Parents are informed about the importance of good attendance, through
 Initial meeting for reception parents
 School prospectus
 Regular reminders in the newsletter
 By letter/phone in cases of poor attendance
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Meetings with the Deputy Head Teacher and Educational Welfare Officer in
cases of continued poor attendance.
End of day punctuality is also monitored carefully. If children are not collected by
3.10pm then they are sent to After School Club with a £10 charge to cover
admin/staffing costs.

Children are made aware of the importance of good attendance through PSHCE lessons.
Requests for Discretionary Leave
Discretionary leave is only authorised in exceptional circumstances and headteachers no
longer have the right to authorise family holiday during term time.
If parents feel they have an exceptional circumstance they must:
 complete a Discretionary Leave Form (available from the front office)
 meet with the Headteacher/Deputy Headteacher to discuss the amount of time
required, dates and reason for the absence
Parents will be asked to provide copies of tickets and written evidence which supports
their application (eg doctor’s letter, confirmation of when the trip was booked etc)
Applications are then discussed with the Inclusion Officer (for BWD) and confirmation of
whether it is authorised or unauthorised is provided to parents as soon as possible.
Please see the ‘Blackburn with Darwen Local Policy Statement for Considering
Application for Discretionary Leave’ for further details.
Role of The Inclusion Officer
Lammack Primary School aims to develop a positive response to attendance; it
recognises the importance between good attendance and achievement and has a
responsibility to ensure good attendance at school. The Educational Welfare Officer
works with the school on a regular basis to monitor attendance figures.
If a child develops an attendance problem it is the school’s responsibility to inform the
Educational Welfare Officer. He or she has a responsibility to help parents and the local
authority to meet statutory requirements on attendance.
The Inclusion Service works in partnership with the school through a system of regular
monitoring meetings and will become involved in cases of non-attendance where school
initiatives have failed to have an impact.
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Lammack Primary School works with the Blackburn with Darwen Local Authority and
adopts the:1. Local Authority Policy Statement July 2013 (Updated September 2015)
2. Blackburn with Darwen, Blackpool and Lancashire County Local Authorities joint
procedures for issuing education-related Penalty Notices

