
 1 

 
 
 
 

ATTENDANCE POLICY 

 

 

According to Government legislation there are regulations relating to 

attendance records for all children of school age.  The governing body will have 

to include data regarding attendance relating to the preceding school year in 

the School Prospectus and Annual report to Parents.  Hence, we need to clarify 

what Ysgol Wepre’s attendance policy actually is. 

 

In accordance with Flintshire Education Authority Policy on admission, children 

are accepted into school on a full-time basis in the September after their 

fourth birthday.  That is, all pupils must be five within the academic year.  

(August 31st) 

 

 

Completing the Register 

 

The Attendance Registers will be completed daily by all class teachers.  

Registers noting attendance and absences will be completed for the morning 

and afternoon sessions.  Morning session begins at 8.55 am, and afternoon 

sessions at 12.55 pm for the juniors and 1.00 pm for the Foundation phase. 

 

Children should arrive no earlier than 10 minutes before morning and afternoon 

sessions, unless attending Breakfast Club.  The school will take no 

responsibility for children who arrive at school prior to this, as outlined in the 

School Prospectus. 

 

Punctuality is of paramount importance.  Pupils will be recorded late after 

9.05 am. 

 

 

Marking the Register 

 

Pupils will be listed in alphabetical order in the register according to year 

groups. 

All registers close by 9.05 am. and any pupils arriving after this time should 

sign the late attendance book located in the entrance hall. 
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At the end of each week, total attendances and percentages are automatically 

calculated. 

The class register must make a clear distinction between authorised and 

unauthorised absences. 

 

Absences are considered unauthorised unless a written or verbal explanation is 

received from the parent/guardian within 5 days of their return to school.  A 

record of this will be kept at the back of the register.  

 

 

Authorised absences applicable to Ysgol Wepre 

 

A child is absent due to sickness, hospitalisation or any unavoidable cause. 

Appointment with doctor or dentist.  

Participation in an approved public performance or representing a recognised 

association. 

Absence due to a day set aside for religious observance by a religious body to 

which the parents belong. 

Leave for annual holidays during term time (Holiday Form must be completed by 

parent and kept in the class register) though in only exceptional circumstances 

may the amount of leave granted total more than two weeks in any given 

academic year. 

Absence following the death of a close member of the child's family. 

 

** Please note that none of these above count as an attendance.  

 

 

Allowable Absences 

 

Allowable absences are included in the register totals as though the pupil was 

present at school for the complete session.  These will include:  a school trip, 

representing the school at any event.  Teachers must ensure that these pupils 

are acknowledged as being away from school in the event of fire, or fire drill. 

 

At the end of each term it will be necessary for each class teacher to 

complete the attendance record in each child's Record of Achievement Folder.  

This record will be forwarded to the High Schools as part of the transition 

documentation.   
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Non-Attendance – Intervention Policy 

 

There are three stages regarding non-attendance. 

 

Stage 1 School-based intervention 

 

Stages 2 & 3 Support Service, including ESW (LEA Intervention) 

 

The main role is that of the class teacher.  

If a pupil is absent, parents are requested to ring the school after 8.30 am 

giving a reason for absence.  (Recorded at back of register)  

If a message has not been received by 10.30 am, a phone call will be made by 

Mr. Davies to the home regarding non-attendance on that particular day. 

 

If a child has persistent days of unauthorised absence then appropriate action 

may be taken, possibly leading to Stages 2 & 3 of the Education Authority 

intervention. 

 

The ESW is in regular contact with the school and will investigate concerns in 

greater detail.  Registers will be reviewed by the ESW any further action to 

improve attendance will be followed.  

 

 

 


