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Principles 
 
1. Parents of registered pupils have a legal duty under the Education Act 1996 to 

make sure that children of compulsory school age attend school on a regular and 
full-time basis.  Permitting unauthorised absence from school is an offence and 
parents may be reported to the Education Authority if problems cannot be solved 
by agreement. 

2. Every half-day absence from school has to be classified by the school (not by the 
parents) as either authorised or unauthorised.  This is why information about the 
cause of each absence is always required. 

3. Authorised absences are mornings or afternoons away from school for a good 
reason e.g. illness. 

4. Unauthorised absences are those, which the school does not consider 
reasonable and for which no ‘leave’ has been given.  This includes keeping pupils 
off unnecessarily and absences which have been not been properly explained. 

5. Any problems with regular attendance are best sorted out between the school 
and parents.  If a pupil is reluctant to attend, it is better not to cover up their 
absence or to give in to pressure to excuse them from attending.  This gives the 
impression that attendance does not matter and may make things worse. 

6. Parents are expected to contact school at an early stage and to work with staff in 
resolving problems together.  This is nearly always successful.  If problems 
cannot be sorted out in this way, the school may refer the child to the Education 
Welfare Officer (EWO) from the LEA.  He/she will also try to resolve the 
difficulties by agreement but, if other ways of trying to improve the pupil’s 
attendance have failed, these officers can use court proceedings to prosecute 
parents or seek an Education Supervision Order on the pupil. 

7. Alternatively, parents may wish to contact the EWO themselves to ask for advice.  
They are independent of the school.  Their telephone number is available from 
the school office or by contacting the LEA. 

8. In many cases, issues of attendance at Ysgol Crug Glas relate to social or health 
problems.  In such cases, it is likely that the school will seek to resolve them with 
involvement from a social worker in the Child & Family Disability Team and or the 
Consultant Community Paediatrician who supports the school. 

 
 
Aims of the Attendance Policy 
 

 To ensure that registers are kept in accordance with legal requirements; 

 To promote positive relationships with parents and the community; 

 To monitor and evaluate attendance annually; 

 To operate a clear referral system with home, school, and other agencies; 

 To monitor punctuality on a regular basis; 

 To promote the rationale behind good attendance with families. 
 
 
Procedures 
 
Registers in use at Ysgol Crug Glas are all electronic (SIMS), the register is 
completed by the class teacher at the beginning of each session. Each SIMS class 
register has a list of the attendance codes to be applied and teachers ensure that the 
correct code is used in each case. 
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The school applies the following procedures in deciding how to deal with individual 
absences: 
 
 
1. Illness and other legitimate reasons 
 
If a pupil is unfit for school, parents should contact the school on the first day of 
absence.  If there is no contact made, the class teacher will contact the parents at the 
earliest opportunity to establish the reason for absence.  An ‘N’ code will be entered 
in the meantime. When the cause has been established, the appropriate register 
code is completed.  
 
Parents may write additional information about the absence/illness in the 
Home/School book on the pupil’s return. If there is any uncertainty over authorisation, 
the matter should be referred to the Headteacher for a decision, which might involve 
other agencies being contacted and involved. 
 
2. Absence pack – refer to ERW pack for attendance 
 
All holiday leave within school time is at the discretion of the Headteacher.  Providing 
that the request is made prior to the holiday, leave for up to 10 days per school year 
may be granted.  However, this is only if the pupil’s attendance record is otherwise 
satisfactory.  Requests for leave for longer periods will only be granted in exceptional 
circumstances and on a case-by-case basis. 
 
3. Lateness 
 
As all pupils are transported to school, occasional delay is inevitable, given the urban 
location of the school.  Also, due to their specific medical conditions some pupils do 
not wake easily or at a specific time.  This can cause difficulties in ensuring that all 
pupils attend school punctually. However, the school will work closely with parents, 
carers, respite agencies, the Local Authority’s transport team and taxi contractors to 
try to ensure pupils arrive on time as far as is reasonably practicable. 
 
4. Outreach Integration 
 
A number of pupils take part in outreach integration sessions in mainstream schools 
or transitional programmes to adult services.  When this is the case, the pupil should 
be entered as present in the Ysgol Crug Glas register.  However, to ensure 
appropriate action in the event of fire, the adult accompanying the pupil should  
Place a (laminated) name card on the ‘Out of School Form’ clipboard (above the 
registers outside the office). The card should state that the pupil is out, the reason 
and the location, and should be removed when the pupil returns. 
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Monitoring of Attendance 
 
The following additional procedures are used to monitor attendance: 
 

 Teachers report concerns to the Headteacher and a discussion is then held 
regarding actions to be taken 

 Inspection of registers – The Headteacher checks registers regularly 

 SIMS attendance reports can be printed out at any time, giving a full breakdown 
of attendance 

 An individual attendance record is prepared for all LAC pupils and forms an 
element of every Personal Education Plan (PEP) 

 Whole school attendance figures are provided to the Welsh Assembly 
Government on an annual basis. 
 

Register Inspection Checklist 
 
 
Admission Register 
 

 Are all pupils in both the admission and attendance registers? 

 Is all the data complete? 
 

- Name of the pupil, sex, date of birth, previous school? 
- Parental details (including those with parental responsibility who live 

elsewhere) 
- Emergency contacts 

 
 
Attendance Register 
 

 Is the data entered at the front (copy of class list with addresses etc. written in)? 

 Are the weekly columns dated etc.? 

 Is there a mark for each pupil for every session (excluding part-time)? 

 Do absences show a clear distinction between authorised and unauthorised? 

 Are absences followed up promptly by the classteacher 

 Are the grounds for authorisation clear? 

 Is the coding system used appropriately 

 Is there consistency between registers 

 Are criteria for holidays etc. used appropriately 

 Are entries in ink and kept neatly? 

 Are corrections distinguishable from the original? 

 Is the data counted correctly? 

 Are attendance issues/problems raised with the Headteacher? 

 Are registers kept for at least 3 years? 
 

 


