
 

 
Blaenycwm Primary School 

Attendance Policy 
 

‘Learning and Friendship Hand in Hand’ 
UN Convention Rights of the Child 
We are a Rights Respecting School and recognise the importance of 
children’s rights. We regularly remind the children of the articles of the ‘UN 
Convention Rights of the Child’. 
 Pupils are reminded of the importance of these rights and the consequences 
for infringement of these rights in order to establish an effective behaviour 
ethos at our school based on self-discipline. 
Article 28 of the charter states that every child has a right to learn and to go to 
school. This policy is aimed to promote this right. 

 
We at Blaenycwm Primary School regard regular and punctual school 
attendance as a matter of prime importance in ensuring all pupils achieve 
their full potential.  We aim to develop a partnership between home and 
school to fulfil this aim.  When children are in school regularly they are able to 
take full advantage of all the opportunities offered to them. 
 
At Blaenycwm Primary school we aim to: 
 

 Create a happy, secure attractive environment where everyone has a 
feeling of self worth and the opportunity to fulfil his / her potential in all 
areas of school life. 

 Provide a broad, balanced and relevant curriculum 

 Promote regular attendance and punctuality. 
 
General 
 
A commitment to regular and punctual attendance is assumed when parents 
decide to enrol their child at Blaenycwm Primary School. 
 
The responsibility of parents to report children’s absence from school is also 
explained at the initial interview and is stated in the school prospectus. 
 
The categories of authorised and unauthorised absences are discussed with 
parents, i.e. absence can be authorised for illness, medical or dental 
appointments, or religious festivals, but not for days off to celebrate birthdays, 
trips to the hairdresser, or shopping. 
 
All absences are distinguished in the attendance register between “Authorised 
and Unauthorised” absences.  Attendance is rigidly monitored and reported 
regularly to the Governing Body.  Registers are available on request to the 
Director of Education or their representative, the Education Welfare Officer, 
Her Majesty’s Inspectors and Representatives of Estyn or any other persons 
appointed by the First Minister for Wales. 
 



 

 
 
Registers 
 
Attendance Registers are legal documents and as such must be filled with 
great accuracy.  Registers are marked electronically on the SIMS, system 
using an oblique stroke (/) at the beginning of both the morning and afternoon 
sessions.  When a child is missing from class the register is marked as 
authorised absence if we have had a reason for absence or as a missing 
mark if there has been no notification.  In the case of authorised absences, 
the relevant code letter is entered.  In the case of known unauthorised 
absences the appropriate code can also be entered.  All codes are listed in 
Appendix 1 at the back of this document. 
 
Medical Appointments 
 
Where a pupil comes into school immediately after a medical appointment 
they will be recorded as present. 
 
Lateness 
 
Teachers are entitled to mark late, any child who has not arrived in school 
within ten minutes of the start of the session.  In Blaenycwm Governors have 
ruled that lateness is marked if a pupil arrives after 9.15 a.m. for the morning 
session and after 1.15 p.m. for the afternoon session.  In the case of a child 
who arrives between 9.00 a.m. and 9.15 a.m. or between 1.10 p.m. and 1.15 
p.m. the time of arrival will be marked in the ‘notes’ section of the register. 
 
Role of Parents/ First Day Response 
 
Parents are expected to contact the school on the first day of absence. This 
can be by telephone, email or in writing.  Telephone messages are 
immediately replayed to the teacher concerned and the correct mark entered 
on the register. 
 
The school regards regular attendance as a matter of extreme importance 
and in order to keep absenteeism to an absolute minimum operates the “First 
Day Response” system. If the school has not been notified by 10.00 a.m. on 
the first day of absence the parents will be contacted by the Office Staff to 
establish the reason for the child’s absence.  If we are unsuccessful the 
matter is referred to the Education Welfare Officer for her immediate attention 
and the absence is recorded as unauthorised.Parents of persistent late 
comers will also be contacted at the discretion of the Headteacher. 
 
Parents of children where attendance falls below 90% in the previous year are 
also contacted by the school and given regular updates on the level of 
attendance throughout the year. 
 
 
 



 

 
Statistics of Pupil Absence 
 
At the end of each term attendance figures are produced showing 
percentages for the whole term, these percentages are available to the Local 
Authority, EWO and reported to Governors.  Teaching staff are requested to 
inform the Headteacher if a pattern of absence is causing concern. 
 
All staff take every opportunity to explain to the children how important it is to 
come to school everyday and on time.  We are sensitive to the fact that all our 
younger children are brought to school and therefore, rely on adults for 
regular attendance and time keeping. 
To further encourage regular attendance we issue certificates and an 
incentive to the class with the highest attendance each week.  We also reward 
those children who achieve 100% attendance half termly and for the whole 
year. 
 
Unauthorised Absences 
 
An unauthorised absence is an absence not supported by a note from the 
parents, email or telephone call equivalent.   On the rare occasion when the 
Headteacher deems that the reason for absence is not a valued one e.g. 
holidays in excess of ten school days, it is recorded as an unauthorised 
absence despite the existence of an application. 
 
Holidays 
 
At the discretion of the Headteacher, 10 days annual holiday may be 
authorised. Unauthorised absences are recorded when no satisfactory reason 
for absence has been received or when annual holidays in excess of 10 days 
have been taken. 
Parents should not expect, or be led to expect that, as of right the school will 
agree to family holidays during term time.  Each application will be considered 
on its merit.  Applications where the child already has a low level of 
attendance will not be authorised.  Permission will not be granted for holidays 
to take place in the months of May and June to minimise the disruption to end 
of key stage and year group test and assessment procedures.  Holidays will 
also not be granted in September – an important settling in period for all our 
children. 
 
Special Circumstances 
 
When a registered pupils requires special tuition off site and the arrangements 
have been agreed by the school, leave of absence will be granted and the 
pupil deemed present.  If a pupil were to be excluded; the absence is treated 
as an authorised absence.  Staff are aware that if pupils are attending a day 
set aside exclusively for religious observances by the religious body to which 
the parents belong, these absences are classified as authorised absences. 
 
 



 

 
Itinerant Families 
 
The law does not automatically reduce the number of days that children from 
Gypsy, Roma and Traveller families are expected to attend school, schools 
and local authorities always seek to secure these pupils’ regular attendance at 
380 sessions each school year. 
‘Travelling’ means travelling as part of the parents’ / carers trade of business.  
It does not mean travelling as part of a holiday or extended holiday. 
On days when a pupil from a Gypsy, Roma or Traveller family is known to be 
out of area, due to the family travelling and is not in educational provision then 
we will use the letter code T to record the absence.  Parents / carers should 
make sure they let the school know in advance when they are going to be 
travelling an when they expect to return, so that attendance and absence are 
recorded accurately. 
On days when pupils, including those from Gyspy, Roma or Traveller families, 
are absent for other reasons (whether travelling or not, we will use the 
appropriate code to record that absence.  If the reason for a pupil’s absence is 
not known it will be recorded as unauthorised absence. 
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