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Gnoll Primary School  
 

Policy for Pupil Attendance 
 

STATEMENT OF INTENT  

 

The school aims to work together with parents to ensure that all children registered at 

the school attend both regularly and punctually. 

 

PRINCIPLES  
 

The Attendance Policy is founded on the following key principles:  

 good attendance will be promoted and absence reduced, including persistent 

absence  

 every child will have access to a full-time education to which they are entitled  

 any patterns of absence will be acted upon early in collaboration with pupils, 

parents and the Education Welfare Service  

 parents will be held accountable in performing their legal duty of ensuring that 

their children of compulsory school age attend school regularly  

 children will be punctual to lessons 

 

PARENTS' RESPONSIBILITIES  

 

 Parents have a legal duty to ensure that children of compulsory school age 

attend on a regular and full-time basis.  

 Parents should ensure that if their child is to be absent from school for any 

unavoidable reason such as sickness they should contact the school by 9am on 

the first morning of absence. This may be done by phone or in person and the 

parent must include the reason the chid will be absent.  

 Parents may not authorise their child's absence - only the school can do this on 

the basis of the explanation provided by the parents. (Should parents fail to 

provide a satisfactory reason for their child's absence the school will record such 

absence as unauthorised.)  

 Parents should ensure that their child arrives at school in time for the start of 

registration. Registration times for pupils is 8.50am 

 Parents should avoid booking family holidays during term-time. If this is 

absolutely unavoidable they should apply in writing on a Leave of Absence 

request form available from school at least four weeks in advance of the period 

for which leave is to be requested.  

o At this time parents should advise of any extenuating circumstances they 

feel apply to their application. Leave will only be granted in exceptional 

circumstances (the only exception that the LA recognise is Service Leave), 
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however the following criteria are all at the Headteacher’s/COG’s 

discretion – each case will be considered on an individual basis:  

 Services leave  

 Family Respite 

o Family crisis (Looked after Child, Adoption, Bereavement, Severe medical 

needs)  

o Return to child’s homeland - 20 days maximum  

o Religious Events  

o Examinations or approved sporting activity  

o Family events (close family) at the discretion of the local authority or 

Headteacher  

o Urgent medical appointments (routine appointments should be made 

outside of school hours) 

 Following application for Leave of Absence, parents will be advised in writing 

whether leave has been authorised or not and whether the Local Authority will be 

notified and a Fixed Penalty Notice applied.  

 

Fixed Penalty Notices may be considered appropriate for absences of more than 

9.5 sessions (4.5 school days) lost due to unauthorised absence during the 

current term.  

 

These do not need to be consecutive. Please refer to the Neath and Port Talbot  

Code of Conduct for Educational Fixed Penalty Notices for further details. 

 

SCHOOL RESPONSIBILITIES 

 

 The school will record and monitor attendance, either manual or electronically, in 

accordance both with the statutory requirements and with the principle that 

regular, uninterrupted attendance is vital to a child's educational progress. 

 Registers will be called twice daily. Registers will close at 9.00am and 1:00pm for 

all pupils. Any child arriving after the closing of the register will be recorded as 

'late' for that session. Thirty minutes after the close of registration a late mark 

becomes an unauthorised absence.  

 Teachers will complete registers in accordance with the guidance contained in 

the staff handbook and guidance from NPTCBC. The Headteacher/Deputy 

Headteacher/Education Welfare Officer will inspect registers each week in order 

to ensure that these are being satisfactorily maintained and to ensure that any 

potential attendance difficulties are identified at an early stage.  

 A half termly attendance report will be produced and any child having under 96% 

attendance will be identified.  

 The Education Welfare Officer and Deputy Head/Safeguarding lead will assess 

these on a case by case basis and where necessary send letters to inform parents 

of attendance, or to invite parents to meet with school.  
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 Should a class teacher have particular concerns about an individual child's 

attendance or punctuality, it will be raised with Safeguarding team and/or SLT.  

 Should a child be absent, the class teacher will enter the appropriate code in the 

register. Should no explanation be received from the child's parent the School 

Office will make the first response call and endeavour to make contact with the 

parent or carer. Should this prove impossible, the absence will be coded as 

unauthorised. If the unauthorised absence continues and we fail to make contact 

with the parent or carer for more than 4 sessions, the safeguarding team will be 

alerted and will take further action.  

 All absence letters from parents will be collected by the school office and 

retained in line with school’s retention policy.  

 The Headteacher will regularly collect attendance data and will use this data 

during meetings with the Local Authority and its representatives. These meetings 

will agree on attendance thresholds and targets and will identify respective tasks 

and follow-up actions for both the school and the EWO.  

 The school will employ a number of strategies to promote regular, punctual 

attendance:  

o A dedicated Pupil Welfare Officer/Mentor who will work with families and 

individual children where attendance causes concern  

o Promotion of the importance of good attendance through the school’s 

website and newsletter   

o Termly letters to parents where attendance fails to meet percentage 

targets, i.e. drops below 95% without adequate reason  

o The school follows Neath and Port Talbot procedures for Absence 

management and holiday requests and for issuing of fines where 

applicable. 

 

COVID-19 RESTRICTIONS / CONTINGENCY PLANS  

 

In the event of a lock down / class closure due to COVID-19 restrictions, teaching and 

learning will move to our online learning platform (Flexible Learning) as per our remote 

education policy.  

 

Parents are requested to inform school by leaving a message on the school 

answerphone if their child will not be joining live lessons for any reason eg illness or 

appointments.  

 

Children are expected to log into the Hwb Platform or Teams/Zoom meetings twice 

daily to register their attendance. Teaching staff are to report to the Deputy 

Hedateacher where a child has not registered by 9.10am and again by 1.20pm The 

Deputy Headteacher will make first response calls for any children not in attendance and 

with no reason provided.  
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Where school have not heard from a child or their family for 4 sessions the Class 

Teacher/Teaching Assistant/Thrive Wellbieng team will inform the Deputy Headteacher.  

 

Daily work will be provided for the class to complete via Teams/Zoom/Hwb/J2e 

Platforms 

 

ABSENCE AND ATTENDANCE CODES ACADEMIC YEAR 2021-2022  

 

School will use the updated Addendum: recording attendance in relation to coronavirus 

(COVID-19) during the 2021-2022 academic year to record attendance.  

 

This guidance can be found at. 

 

https://gov.wales/attendance-schools-and-settings 

 

Pupils who are required to self-isolate as they have symptoms or confirmed 

COVID-19: 

 

Pupils who have symptoms of COVID-19, or have had a positive lateral flow device (LFD) 

test, should self-isolate and get a confirmatory polymerase chain reaction (PCR) test. If a 

pupil tests negative and if they feel well, they can stop self-isolating and return to 

school.  

 

If the pupil remains unwell following the test (such as with a different illness), then they 

should be recorded as code I (illness). Code X should only be used up until the time of 

the negative test result. Schools should not retrospectively change the attendance 

register due to a negative test result.  

 

If a pupil tests positive, they should continue to self-isolate in line with public health 

guidance. Code X should be used for the period of self-isolation until the test. After the 

pupil tests positive, they should be recorded as code I (illness) until they are able to 

return to school.  

 

Pupils who are a close contact of someone who has symptoms or confirmed 

COVID-19:  

 

Pupils who are a close contact of someone who has tested positive for COVID-19 do not 

need to self-isolate. They should instead get a PCR test, and should only self-isolate if 

they test positive. If they do test positive, they should be recorded as code I (illness) 

until they are able to return to school.  

 

Pupils who are required by legislation to self-isolate as part of a period of 

quarantine:  

https://gov.wales/attendance-schools-and-settings
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As usual, parents should plan their holidays within school breaks and avoid seeking 

permission to take their children out of school during term time. Families should also 

consider that their child may need to self-isolate following trips overseas that require a 

period of quarantine. If a pupil is required to be in quarantine on arrival in, or return to, 

the UK, the school should use code X in the register.  

 

Pupils who are clinically extremely vulnerable when shielding is advised:  

 

Clinically extremely vulnerable people are no longer advised to shield. All clinically 

extremely vulnerable pupils should attend their education setting unless they are one of 

the very small number of children and young people under paediatric or other specialist 

care who have been advised by their clinician or other specialist not to attend. 

 

If shielding is advised nationally or in a local area again, by DHSC, PHE or UKHSA, then 

pupils who are clinically extremely vulnerable may be advised not to attend school. 

Non-attendance in accordance with guidance from DHSC, PHE or UKHSA should be 

recorded as code X.  

 

Pupils who are self-isolating but who have not had a PCR test: In line with public health 

advice, pupils with symptoms must self-isolate and schools should strongly encourage 

pupils to take a PCR test. Where the pupil is unable to take a PCR test, the school should 

record the pupil as code X in the register.  

 

Schools should follow up with families if they are not satisfied with the reason as to why 

the pupil is not in school. Schools can request supporting evidence from the family. 

Where the school is not satisfied with the reason given for absence, they may record this 

using one of the unauthorised absence codes, in line with the school attendance: 

guidance for schools. 


