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Mission Statement 
 
Poulton-le-Sands school was founded by Francis Bowes in 1745 
upon the practice and tradition of the Church of England. 
 
Building on Christian values and in partnership with parents, 
governors, trustees and the Church we will meet the changing 
needs of our community. We will help our children to grow in all 
areas of development within a happy, secure and stimulating 
environment encouraging an active faith in God. 
 
 

Promoting Regular Attendance 
 

Poulton-le-Sands C.E. Primary School seeks to ensure that all its pupils 

receive a full-time education which maximises opportunities for each pupil 

to realise his/her true potential. 

 

The school strives to provide a welcoming, caring environment whereby 

each member of the school community feels wanted and secure. 

 

All school staff work with pupils and their families to ensure each pupil 

attends school regularly and punctually. 

 

The school has established an effective system of incentives and rewards 

that acknowledges the efforts of pupils to improve their attendance and 

timekeeping and will challenge the behaviour of those pupils and parents 

who give low priority to attendance and punctuality. 

 

To meet these objectives Poulton-le-Sands school has established an 

effective and efficient system of communication with pupils, parents and 

appropriate agencies to provide mutual information, advice and support. 

 

 

 

 



Why Regular Attendance is so Important 

Any absence affects the pattern of a child’s schooling and regular 

absence will seriously affect their learning. Any pupil’s absence disrupts 

teaching routines so may affect the learning of others in the same class. 

Ensuring your child’s regular attendance at school is your legal 

responsibility and permitting absence from school without a good reason 

creates an offence in law and may result in prosecution. 

 

Aims 
1. To continue to improve the 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 have 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 have a systematic approach to gathering and analysing 

attendance related data. 

 

6. To further develop positive and consistent communication between 

home and school. 

 

7. To implement and maintain a system of rewards and sanctions. 

 

8. To promote effective partnerships with other services and 

agencies. 

 

9. To recognise the needs of the individual pupil when planning 

reintegration following significant periods of absence. 

 

 

 

 

 

 



 To improve overall attendance we will: 

 Apply whole school Attendance Policy consistently. 

 Establish and maintain a high profile for attendance and 

punctuality. 

 Relate attendance issues directly to the school’s values, ethos and 

curriculum. 

 Monitor progress in attendance against measurable outcomes. 

 

 To make attendance and punctuality a priority for all we will: 

 Use staff/school handbook prospectus /DfE literature. 

 Produce annual reports to parents. 

 Produce newsletters 

 Hold induction evening for Reception intake parents. 

 Provide Inset training for staff. 

 Display materials at focal points – entrance hall. 

 Operate award systems including: Gold Silver and Bronze medals, 

certificates, ‘One Day Wonder’ parties and limo rides. 

 

We have a framework which defines agreed roles and responsibilities 

to: 

 Maintain unambiguous procedures for statutory registration. 

 Clerical staff to make phone contact on first day of absence. 

 Ensure clearly defined late registration procedures. 

 Respond swiftly to lateness. 

 Have clear procedures prior to referral to the Schools Attendance 

Service (SAS). 

 Review attendance half termly. 

 Be familiar with the SAS referral and recording system. 

 

To provide support, advice and guidance to parents we will: 

 Highlight attendance in PSHCE and Circle Time. 

 Publicise support offered by school. 

 Seek improved communication with parents. 

 Provide accurate up to date contact information for parents. 

 Involve parents at the earliest stage.  

 

 

 

 

 

 



We have a systematic approach to gathering and analysing data. 

 Standardised recording of authorised/unauthorised absence(to be 

decided as soon as possible after receiving information, two weeks 

to be the deadline for an explanation of absence)  educational 

activity and presence. 

 Be consistent in the collection and provision of information. 

 Information of their own child/children’s attendance is available to 

parents. 

 Information on individual children is available to SAS. 

 Overall information on attendance is available to Governors. 

 Identify patterns of irregular attendance and lateness. Attendance 

Leader reviews registers weekly. 

 Half-termly attendance reports: children below 95% are sent a 

polite attendance warning letter. Children below 90%, without good 

reason are sent a more serious letter and invited to attend an 

attendance meeting. 

 

To further develop positive and consistent communication between 

home and school we will: 

 Initiate first day absence contact. 

 Make use of standard letters regarding lateness and absence. For 

lateness four times or more in a two week period triggers first 

letter. 

 Promote expectation of absence letters/phone calls from parents. 

 Explore the range of opportunities for parental partnerships. 

 Provide information in a user friendly way. 

 Encourage all parents into school. 

 Teachers to be directed to speak to parents with regards to 

attendance issues. 

 

To operate a system of rewards and sanctions 

 The class with the highest attendance for each half term wins £20 

to spend as they choose. 

 The class with the highest punctuality wins a pot of sweets to 

share. 

 Children with 100% attendance for a whole term are invited to a 

VIP lunch. 

 Children with 100% attendance for a whole academic year are 

rewarded in our Leavers’ service. 

 Actively promote attendance and associated rewards and effective 

sanctions. 



 Ensure fair and consistent implementation. 

 Take action that accords with objectives agreed between school 

and others e.g. SAS, parent, Short Stay Schools and other Support 

Services. 

 

To promote effective partnerships with other services and agencies 

we will: 

 Headteacher and Attendance Leader to liaise with PAST and other 

agencies. 

 Carry out initial enquiries/ intervention prior to referral. 

 Gather and record relevant information to assist completion of 

CAF.  

 Refer to PAST when attendance drops below 85%. Following 

guidelines on referral. 

 Arrange multi-agency liaison meetings as appropriate. 

 Keep a named list of community contacts kept in Head’s office. 

 Encourage active involvement of other agencies in the life of the 

school. 

 Develop understanding of agency constraints and operating 

environments. 

If difficulties cannot be sorted out using in-school strategies the school 

may refer the child to PAST.  They will try to resolve the situation by 

agreement but, if other ways of trying to improve the child’s attendance 

have failed, and unauthorised absences persist the case may be referred 

to the Court Officers, who can use sanctions such as Penalty Notices or 

prosecutions in the Magistrates Court. 

 

Leave in Term Time 

Taking a child out of school in term time will affect their schooling as 

much as any other absence and we expect parents to help us by not 

taking children away in school time. 

Remember that any savings you think you may make by taking a holiday in 

school time are offset by the cost to your child’s education.  

There is no automatic entitlement in law to take leave during school 

time. 

 

All applications for leave must be made, in advance, by the parent of 

residence using the 'Request for leave of absence' form from the school 

office.  Requests will only be authorised if the circumstances 

surrounding the request are considered to be exceptional. 

 



It is important that you understand that leave in term time will not be 

agreed by us at any time unless circumstances surrounding the request 

can be evidenced, by parents, to be exceptional e.g. 

 

Funeral of a close family member e.g. parent, grandparent, 

sibling, aunt, uncle or other main carer. Additional time 

required for travelling will be considered. 

 

Wedding of close family member e.g. parent, grandparent, 

sibling, aunt, uncle or other main carer. Additional time 

required for travelling will be considered. 

 

Visiting a close family member who is critically ill e.g. to 

accommodate hospital visiting times and/or travelling long 

distance. 

 
 

If you feel your request falls outside the above examples, but is still 

exceptional please make an appointment to discuss the matter with the 

headteacher. 
 

In considering the request we will also look at various factors such as:  

 The timing of the request:  
 

When a pupil is just starting the school, absences should be avoided 

as this is a very important transition period as your child needs to 

settle into their new environment as quickly as possible. 

 

Pupils should not be absent where possible both immediately before 

and during assessment periods e.g. SATs. 

 

 When a pupil’s attendance record already includes any level of 

unauthorised absence. 

 

 Where a pupil’s attendance rate is already below 85% or will fall to or 

below that level as a result of taking leave. 

 

 other periods of leave which the pupil may have had, either during 

the current or previous academic year 

 



Any period of leave taken without the agreement of the school, or in 

excess of that agreed, will be classed as unauthorised and may attract 

sanctions such as a Penalty Notice.  

 

In certain circumstances, parents risk losing their child's place on the 

school roll if the pupil does not return to school on the agreed return 

date.  Readmission cannot be guaranteed.   

 

The specific circumstances which outline when a pupil can be removed 

from roll are laid out in Regulation 8 (1) (f) (i-iii) of The Education (Pupil 

Registration) (England) Regulations 2006 (Amended 2010 and 2013) 

 

The school will authorise one day 'leave' (i.e. the day set aside by the 

Religious Body of which the parent is a member) per religious festival, 

e.g. Eid, but no more than 3 days in any one academic year.  Parents must 

request this leave in advance. 

 

Persistent Absenteeism (PA): 

A pupil becomes a ‘persistent absentee’ when they miss 15% or more of 

their schooling across the school year for whatever reason. Absence at 

this level is doing considerable damage to any child’s educational 

prospects and we need parent’s fullest support and co-operation to 

tackle this. 

 

We monitor all absence thoroughly, therefore any pupil whose 

attendance indicates they are likely to reach the PA threshold will be 

given priority consideration, and parents will be informed immediately. 

 

PA pupils are tracked and monitored carefully by the Attendance 

Leader.  

 

To recognise the needs of individual pupils when planning reintegration 

we will: 

 Be sensitive to the individual needs and circumstances of returning 

pupils. 

 Involve and inform all staff of reintegration process. 

 Provide opportunities for feedback. 

 Consider peer support. 

 Involve parents as far as possible. 

 Agree timescale for review of reintegration plan. 

 Include PAST, parents and pupil in reintegration plan. 



 

Fixed Penalty Notice 

The school reserves the right to impose a Fixed Penalty Notice for 

children who are persistently absent without good reason. This will result 

in parents receiving a fine with 21 days to pay and this will increase if not 

paid within the given timescale. 

 

Children Missing Education 

Where a child or family fail to attends school without reason school will 

make every attempt to make contact with the family through telephone 

call, letter and home visit. Where there is no response school will refer to 

Children Missing Education after 20 days or earlier where the school has 

concerns for the children’s welfare. 

 

School Targets 

The minimum level of attendance for this school is 96.5.% attendance 

and we will keep you updated regularly about progress to this level and 

how your child’s attendance compares. 

Our target is to achieve better than this however because we know that 

good attendance is the key to successful schooling. 

 

Summary 

The school has a legal duty to publish its absence figures to parents and 

to promote attendance. Equally, parents have a duty to make sure that 

their children attend. 

All school staff are committed to working with parents and pupils, as 

this is the best way to ensure as high a level of attendance as possible. 
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