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ATTENDANCE POLICY

At Blue Sky Federation we firmly believe that children can only make the most of their 
educational opportunities if they attend school regularly and punctually.  

It is the legal responsibility of every parent to ensure that their school-aged child (i.e. past 5 
years old) attends regularly at the school where he/she is registered.  Norfolk County Council 
has the right to start legal proceedings against parents who fail in this duty.  

Punctuality is important in helping children to learn good time keeping and in reducing 
classroom disruption.  If a child arrives after registration (i.e. after 9.15 a.m.) without an 
acceptable explanation or note then we are required to mark them as “unauthorised 
absences” on the register.  

When a child is absent from school parents should telephone the school at the start of the day, 
visit in person or send in a note to explain the circumstances of that absence.  A failure to do so 
would again result in that child being marked as an “unauthorised absence” on the register -
shown by a circle with the correct letter to denote the type of absence. Where possible, any 
unexplained absence will be followed up by office staff with a telephone call that morning.

Absences for the following reasons would be “authorised” by the school:  sickness, days of 
religious observance, exceptional family circumstances (e.g. bereavement), unavoidable 
medical or dental appointments (although we would prefer these to be taken after school 
hours or during the holidays), and visits to other educational establishments (e.g. secondary 
transfer visit day / off site school activities).  

The following types of absence would not be authorised by the school and would thus result in 
the pupil being marked in as an “unauthorised absence”: birthday treats, day trips, shopping 
during school hours, looking after brothers / sisters / sick parents.  Holidays taken during term 
time will be recorded as unauthorised.

The Attendance and Enforcement Officer visits our schools regularly to check the class 
registers.  Teachers are then able to draw attention to any patterns of absence or other 
irregularities.  These matters, when they arise, are discussed internally and a visit made by the 
Officer to the parents of the child concerned if this is felt appropriate.  In some cases further 
action including fines and court proceedings may be enforced.

The Head teacher monitors attendance regularly and shares attendance data with the whole 
school during assembly once a week.  Attendance data is also shared with governors through 
the Head teacher’s report.

Late children MUST come into school through the main entrance where a verbal explanation is 
required of them; this encourages children to improve their punctuality.
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