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Honington CEVCP School 

Vision and Ethos: 

Policy and Procedures Strategy 

 

Our vision is underpinned by two key phrases:  

‘Aspiration for All’ and ‘Live life in all its fullness’ (John 10:10) 

At Honington CEVCP School we are committed to our ethos as a warm, welcoming, 

nurturing school where we recognise and develop the unique gifts and personal 

qualities of all. 

We offer a Christian approach to learning which is underpinned by our motto, 

‘Aspiration for All,’ and, from the Bible, ‘Live life in all its fullness.’ (John 10:10) 

We aim to provide an excellent education for everyone, so that all pupils will flourish 

in childhood and on into adolescence and adulthood. 

We aim to equip all members of our school community with the knowledge, skills, 

personal resilience, creativity, emotional intelligence and social skills that give them 

every opportunity to experience lifelong success and happiness. 

We believe it is important that we devise and approve Policy and Procedure 

documents with these key aims at the forefront of our minds. Therefore, all such 

documents will be prefaced by this statement.  
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SECTION 1 - Introduction:  

 
1.1 Honington CEVCP School is committed to providing an education of the highest quality 

for all its pupils and recognises this can only be achieved by supporting and promoting 

excellent school attendance for all.  

 

Recent research shows excellent attendance is essential for pupils to get the most out of 

their school experience, including their attainment, wellbeing, and wider life chances. Pupils 

with the highest attainment at the end of year 6 and year 11 have higher rates of 

attendance throughout their respective key stages compared to those with the lowest 

attainment.  

 

This demonstrates that only by attending school regularly and punctually will children and 

young people be able to take full advantage of the educational opportunities available to 

them. High attainment depends on excellent attendance. 

 

This policy has been drawn up after consultation with the wider school community and is 

based on the Department for Education guidance ‘Working Together to Improve School 

Attendance' published in May 2022. 

 

1.2 The Law on school Attendance: 

The law entitles every child of compulsory school age to an efficient, full-time education 

suitable to their age, aptitude, and any special educational need they may have. It is the 

legal responsibility of every parent to make sure their child receives that education. 

 

Where parents decide to have their child registered at school, they have an additional legal 

duty to ensure their child attends that school regularly. This means their child must attend 

every day that the school is open, except in a small number of allowable circumstances such 

as being too ill to attend or being given permission for an absence in advance from the 

school. 

 

SECTION 2 - Roles and Responsibilities: 

 

2.1 School Roles and Responsibilities: 

All staff at Honington CEVCP School have a key role to play in supporting and promoting 

excellent school attendance and will work to provide an environment in which all our pupils 

are eager to learn, feel valued members of the school community and look forward to 

coming to school every day. Staff also have a responsibility to set a good example in matters 

relating to their own attendance and punctuality. 

 

Honington CEVCP School will: 

- Consistently promote the benefits of good attendance; 

- Set high expectations for every pupil; 

- Communicate those expectations clearly and consistently to pupils and parents; 

- Build strong relationships with families by listening to their barriers to attendance and 

working with families to remove them; 

- Systematically analyse data to identify patterns to target improvement efforts; 
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- Work effectively with the local authority and other local partners to overcome barriers 

to attendance;  

- Visibly demonstrate the benefits of good attendance throughout school life. 

 

2.2 Parents’ / carers’ responsibilities:   

It is the legal responsibility of every parent to make sure their child receives their entitlement 

to full time education. 

 

Honington CEVCP School expects parents / carers will:  

- Ensure their children attend the school regularly and punctually. (See 3.3);  

- Support their children’s attendance by keeping requests for absence to a minimum;  

- Avoid making medical/dental appointments for their children in school hours. (See 

3.6);  

- Notify the school by telephone of all absences (See 3.4) 

- Ensure their children arrive at school on time, properly dressed and with the right 

equipment for the day;  

- Ensure that their child follows school procedures if they arrive late;  

- Work in partnership with the school to support their children's attendance and 

positively engage with support offered; 

- Contact the class teacher without delay if they are concerned about any aspects of 

their children’s school lives or of difficulties that might prevent them from attending 

regularly and on time.  

 

 

2.3 Pupil Responsibilities: 

All pupils will be made aware of the importance of regular school attendance. If  they are 

having difficulties that might prevent them from attending school regularly, they should speak 

to their class teacher.  

 

Pupils should attend all their lessons on time and ready to learn. 

 

 

2.4 Governors’ responsibilities:  

The governing body of Honington CEVCP School will: 

- Recognise the importance of school attendance and promote it across the school’s 

ethos and policies; 

- Regularly review attendance data, discuss, and challenge trends, to help school 

leaders focus improvement efforts on those who need it most; 

- consider the school's attendance data in comparison to other schools and expect it to 

be in the top 40% of similar schools as shown on the Ofsted Data Dashboard; 

- Ensure school staff receive adequate training on attendance. 

 

SECTION 3 - The Schools Day to Day Processes and Expectation 

for Managing Attendance (including lateness): 
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3.1 The school day: 

 

- Gates open for school at 8.40am. Children can be dropped off at the gate from this 

time. 

 

- School starts with registration at 8.50am 

 

- The afternoon register is taken at 1.00 pm after lunch for Reception – Yr 4 and afternoon 

register is taken for Years 5 & 6 at 1.30 pm  

 

- The end of the school day is at 3.15pm 

 

3.2 Registration: 

The school is required to mark the attendance register twice each day; once at the start of 

the day and once at the start of the afternoon session. Class teachers are responsible for 

completing the attendance registers using the prescribed codes (Appendix 1) 

 

The morning register is taken at 8.50 am will close at 9.00 am in classroom and 9.05 am in 

the school office.   

 

Because of staggered lunchtimes, the afternoon register is taken at 1.00 pm for Reception to 

Year 4 and closes in the classroom at 1.05 pm and 1.10 pm in the school office.  For Years 5 

& 6 the afternoon register is taken at 1.30 pm and closes in the classroom at 1.35 pm and 

1.40 pm in the school office.      

 

Any pupil who arrives after the closing of the register in the classroom but before it closes in 

the office will be marked as late (code L). Any pupil arriving after this time will count as 

Unauthorised late (code U). 

 

3.3 Lateness and Punctuality: 

Pupils are expected to arrive at school, and be in the correct room for registration, on time 

every day.  It is very disruptive to their own education and that of others in their class, if they 

are late.  Pupils who arrive after the register closes in the office will be marked absent for the 

whole session (a session being a morning or an afternoon).  This absence will be 

unauthorised unless the school is satisfied that there is a legitimate reason for the pupil to be 

late.  Such a reason will not include things such as missing the bus, clothes in the washing 

machine or lost shoes.  

If there are persistent incidents of lateness the school will work with the parents to address 

and overcome these issues. However if the issue is not resolved quickly it could lead to a 

Fixed Penalty Notice being issued. 

 

 

 

 

3.4 Absence Reporting: 

It is the parents responsibility to contact the school when their child is absent to explain the 
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reason they will not be attending school. Parents should report unexpected absences to the 

school office by phoning 01359 269324 by 9.00am. Alternatively they can send a dojo 

message to Mrs Diver or Mrs Bedford in the office, again before 9.00am. 

 

Honington CEVCP School has a process in place to contact parents on every day of 

absence where a reason has not been provided. In addition, Honington CEVCP School will 

identify any absences that are not explained and contact parents to understand why and 

when the pupil will return.  

 

Where an absence has been recorded as unexplained in the register, the correct code 

should be inputted as soon as possible, but no later than 5 working days after the missed 

session. 

 

If unauthorised absence occurs persistently and limited improvements are made, despite 

intervention and support this could lead to a Fixed Penalty Notice and referrals to other 

agencies. (Section 4) 

 

 

 

3.5 Process for Requesting Leave of Absence: 

As stated in section 1 Honington CEVCP School promotes excellent school attendance for 

all, therefore only in exceptional circumstances will a leave of absence be granted.  

 

To request a leave of absence please fully complete the ‘Leave of Absence' form available 

from the school office. 

 

Upon receiving a completed leave of absence form the headteacher will consider each 

application individually taking into account the specific facts and circumstances and relevant 

background context behind the request. 

 

Parents will receive a response in writing to indicate if the leave has been granted. Where 

leave is granted it is up to the headteacher to determine the length of time the pupil can be 

away from school. 

 

As headteachers can only grant leaves of absence in exceptional circumstances it is highly 

unlikely a leave of absence will be granted for the purposes of a family holiday. 

 

Circumstances where absences may be authorised are exceptional (that is, rare, significant, 

unavoidable and short). They may (but will not always) include: 

(a) where the school is satisfied that the child is too ill to attend; 

(b) where the pupil has a medical appointment that cannot be arranged out of 

school hours. Pupils are expected to attend school before and after the 

appointment unless medical reasons prevent this; 

(c) where there is an unavoidable cause for the absence which is beyond the 

family’s control, e.g. extreme weather conditions that prevent the child from 

getting to school safely; 

(d) absence for a bereavement of a close family member, for the funeral service, 

but not for extended leave; 



 

September 2023 

(e) where families have experienced a significant trauma or crisis and need a 

short period of time to recover together; 

(f) where a leave of absence has been granted by the school in advance. 

Exceptional circumstances where this may be authorised, having due regard 

for the pupil's overall pattern of attendance, include: 

 a pupil is to participate in an approved performance or sporting event; 

 a pupil is involved in an exceptional special occasion that could not have been arranged 

in the holiday period; 

 absence for important days of religious observance by the religious body to which the 

pupil or pupil's parent belongs. If the religious observance requires travel, this may be 

considered, but extended leave will not be authorised. This would be for one-off 

occasions and not for regular or recurring events. 

 where a parent in the armed services is returning from a long operational tour that has 

prevented contact during term time. 

 

Parents should not take their child out of school for a holiday during term time. The 

headteacher will not allow holidays in term time unless there are exceptional circumstances 

surrounding the situation and an application has been made in advance. When an 

application is made for a holiday via the "Leave of Absence Request Form", it will be 

considered by the Headteacher and will only be authorised in rare, exceptional cases. 

 

i) Except in the circumstances described above, absences will be unauthorised. 

Some examples of reasons for not authorising absence would be: 

 no explanation has been given by the parent; 

 the school is not satisfied with the explanation; 

 the pupil is staying at home to mind the house; 

 the pupil is shopping during school hours; 

 the pupil is absent for unexceptional reasons, e.g. a birthday; 

 the pupil is absent for a family event that could have been arranged in the 

school holiday; 

 the pupil is absent from school on a family holiday without prior 

permission; 

 the pupil has been stopped during a truancy sweep and is unable (or the 

parent is unable) to give a satisfactory reason for the absence.  

 

The school will refer cases of unauthorised absence after 8 sessions (4 days) or more within 

a 12 week period to the Education Welfare Officer. The local authority has the power to 

issue penalty notices and fines to parents when a pupil's absence has not been authorised 

by the school. 

 

The school will not authorise a leave of absence during periods of national tests e.g KS2 

SATS. 

 

If parents decide to not bring their child to school following a leave of absence being 

rejected, this absence will be marked as unauthorised and could lead to a Fixed Penalty 

Notice. (Section 4)  

 



 

September 2023 

3.6 Medical Appointments: 

All medical appointments should be made outside of school hours. This includes dentists, 

opticians and doctor appointments. On the rare occasion where this is not possible, for 

example a child needs to attend a specialist centre at a given time, parents must notify the 

school and, ideally, show the relevant appointment letter / card. 

When a pupil has a medical appointment, the child should only be out of school for the 

minimum amount of time necessary for the appointment. They should be brought back to 

school as soon as possible. 

 

 

3.7 Strategic lead for attendance: 

Honington CEVCP School takes attendance in school very seriously. The strategic lead 

(attendance Lead) for attendance is: 

 

Lauren Moore - Headteacher 

 

The attendance lead will oversee, direct and co-ordinate the school’s work in promoting 

regular and improved attendance and will ensure the Attendance Policy is consistently 

applied throughout the school. In addition they will ensure that up-to-date attendance data 

and issues are shared with the staff, pupils, parents and Governors. 

 

Other staff who have a specific role in supporting families to identify and overcome any 

attendance issues at an early stage are: 

Donna Sparkes – SENDCo / Assistant Head 

Caroline Reeve – Assistant SENDCo 

 

 

3.7 Attendance Data: 

Through accurate data collect and robust data analysis the school will be in a strong place to 

identify concerns and drive forward effective improvements in attendance. 

 

Honington CEVCP School will monitor the attendance data collect to: 

- Identify emerging patterns of absence at the earliest stage; 

- Regularly inform parents about their child’s attendance and absence levels;  

- Use attendance data to inform staff and governors about any challenges and 

improvements to attendance; 

- Where attendance falls below 90% (25 days in a school year) attendance will be 

identified as ‘high risk’ and parents may be invited to a meeting to discuss reasons 

for absence. A plan may be put in place to support the family and resolve the 

attendance issues;  

- Identify pupils who need support from wider partners. Referrals to the necessary 

agencies will be made as quickly as possible; 

- Make the necessary statutory data returns to the local authority; 

- Support pupils back into school following a lengthy or unavoidable period of absence 

and provide support to build confidence and bridge gaps; 

- Promote good attendance. 
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3.8 Honington CEVCP School’s strategy for reducing persistent and severe absence: 

 Support from Pastoral staff (Learning Mentor) and Early Help Offer 

 Recognition of class good attendance in Spotlight Assemblies 

 Support from classroom staff 

 Support of Local Authority Education Welfare Officer 

 SEND support or referrals if required 

 

 

SECTION 4 - Fixed Penalty Notices: 
 

4.1 To promote good attendance at school, Fixed Penalty Notices (FPNs) will be used in line 

with Suffolk County Councils Code of Conduct. The Working Together to Improve School 

Attendance document outlines that FPNs are used by schools where parents have failed to 

ensure that their child of compulsory school age regularly attends the school that they are 

registered in. 

 

The Education Attendance Service aim to support schools/ Academies and parents/carers to 

improve pupil attendance and Suffolk County Council will issue a Penalty Notice once a 

referral from a school has been received when: 

 

- Unauthorised absence has occurred from school and limited improvements have 

been made despite intervention and support. This can include being persistently late;  

 

- One off instances of irregular attendance where a leave has been taken during term 

time without the permission of the school. This includes family holidays during term 

time and includes when these have been requested but not authorised by the school. 

If an unauthorised absence occurs for more than 4 consecutive days, a fixed penalty 

notice referral may be completed and a fine issued; 

 

- Where parents are stopped during a truancy sweep and the absence is not 

authorised by the school;  

 

- Where a parent allows their child to be present in a public space during school hours 

without reasonable justification during the first 5 days of a fixed period or permanent 

exclusion; 

 

The law says that if children of compulsory school age are absent from school without good 

reason they are committing an offence and their parents or carers may be prosecuted in the 

Magistrate's Court. 

 

4.2 Payment of a Fixed Penalty Notice:  

A fixed penalty notice will be issued to each parent or carer for each child. 

 

The penalty is £60 if paid within 21 days of receipt, rising to £120 if paid between day 21 and 

28. The payment must be paid directly to the Local Authority regardless of who issued the 

penalty notice.  
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If the penalty is not paid by the end of the 28 days, the local authority must decide either to 

prosecute for the original offence to which the notice applies or withdraw the notice. 

  

There is no right to appeal against a fixed penalty notice. 

 

Contact should be made with the school if you wish to discuss a fixed penalty notice you 

have received.  

 

 

Appendix 1 – Attendance Codes for Absence 

Authorised Absence Codes 

Code What the code stands for Additional information  

Code I Illness Not medical or dental appointment 

Code C Authorised Leave (not holiday) Agreed in advance through the leave of 
absence process 

Code H Authorised Holiday Agreed in advance through the leave of 
absence process 

Code L Late Before register closes 

Code E Exclusion  

Code M Medical Appointment  

Code R Religious Observance  

Code T Traveller absence   

 

Unauthorised Absence Codes 

Code What the code stands for Additional information  

Code U Unauthorised Late After register closes 

Code G Unauthorised Holiday Denied in advance through the leave of 
absence process (or when not informed) 

Code N No reason given at the time of 
absence 

No more than 5 working days and then 
converted to Code O 

Code O no reason established  

 

Attending Approved Educational Activities 

Code What the code stands for Additional information  

Code D Dual Registered at Another 
School 

 

Code B Offsite educational activity Y6 taster days at secondary school (as part 
of transition) 
School to contact to check pupils have 
arrived. If not, then usual absence processes 
follow 

Code J Interview with prospective 
employers 

To enable Y5/6 pupils to visit a secondary 
school 
To enable other pupils to visit schools for a 
tour to support transfer to new school 
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Code P Supervised Sporting Activity  For pupils taking part in national sports 
activities 
Page 63 

Code V Educational visit or trip School organised trips and visits (including 
residential) 

 

Unable to attend due to exceptional circumstances 

Code Y Unable to attend due to 
exceptional circumstances 

School site is closed e.g. snow day 
Transport provided is not available 
Widespread disruption to travel 
Pupil in custody 

 

Administering Codes 

Code X Non-compulsory school age not 
required to be in school  

Agreed part time school placement for 4 
year olds. 

Code Z Prospective pupil not an 
admission register 

To enable schools to set up pupils before 
they arrive in September 

Code # Planned whole or partial school 
closure 

Half terms 
Bank holidays 
PD Days 
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Appendix 2 – How Schools Will Work With Families 

 

(Working together to improve school attendance, May 22) 

 

 


