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At Kingsway School attendance is given a high profile and monitored regularly.  We work 
closely with parents, carers and our children to help them to recognise the importance of 
regular attendance and the importance of arriving on time for the start of the school day. 
We track and monitor attendance weekly. 
 
To increase levels of attendance 
To continue to improve punctuality 
 
 
The school day at Kingsway is:  8.55am – 3.30pm. 
 

 We expect pupils to arrive on time at school, but no earlier than 8.40am. 

 We are happy to discuss any problems parents/carers may experience and 
consider alternative arrangements to be made with regard to punctuality and 
attendance. 

 Pupils who are late are expected to enter through the main entrance and report to 
the School Office. This is recorded as late in the register. 

 If a child is absent, parents are expected to telephone the School Office and keep 
school informed during the period of absence. 

 School Office staff make first day telephone calls to parents/carers if we are not 
informed of a child’s absence. 

 If we are concerned about unexplained absence, poor attendance or non-contact 
with parents/carers: 

• A member of the School Office staff will speak informally to the parent/carer. 

• The Headteacher contacts the parent/carer to speak to them by telephone or 
by appointment. 

• If as a result matters do not improve, a letter is sent.  

• A referral is made to Early Help. 
 

 If we have concerns regarding children arriving late, we will organise some focus 
groups to help the children understand the importance of being at school on time. 

 If children arrive late, the accompanying adult needs to explain the reason for the 
late mark to the office staff. If it is a child who is not accompanied to school we will 
ask them the reason and if it doesn’t improve, we will contact the parents. 
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Term time holiday   Amendments to the 2006 regulations remove references to 
                                   family holidays and extended leave, as well as the statutory 
                                   threshold of ten school days. The amendments make clear 
                                   that Headteachers may not grant any leave of absence during 
                                   term time unless there are exceptional circumstances. 
 
 
 
 
 

                                                Celebrating Attendance 

 

We celebrate good attendance with: 

 Certificates for individual pupils achieving 100% 

 Letters to parents/carers celebrating their child’s 100% attendance. 

 Weekly attendance stickers for each child with 100% which go onto the class chart 

for something out of the prize box for every 6 stickers. 

 Attendance Champions Trophy for weekly class attendance winner 

 Rockets attendance display in the hall showing attendance for each class. 

 Chart showing weekly class winners 

 Celebrate 100% attendance weekly with a certificate, a special event for the class 

i.e. in discussion with the Class Teacher the children choose three special treats 

and this is finalised by the Headteacher e.g. sports / craft afternoon etc 

 End of year individual rewards for 96% and above attendance. 

 

Parents/Carers of children attending Reception are made aware of our expectations 
regarding attendance at a meeting prior to their child starting school. 

 
 

                                           Attendance Procedures 

 

The Procedures 

 

 The morning bell sounds at 8.55 a.m. There is the opportunity for children to come ont 
the playground from 8.45am ready for the start of the day. 

 Teachers call the register at 9.00a.m. 

 Registers are then returned promptly to the office. 

 Office staff check the class registers every morning. 

 On the first day of absence, all parents/carers are telephoned to ascertain the reason 
for absence unless the parent/carer has already informed school. 

 Absences are authorised where appropriate. 

 Class Teachers’ monitor attendance and alert the School Office/ Attendance lead if 
they have any concerns. 

 Every Friday, the attendance details are entered into the computer.  
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 We record latecomers who arrive after the register has been taken for monitoring 
purposes.  

 If any child is regularly late a letter is sent home. 

 The Headteacher / attendance lead maintains weekly monitoring and review of 
attendance which is shared in a weekly assembly 

 The Headteacher / attendance lead regularly reports to the Governing Body regarding 
attendance comparing against Nation figures. 

 The Headteacher sets targets for attendance. 
 

 
Attendance Management Procedures 
 

Attendance is tracked regularly and where there is cause for concern, due to significant 
absence or a pattern identified, school; will follow the attendance management procedures 
outlined below; 
 
Stage 1 
You will be sent a letter to alert you to the attendance issue and the impact on your child’s 
learning and progress if your child’s attendance is at 94% or below. We will track 
attendance half termly to identify if there has been any improvement. 
 
Stage 2 
If your child’s attendance has not shown improvement you will be invited to a meeting in 
order to discuss the absences, any relating issues and to put in place any support 
required. 
 
Stage 3 
If your child’s attendance has still not improved significantly you will be invited to a further 
meeting during which involvement of other agencies may be required.  

*Attendance will continue to be monitored to ensure any improvements 
are sustained. 

 

Please see the link below for more information from Nottinghamshire County 
Council 

http://www.nottinghamshire.gov.uk/education/school-discipline-and-exclusions/attendance-
absence-truancy 
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