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GRINDON INFANT SCHOOL 
 

ATTENDANCE POLICY 
 

Grindon Infant School aims to maximise attendance rates in order to ensure that all 
children are able to take full advantage of the learning experiences available to them.  
 
Children  
 
All children are expected to attend school regularly and punctually. At the end of each 
week the class with the highest attendance receives the trophy.  At the end of each 
term certificates are awarded for full attendance and 96%, 97%, 98% and 99%. At the 
end of the academic year, certificates and small motivational prizes are presented to 
the children. School also has a range of internal incentives for presentation to the 
children at the end of each term. Children are also sent MarvellousMe badges for 100% 
attendance.  
 
Parents  
 
Parents are responsible for ensuring that their child attends school regularly, 
punctually, appropriately dressed and ready to learn.  
 

 If a child is prevented for any reason from attending, or is late, parents are 
requested to notify the school on the first day of absence - by telephone call, or 
in writing. (Telephone No. 01913401931). 

 School will contact parents on the first day of absence, if parents do not contact 
school. A log of absenteeism is kept. 
If school cannot contact parents by telephone, a text message will be sent. 

 A child's absence must be considered unauthorised until a satisfactory 
explanation is forthcoming from the parent.  

 Parents will be informed promptly of any concerns which may arise over a 
child's attendance.  

 Parents whose child's attendance is a cause for congratulation will be notified by 
means of a certificate presented to their child at the end of each term.  

 Parents should avoid, if at all possible, making medical/dental appointments 
for their child during school hours.  Parents are requested to present 
medical/dental cards to the school office, if appointments in school hours are 
unavoidable. 

 Parents whose first language is not English, or who have literacy problems will 
be offered appropriate support from school in matters of communication.  

 
School  
 
Staff will endeavour to encourage good attendance and punctuality through personal 
example. Attendance is the responsibility of all school staff. The school will employ a 
range of strategies (see Appendix 1) to encourage good attendance and punctuality, 
and will investigate promptly all absenteeism, liaising closely with parents. Staff will 
respond to all absenteeism firmly and consistently. It is the responsibility of the school 
to inform the attendance officer in the locality of attendance and punctuality related 
problems as soon as possible. School work with ‘Attendance 100’ who are a school 
improvement service that monitor attendance and punctuality, contact parents and 
provide advice and support.  
 
At Grindon Infant school we monitor all children’s attendance and our goal is that all 



children meet the target of 96% or above. We have a ‘Traffic Light Initiative’ which is 
intended to raise child attendance levels. If a child’s attendance is 96% or above, 
parents will receive a ‘green’ congratulatory letter. If a child’s attendance is between 
95% and 90% then parents will receive an ‘amber’ letter to let them know school are 
concerned about the attendance levels and to find a way to work in partnership to raise 
the attendance back to a satisfactory level of 96% or above. Attendance 100 monitor 
and contact the parents of any child whose attendance is 93% or below.  
 
LA attendance procedures will be followed rigorously on the occasion when a child 
does not register at school and school is unable to make contact with the parents to 
explain their whereabouts. The LA will be informed of any child who fails to attend 
school regularly, or has been absent without schools permission for a continuous period 
of 10 days or more.  
 
The LA will be informed of any child to be deleted from the school admission register 
(IAT9) and follow Missing from Education protocols. School will contact and work with 
the attendance officer advising him/her of their concerns. The Attendance Enforcement 
Team will be alerted. If the child is subject to a Child Protection Plan or school has 
particular concerns, Children’s Services Social Care will be notified in the first instance. 
In the case of LAC children, foster parents will be the immediate first point of contact. 
 
The attendance of vulnerable children such as LAC or those subject to a Child 
Protection Plan will be monitored closely in order to alert external agencies of potential 
difficulties as soon as possible and offer support to the child and their family. 
 
Should a child be dual registered and accessing ALP (Alternative Learning Providers), 
our school will ensure that there is robust communication between both provisions to 
ensure that the child is attending both settings.  
 
Registration  
 
The school bell will be rung at 8.50am and 1.10pm. Registers will be called at 9.00am 
and 1.15pm. Registers are completed by teachers on SIMS. There will be no blanks left 
on the register.   
 

 Class teachers will be responsible for sending the register to the office by 
9.00am. 

 If a child arrives after the register has been sent, the parent must take him/her 
to the School Office. If a child is consistently late, the Head Teacher will contact 
the parents.  

 
Absence will be unauthorised if:  
 

 No explanation is forthcoming (and staff have done their best to find out a 
reason).  

 The school is dissatisfied with the explanation. 

 Children who arrive late after the registers have closed at 9.30 am. 

 The child is taken shopping in school hours.  
 
School will comply with the amended DFE regulations which state that “from 1st 
September 2013 leave of absence must be requested from and agreed by the 
Head Teacher in advance of any absence. Head Teachers may not grant any 
leave of absence unless there are exceptional circumstances. “ 
 



The Local Authority can fine parents for failing to ensure that their child attends 
school. 
 
Sunderland Local Authority will be monitoring all school absences during term time 
and challenging those schools and parents who do not adhere to the new 
legislation. 

 
Absences  
 
Absences should be explained on the first day of absence. This may be via a quick 
telephone call to school.  (Telephone No. 01913401931)  
 
 
This policy should be read in conjunction with the school’s Child Protection Policy. 
 
 
Covid -19 Pandemic 
 
In March 2020 when the coronavirus (COVID-19) outbreak was increasing, the 
Government made amendments to the legislation which meant, parents would not be 
penalised or sanctioned for their child’s non-attendance at school. It is now vital for all 
children to return to school to minimise the long-term impact of the pandemic on 
children’s education, wellbeing and wider development. School Attendance will be 
compulsory from the beginning of the Autumn Term in September 2020. Attendance is 
monitored rigorously to ensure the correct children are isolating and only return when it 
is safe to do so. 
 
Children will be welcomed back into school and the usual rules on School Attendance 
will apply: 
 • It is the duty of the parent to ensure that their child attends school regularly (where 
the child is a registered child) and is of compulsory school age 
 • It is the responsibility of the school to record attendance and follow up absence.  
• The availability of the local authority to issue sanctions relating to unauthorised 
absence from school will now continue. 
 
 Who cannot attend school? 
• Children who have Covid-19 symptoms; Children who have displayed symptoms 

must stay away from school until they are well or until a negative COVID-19 test is 
received. 

• Children who live in the same household as someone who has Covid-19 symptoms; 
If a member of their household displays symptoms (or receives a positive COVID-19 
test) they should self-isolate for 14 days. Should the household member receive a 
negative test result, the child may return to school.   

• If someone in the child’s household is extremely clinically vulnerable, the school will 
discuss individual cases with parents as necessary. 

• Should a confirmed or strongly-suspected case of COVID occur in school, all staff 
and children within the associated ‘bubble’ must be sent home and told to self-
isolate for 14 days (or until a negative COVID-19 text is received). 

• Children who are shielding or self-isolating. 
• Where a child has been delayed in returning to the UK or travelling abroad and 

have been told to remain at home, they should not attend school during the period 
of quarantine. Parents are asked to discuss such circumstances with the school and 
provide documentary evidence in support of the absence; school will consider the 



circumstances of the trip abroad to inform the decision to authorise the absence or 
not. Current advice on travel corridors will be considered.  

• Where children are not able to attend school as parents are following clinical and/or 
public health advice, absence will not be penalised. 

•  All other children must attend school. Children of compulsory school age must be in 
school unless a statutory reason applies and where the absence has been 
authorised for example;  

 The child has been granted a leave of absence 

  The child is unable to attend because of sickness 

  The child is absent for a necessary religious observance and so on.  
 

We understand that some children, parents and households may be reluctant or 
anxious about returning to school. This may include children who have themselves been 
shielding previously but have been advised that this is no longer necessary, those living 
in households where someone is clinically vulnerable, or those concerned about the 
comparatively increased risk from coronavirus (COVID-19), including those from Black, 
Asian and Minority Ethnic (BAME) backgrounds or who have certain conditions. This 
may also include some children with EHCP plans. If parents of children with significant 
risk factors are concerned, these will be discussed with the School so that School can 
understand the situation and reassure parents of the measures in place to reduce the 
risk in school.  
 

Punctuality  
Groups of children (Bubbles) will be given staggered start and finish times to keep 
‘bubbles’ apart as they arrive and leave school. Staggered start and finish times will not 
reduce the amount of overall teaching time each child receives. Children must arrive on 
time and be collected on time in order to minimise disruption in line with the school’s 
Covid-19 risk management. If lateness persists, the school will discuss this with 
parents/carers and agree some support measures; if matters do not improve, the 
lateness will not be authorised and the matter may be referred to the Local Authority 
Education Welfare Service.  
 

Absence Procedures  

 Parents and Carers should notify the school as normal if their child is unable to attend 
on any given day and update the school regularly regarding any on-going absence.  

 Where a child is not regularly attending school, this will be discussed with parents to 
understand what the difficulties are and agree some supportive measures to improve 
matters as early as possible. Normal absence procedures will be followed (please refer 
to the main Attendance Policy found on the School website.  

  Where the School’s efforts do not result in an improvement in attendance or 
punctuality, and if there is no valid reason for the child to be absent, we will refer to the 
local authority Education Welfare Service for additional support, advice and statutory 
intervention.  
 
Procedures for COVID related absence.  
If a parent reports a child absence due to COVID symptoms they should stay at home, 
be advised to get a test immediately and engage with NHS test and trace process. 
Tests can be booked online through the NHS testing and tracing for coronavirus website 
or ordered by telephone via NHS 119 for those without access to the internet. 
 - Code X to be applied during the period of self-isolation. Parents must inform school 
immediately of the results of a test: 

  If a child tests negative, they should return to school immediately if they are well.  

 If the child tests positive they should follow the ‘stay at home: guidance for households 
with possible or confirmed coronavirus (COVID-19) infection’ and must continue to self 



isolate for at least 10 days from the onset of their symptoms and then return to school 
only if they do not have symptoms other than cough or loss of sense of smell/taste. 
(This is because a cough or anosmia can last for several weeks once the infection has 
gone) The 10-day period starts from the day when they first became ill. If they still have 
a high temperature, they should keep self-isolating until their temperature returns to 
normal.  
- Code X should be used for the period of self-isolation. Any siblings in the same 
household should continue self-isolating for the full 14 days. - Code X to be applied.  

 If a child tests positive but has no symptoms for COVID-19 they must self-isolate for 
10 days, starting from the day the test was taken. 

  If they develop symptoms during this isolation period, they must restart their 10-day 
isolation from the day they develop symptoms. 
 - Code X should be used for the period of self-isolation. 

 After 10 days, if the child still has a temperature they should continue to self-isolate 
and seek medical advice. The child does not need to self-isolate after 10 days if they 
only have a cough or loss of sense of smell or taste, as these symptoms can last for 
several weeks after the infection has gone.  
- Code I to be applied 
 
For all children in a ‘bubble’ who have been sent home and asked to self-isolate for 14 
days - Code X should be applied for all children who have been asked to self-isolate.  
 

Children who are required by legislation to self-isolate as part of a period of quarantine: 
As usual, parents should plan their holidays as part of school breaks. If a child is 
required to be in quarantine on arrival in, or return to, the UK; - Code X is to be applied  
 
From September, the normal rules will apply during the period of absence relating to the 
holiday dates. Please refer to the main policy for guidance regarding holidays taken 
during term time. 
 

 
Safeguarding  
If at any time the school are concerned for a child’s safety or welfare from any year 
group, School will consult with the relevant agencies and follow the Sunderland 
Safeguarding Children Partnership procedures.   
 
Remote Learning 
Children who are isolating will be sent home work to complete. The children are so very 
young so staff ensure that activities sent home are meaningful and in line with what is 
being taught in school in that week. School have signed up to a Purplemash, an online 
learning system that is already used in School, for parents to have access at home. 
Children are also sent messages through the MarvellousMe App to provide them with 
activities or messages of support. For Maths, the children receive a White Rose Maths 
unit of work which has a daily video link for parents to watch with their child and then 
accompanying work to complete. For English, children are sent home activities linked to 
Talk for Writing, phonics and spelling or if the whole class are isolating then they are 
sent a unit of work which has been provided by the LA in connection with the National 
Academy again with videos and work to complete. Children will also receive work 
related activities for foundation subjects too.   
 
 
Ratified by the Governors on:  December 2020 
 
Review date:    November 2021 



Appendix 1 
Strategies for promoting good attendance  

 

 Grindon Infant School will offer an environment in which children feel safe and 
welcomed. The school's ethos must demonstrate that children feel their 
presence in school is important, and they will be missed when they are absent 
or late.  

 A varied and flexible curriculum will be offered to all children and individual 
needs will be catered for.  

 Attendance data will be regularly collected and analysed in order to help identify 
patterns. 

 Persistent absentees’ attendance is monitored weekly by the School Office and 
Head Teacher. 

 Head Teacher and the Attendance 100 Officer will meet with parents of 
persistent absentees or those parents of children who are at risk of becoming a 
persistent absentee. 

 Good attendance will be praised appropriately. A trophy is awarded weekly to 
the class with the highest attendance that week.   

 Parents will be reminded regularly (via newsletters, parents' evenings etc) of 
the importance of good attendance.  

 Children who are absent through sickness for any extended period of time, will 
(when appropriate) have work sent home to them and will be integrated back 
into school upon their return.  

 The Head Teacher will make a termly report to Governors on attendance 
matters.  

 The Head Teacher will have regular meetings with the School Attendance 
Officer in order to identify and support those children and parents who are 
experiencing attendance related difficulties.  

 School will adopt and implement the Local Authority non attendance 
procedures in consultation with the School Attendance Officer. 

 Visits will be made to our feeder junior school in order to ensure a smooth 
transition.  

 Teachers will be available after school to discuss any difficulties.  
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