
Sir John Colfox Academy 
Our Attendance Policy 2019/20 

What is an attendance policy? 

 

What is considered to be 'good' attendance? 

What is an acceptable absence? 

 

                                       Penalty Notices 

 

 



Staff and parents will work together to ensure good attendance. 

Parents will: 

Ensure that their child arrives at school on time by 8.45am 

Ensure any child arriving after the start of school accesses school via 

the main entrance 

Contact the school on each day of absence before 9.30 am  

Contact the school in advance if their child will be absent for any 

reason (e.g. hospital appointment) – please note that it is expected 

that most appointments will occur outside school hours 

  

School will: 

Take registration each morning and afternoon (two sessions per day) 

Consistently record reasons for absence and indicate if absence is 

authorised or not 

Record an attendance as ‘late’ after 8.45am; (arrival after 9.05am is 

deemed ‘late after register closes’ and is classified as an absence for 

the morning session) 

Contact parents / carers on the day of any absence if no reason is 

given by 9.30 am 

Contact parent / carer if attendance becomes a concern (below 

95%) and invite parent / carer to school to discuss ways that 

attendance can be supported and improved 

Ensure that parents are aware if their child’s attendance has the 

potential to become a concern by informing them if it falls below 

95%. 

Liaise with the Dorset Council attendance officer where interventions 

have not resulted in an improvement in attendance within 6 weeks 

(see school website for further details of this process) 

Schools will only grant applications for leave of absence in term time in 

exceptional circumstances 

 

 

How are attendance figures worked out? 

           

 

 

How is lateness recorded? 

If a child arrives ‘late’ before 9.05am the child will receive 

a ‘late’ mark but will be considered as ‘attending’ the 
morning session.  

     Being frequently late for school also adds up to lost learning: 

 Arriving 5 minutes late every day adds up to over 3 days lost 

each year. 

 Arriving 15 minutes late every day is the same as being absent 

for 2 weeks a year. 

 Arriving 30 minutes late is the same as being absent for 19 

days a year 


