
 

 

Attendance Information 
Here at North Elmham CEVA Primary School we are committed to providing a full and enriching education to 

all of our pupils, inspiring them to flourish, grow and learn whilst providing a safe environment where all pupils 

feel valued and welcome. 

It will come as no surprise that there is a clear link between poor attendance and lower academic 

achievement.  For a child to reach their full educational achievement we expect your child to attend school 

every day of the week, ideally we want each child to achieve 100% attendance. 

School attendance is subject to various education laws and this schools attendance policy has been written to 

reflect these laws and the guidance produced by the Department for Education. You can find this policy on the 

school website, which will contain within it the procedures that we will use to meet our targets for attendance. 

School Procedures: 

Please inform us as early as possible that if your child will not be in school for any reason by either phoning the 

school office or sending an email. For any other absence please fill in the absence request form which can be 

found in the school entrance lobby and hand into the office. 

Any child who is absent from the morning or afternoon registration will have their absence recorded 

accordingly as either authorised, unauthorised, medical or late. 

Lateness: 

For all pupils of North Elmham the school day will begin at 8.45 and the school register will be taken at 9.00am. 

Any pupil arriving after this time will be required to report to reception with their adult, sign the late book, and 

provide a reason. If their arrival is before 9.15 this will be marked as late (L) before close of the register.   

The register will then officially close at 9.30. Any Pupil arriving after this time will be marked as unauthorised 

absence (U). Parents then will be contacted to discuss any patterns of late arrival to school, repeated arrival 

after the close of registration will lead to investigations and appropriate interventions will be made and may 

also result in a penalty notice being issued or prosecution.     

Please note the same codes then will be used if a pupil arrives after close of registration in the afternoon for 

the PM session.  

 

Holidays in term time: 

Please be aware that all holiday leave will be unauthorised: 

Unless there are exceptional circumstances which will be looked at and authorised by the head teacher. 



If the holiday leave is not authorised and is eligible for a fine you will receive a fine from Norfolk County 

Council. This leave of absence will still need to be made aware of to the school so our records can be 

maintained and kept up to date.  

The system that the Local Authority operates is that there will be an intervention when the child has at least 9 

session 9.5 school days) lost due to unauthorised  absence during the 6 school weeks. 

 

When Attendance Does not go so well: 

At least once a term we will review pupils with an attendance level of less than 95%, by looking at this we hope 

to work with families to improve attendance. 

Following the review, we will ask the parents/carers to attend an attendance meeting at school, with the aim 

to support and improve attendance and put a plan in place to help get your child’s attendance to 100%. 

You will then be given the opportunity to discuss why your child’s attendance is low and we will see if we can 

offer any additional support to help and list of agreed targets will be set. 

If we are unable to improve your child’s attendance, you may then be put forward for a Fast Track attendance 

panel, which is a legal process which may involve the courts or a fine.  

 

 

 

 

 

 

 

 

 

 

 

 

 


