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At Clifton Primary School we encourage regular attendance at school because we 
know it gives your child the opportunity to achieve better outcomes by benefitting 

from the education offered to them. 
 

We have many rewards for excellent attendance including:  
 

 Termly 100% certificates  

 End of school year 100% attendance certificate and prize 

 Prize draw termly for improved attendance 

 Special treats during the school day 
 
 

What are the times for the school day? 
 
The bell will ring at 8.40am; this is to signal that the children should be on the playground and 
lining up with their class ready for their teacher to bring them in at 8.45am for registration.  
 
The school day ends at 3.15pm, all EYFS and KS1children must be collected by a responsible adult. 
 
Punctuality 
 
Being on time for school is just as important as regular attendance. Children who are late are often 
embarrassed by their lateness but more importantly they miss valuable lesson time and can cause 
disruption when their lesson has already begun.  
Children should all be in school by 8.45am however the school gate is left open until 9.00am 
when registers and the school gate close. 
The late door from the playground will close at 9.00am and the gate will be locked.  All children 
arriving after this time will have to walk round to the office entrance to sign in. This includes Early 
Years children. Children arriving through the front entrance before 9.20am will be marked with an 
L mark.   
Children arriving after 9.20am will be given a U mark (unless they have had a medical 
appointment) – this records your child’s attendance as an unauthorised late, affecting their overall 
attendance for the Academic Year.  Please note 10 sessions of unauthorised absence (5 school 
days), including lateness after registration closes i.e. 9.20am could initiate a Fixed Penalty Warning 
being issued resulting in a fine should there be no immediate improvement.   
 
Can we please ask that parents/carers respect our need to safeguard the children by only entering 
the building through the office entrance unless it is an assembly, in which case you will be asked to 
wait until the children are off the corridor before you make your way into the hall.  
 
Why do I have to inform school if my child is going to be absent? 
 
All absences need to have an explanation; any unexplained absences are regarded as truancy 
according to government guidelines. 
 

 No explanation on the day = absence coded N on the register 

 No explanation following text from school or telephone call = unauthorised absence with 
an O code on the register 

 Explanation by telephone, email, voicemail (may) = authorised absence indicated by I or 
C (other authorised circumstance) 



 Explanation via a medical appointment card = M 

 10 unauthorised sessions i.e. 5 school days (includes O and U) = A Fixed Penalty Warning 
will be considered following a meeting with Mrs Shepherd and /or Mr Harding.   

 
Should your child’s attendance drop below 90% we will ask for you to provide proof of 
attendance at a GP for any future absences; failure to provide this will result in unauthorised 
absences being recorded and may result in a referral to the Education Welfare Officer from 
Children’s Services early Intervention & Prevention Team for consideration of further action.  

 
 
Who can authorise an absence from school? 
 
It must be understood that absences can only be approved by school not parents/carers. 
 
Absence for reasons such as shopping, visiting relatives, over sleeping are unacceptable and will 
not be authorised except for extreme circumstances.   
Absence for illness of brother, sister or parent will be deemed unacceptable except in exceptional 
circumstances. Even in exceptional circumstances only one day’s authorised absence will be 
granted. 
 
As a parent/carer it is your duty not your child’s to ensure that your child attends school on a 
regular basis and that they arrive on time. 
 
How do I let school know my child is going to be absent? 
 
Absences can be reported to school in several ways 

 Verbal communication by the parent/carer to the class teacher/or a member of staff 

 A telephone call to the school office before 9.30am on the first day of absence, telephone 
0161 921 1845. If you call before 8.15am you will be able to leave a voice mail. 

 Via the school app 

 By email – clifton.primaryschool@salford.gov.uk  
 
If you do not contact school, you will be contacted by Mrs. Shepherd (Attendance Lead).  This will 
be by telephone or our text service; it is vital that we have up to date contact numbers for 
parents/carers at all times.  
If there is no contact between school and home then members of school staff will endeavour to 
visit the home address of the child.  
 
What if my child has an appointment during the day? 
 
Of course we understand that appointments during the school day cannot always be avoided but 
we ask that if you are arranging appointments please try to arrange them outside of school hours, 
or during the school holidays. 
If you do need to take your child out of school during the school day please let us know in advance 
and provide us with an appointment card so that we can give you a ‘day pass’ protecting you from 
the truancy sweeps. 
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Holidays / Leave of Absence 
Amendments to the 2006 regulations remove references to family holiday and extended leave as 
well as the statutory threshold of ten school days. The amendments make clear that Head 
Teachers may not grant any leave of absence during term time unless there are exceptional 
circumstances.  

The exceptional circumstances include: 

 Funeral of parent, grandparent or sibling – Head teachers should use their discretion 
having heard from parents about travel and funeral arrangements and taking into account 
the distance to be travelled. 

 Sudden loss of housing through eviction or domestic violence- up to a maximum of 3 days. 

 Serious illness of a close relative – only if Head teacher is satisfied that the circumstances 
are truly exceptional and absence is necessary. 

 Out of school programmes such as music, arts or sport operating at a high  
standard of achievement and agreed by the LA – as appropriate.  

 Time- off relating to Child Entertainment Performances, subject to a license being issued 
by Education Social Work Service 

 Religious observance – The Education Act 1996 S444(3) (c), states ‘’on any day exclusively 
set apart for religious observance by the religious body to which his/her parent belongs’’. 

 Weddings of parents and siblings – weddings can be arranged at weekends or during 
school holidays; however we acknowledge that there are times when the dates are 
dependent on other factors, such as the needs of the couple getting married. Leave should 
only be authorised for this purpose when a Head Teacher is satisfied that here is a 
persuasive reason for holding the wedding during term time. In difficult family situations 
the Head Teacher may use his/her discretion in granting leave, for example where natural 
parents are separated, and in new relationships and it may cause a child further difficulties 
if he/she is excluded from a wedding. Whilst each case should be addressed on its 
individual merits, taking into account the overall welfare of the child, it is unlikely that 
school will grant more than three days.  In such circumstances (e.g. Weddings abroad) 
invites will need to be shared with school. 
 

What are not considered exceptional circumstances? 

 Holidays abroad for the purpose of visiting a sick relative, excepting where that person is 
seriously ill. Medical evidence may be requested. 

 Pilgrimages by parents (eg. Hajj). These are rare but can result in children being away from 
school for significant periods of time (at least 5 days). They are not regarded as exceptional 
as children themselves do not perform Hajj, but tend to travel with their parents when 
they go. 

 Holidays taken in term time due to lower cost/parental work commitments. 
Exemption to the above will be:- 

 Medical evidence provided recommended holiday due to: Convalescence, Stress related 
illness, Family death  

 These exemptions will be considered on an individual basis 
 



Procedure 
 

 All holidays in term time for all children must be requested by completing the Holiday in 
Term Time Request form.  This will be obtainable from the school office. 

 Once completed the Parent/Carer must return the form to the office. 

 The Head Teacher/Deputy/Attendance Lead will then consider if the leave can be 
considered as an exceptional circumstance. 

 Should the request be declined and the Parent/Carer continues to take the holiday, the 
absence will be marked as unauthorised, ‘G’ code.  This could lead to a request being made 
to the Local Authority for the implementation of a fixed penalty fine.  This will be 
dependant on the length of absence.  In accordance with the Local Authority code of 
practise a fine can be implemented for 5 days unauthorised absence which can be 
accumulative over the academic year. 

 When paid within 21 days of receipt the fine is £60 per parent, per child, this will become 
£120 if paid within 28 days.   

 
What about Religious observance? 
 
Your child is allowed time off for religious observance but their absence will be authorised only for 
the days of observance and not extended time around it. Please complete a leave of absence form 
beforehand so that the correct code can be entered on the register.  
 

A word of thanks to the many families who support our Attendance Policy by maintaining 
regular attendance, good punctuality and the high standards we expect from our children. 

 
Should you wish to discuss any aspect of our policy on school attendance please feel free to 
contact Mrs L.M.Jones(Head Teacher) or Mrs. Cheadle who will be happy to explain our 
procedures further.  



A few facts and figures for you 
 

* In total there are 175 NON school days in a calendar year 

* 10 days of absence = 95% attendance 

* 19 days of absence = 90% attendance 

* 29 days of absence = 85% attendance 

* 8 sessions of unauthorised absence = a letter home to alert you of the situation 

* 10 sessions of unauthorised absence = fixed penalty warning from local authority 

* Further unauthorised absence = appearance in court and fine of upto £2,500 

* 5 minutes late every day for school adds up to over 3 days lost each year 

* 15 minutes late every day is the same as being absent for 2 weeks a year 

* 30 minutes late every day is the same as being absent for 19 days a year 

 
 

If your child attends school regularly they are more likely to get on in life 

If your child regularly misses school they are more likely to become involved in anti-social 

behaviour  

 

(http://www.salford.gov.uk/truancy.htm) 

http://www.salford.gov.uk/truancy.htm


Exceptional Circumstance 
leave of absence request  

 
Leave of absence during term time is never recommended and we ask as a school that parents / carers do not do this. 
However, should there be exceptional circumstance which requires leave of absence please complete the form below 
and your request will be given consideration. Leave of absence will not be granted for a family holiday during term 
time. 
 
Please be reminded that school are led by Government guidelines and that our attendance policy (available on our 
web site) has been updated with effect from September 2015.  
 

Name of pupil(s)................................................................................................... 
 
Class..................................................................................................... 
 
What is the exceptional circumstance requiring leave? 

..................................................................................................................................................

.................................................................................................................................... 

First day of absence.................................................................... 
 
Date of return to school............................................................... 

 
Length of absence (how many school days?)............................. 
(A maximum of 5 days may be granted, you may be asked to provide evidence such as wedding invite or proof of 
booking; further days will be unauthorised and may result in a fixed penalty warning / fine.) 

Has a previous application for leave been made during this school year from 1st Sept 2018 
Yes / No 
 
Parent / carer signature............................................................... 
 
Thank you  
 
 
Ms L.M.Jones    Mrs E Shepherd  
Head Teacher        Attendance Lead  
 



Covid – 19 Annex to Attendance Policy  
 

 
The Government have now set out that all children should return to school with effect from 
September 2020, at Clifton Primary School this will be Monday 7th September 2020.  

At Clifton Primary School we will continue to encourage regular attendance at school because 
we know it gives your child the opportunity to achieve better outcomes all-round by benefitting 

from the education offered to them. 
 

The welfare and safety of our pupils and staff remains paramount but we do understand that this 
transition period of pupils returning to school will be difficult for all. Whilst children return, we will 
be following Government guidance on strict hygiene measures,“Covid-19 secure measures will 
remain in place to reduce the risk of transmission, with schools being asked to keep children in 
class or year group sized ‘bubbles’ and encourage older children to keep their distance from each 
other and staff where possible. This is alongside protective measures such as regular cleaning and 
handwashing.” 

Timings of the school day 

Children will return in a staggered intake as below and will be expected to arrive at the time set 
out for their bubble, this is to minimise any cross contamination of bubbles. It is as important as 
ever that children are punctual.   

Day Year group 

Monday        07.09.20 Year 6 

Tuesday       08.09.20 Year 5 

Wednesday  09.09.20 Years 3&4 

Thursday      10.09.20 Years 1&2 

Friday           11.09.20 All children back in school as per arrangements  

 
Entrance Group A – 8.40am – 14.55pm Group B – 8.50am – 

15.05pm 
Group C - 9.00am – 
15.15pm 

Fitton Crescent 
Entrance  
will be Gate 1 

Nursery / Reception 
(after the phased inductions) Collected 
from the EYFS Nursery gate 

Year 3 & 4 
Collected from the 
main school yard 

Siblings come 
onto the main 
yard and are 
dispersed 

Gate next to the 
staff car park on 
Wroe Street will be 
Gate 2 

Year 6 – who walk home on their own will 
be released first – parents need to give 
written consent. 

Year 5 
 

 

Gate 3 in the middle 
of the playground on 
Wroe street 

Year 1 & 2 
Collected from the front yard 

  

 

 

 

 

 



Communication with parents 

As per normal practice Parents / Carers will be contacted on days of absence if they do not contact 
school before 9.00am. Contact will be made in the first instance by a txt from Parent App followed 
by a telephone call should no contact be made. 

Working with the Local Authority 

Currently, Schools have been advised that from September 2020 we will return to our normal 
monitoring of attendance in line with Local Authority guidance with sessions of attendance or 
absence being coded using the codes we have been familiar with.  This means that unless your 
child is unwell they will be expected to be in school.  

Throughout Autumn term school will be working closely with the Local Authority to support those 
families / children who are finding the emotion of school return difficult. Attendance panels may 
still be held in a supportive manner, though these may be virtual via the telephone or Microsoft 
Teams App.  

Legal intervention 

Throughout Autumn term we are seeking to support families back into school as we know that 
some children will find this difficult. Legal intervention e.g. Fixed Penalty Notices may not be 
issued until Spring Term on return after Christmas break. However, as already stated attendance 
at school is mandatory for all children unless they are medically unwell. 

Leave of absence in term time 

The protocol and policy around leave of absence in term time remains the same. This will only be 
granted in exceptional circumstances. Parents / Carers must request leave in the usual manner. E.g 
via the leave of absence form and / or email to ellen.shepherd@salford.gov.uk  

What happens if your child becomes unwell in school? 

Your child will be taken to the PPE room and isolated until a Parent / Carer can collect. If 
symptoms are considered to be COVID related your child will be booked for a swab test. Your child 
will not be allowed back into school until school has evidence of a negative swab.  
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