
 

 
   

 

 

Attendance and Punctuality Policy  
 
(Reviewed November 2021) 

1. Introduction 
 

• 

• 

• 

• 

• 

• 

• 

 



• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

2. Staff Responsibilities (General) 
 

3. Pupils Responsibilities Classes 1 to 13 
 

• 

• 

• 



• 

• 

4.  Parent(s) /Carer(s) Responsibilities of children of compulsory school 
age in Kindergarten to Class 13 

 

• 

• 

• 

• 

 * 

• 

• 

• 

• 

• 



• 

• 

5. The Responsibility of Teachers 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 
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• 

• 

• 

• 

• 

• 

• 
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• 

6. School Administrative Manager’s Responsibility 

• 

• 



 

• 

• 

7. Procedure for follow-up of an absence (Classes 1- 13) 

• 

• 

• 

• 

• 

• 

• 

• 

• 



 

• 

8. Unauthorised Absences 

9. Truancy 

• 

• 

• 

• 

• 

o 



 

o 

o 

o 

o 

10.  Attendance in Kindergarten at compulsory school age (5 and 6) 
 



 

 
11. Attendance in Kindergarten under compulsory school age (3, 4 and 
younger 5 year olds) 

 

 



 

Related Policies 

• 

• 

• 

 
 

Issue date 

This policy was last revised in November 2021. 

 

Review date 

This policy will be reviewed and revised by College, in consultation with staff 
members for at least every two years. 

 

Endorsement 

Full endorsement to this policy is given by: 
 

Name:        Brigid Bowen 



 

 

Position:  Chair of Trustees, Cardiff Steiner School 

 

Signed:   

 

Date:   15 November 2021 
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Child attendance registration procedures Kindergarten)

Child attends Kindergarten Child absent from Kindergarten  

Child arrives by 
9.00 

Register = time 
of arrival 

Child arrives 9.00 to 
9.30 

Child taken to 
Kindergarten by 
parent 

Parent 
texts/emails 
Admin by 9.00 or 
phone by 9.30 

School receives no 
information by 9.30 

Registers held in Kindergarten rooms. KG Assistant collects a list of authorised absences from Office. 

Register = A 
(Authorised 
absence) 

Register = U 
(Unauthorised 
absence) 

Admin contacts family by text 

Family give 
reason for 
absence 

Admin unable 
to establish 
contact 

Family 
unaware of 
child 
absence 

Register = A 
(Authorised 
absence)  
Amended by 
Admin 

Register = U 
(Unauthorised 
absence) 

Start lost 
child/ 
truancy 
procedure 

Afternoon registration: Afternoon Care and After School care registers held in Sun Garden. 
It is responsibility of the Kindergarten teachers to inform afternoon staff of any absences/drop ins.  

Child absent (Agrees with morning register or 
parental letter) = A or U 

Child present = / Child missing = blank 

Start lost child procedure 

Follow up 
Procedure 

Child collected = 
time of collection 

Monitor for 
persistent lateness 

Child arrives after 
9.00 

Register = time of 
arrival 

Use Office 
Entrance. Child & 
parent taken to 
Kindergarten by 
Admin. Parent 
leaves through 
Kindergarten 
entrance. 

Use Office 
Entrance. Sign in 
late at office. 
Child & parent 
taken to 
Kindergarten by 
Admin. Parent 
leaves through 
Kindergarten. 

Register = L 
(Late) 

Under compulsory 
school age 

Compulsory 
school age  

All children 

Compulsory 
school age - 
Family send 
letter of 
explanation on 
return to school 

Register = time of arrival 
and noted  as  Unauthorised 
absence (after register 
closed)  

Child arrives 
after 9.30 

Monitor for persistent 
lateness 

Use Office Entrance. Sign in late at office. Child & 
parent taken to Kindergarten by Admin. Parent 
leaves through Kindergarten. e. 
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Pupil attendance registration procedures (Classes) 
 

 

Pupil arrives 
by 8.50am 

Register = / 
(Present) 

Pupil arrives 
9.00-9.30am 

Register = L 
(Late) 

Sign in late at office. 
Younger children taken to 
classroom by Admin staff. 

Register = time of arrival 
and noted as  Unauthorised 
absence (after register 
closed) by teacher or Admin 

Pupil arrives 
after 9.30am 

Pupil taken to 
classroom by 
teacher. 
Pupils arriving 
8.50-9.00 use 
Visitors 
Entrance 

Parent 
texts/emails 
Admin by 9.00am 
or phone by 
9.30am 
 

School receives no 
information by 
9.30am 

All registers returned to the office by 9.00am. Teachers can collect list of absences from Office. 

Sign in late at office. 
Child taken to classroom by 
Admin staff. 

Admin contacts family by text 

Family give 
reason for 
absence 

Admin unable 
to establish 
contact 

Family 
unaware of 
pupil absence 

Register = A 
(Authorised 
absence) 

Register = U 
(Unauthorised 
absence) 

Start truancy 
procedure 

Family send letter of 
explanation on 
return to school 

Afternoon registration: Teachers/Subject teachers collect registers from Office for 2.00pm lessons 

Pupil absent (Agrees with morning register 
or parental letter) = A or U 

Pupil present = \ Pupil missing = blank 

Start lost child procedure 

2.10pm return registers to Office 

Monitor for persistent 
lateness 

Follow up 
Procedure 

After School registration: Registers held in Sun Garden. 
Class children to After School Club 3.30pm. Absences / drop offs reported [to be reviewed] 

Pupil attends school Pupil absent from school 
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Welsh Government Key to New Attendance Codes 

Other unauthorised (not covered by other codes or descriptions)  

 



Appendix 4 
 

 
Policy for Flexi Schooling for children of compulsory school 
age in Kindergarten and Class 1 

• 

• 

• 



 

 
   

Proposal for Flexi Schooling a child of compulsory school age in 
Kindergarten and Class 1 

Please outline the days your child will be schooled at home, and the days he or she will 
formally attend School.

Please state why you consider Flexi schooling to be in the best interests of your child (e.g. 
for a short period while a child recovers from an illness or from temporary difficulties; or an 
intention to home educate for more extended periods.) 
 
 
 
 
 
 
 
Who will oversee the non-school part of the education? 
 
 
 
How will the arrangement work in practice and specifically how you intend to ensure that 
your child will not miss out both educationally and socially. 
 
 
 
 
 
 
 
 
If your child has a statement of additional learning needs please outline how you will 
ensure that your child's additional learning needs are fulfilled. 
 
 
 
 
What provisions will be made if their Flexi-school hours fall during assembly/ festivals/ 
school trip or school performance times? 
 
 
 
 
Teachers Comments including whether permission is given for the proposed arrangement 



 

 
 

Agreement for Provision of Education on a Flexi schooling basis 

For the teacher to complete: 
 

Cardiff Steiner School is responsible for the education of……………………………..….…………… on 
the days and times below: 
 

…………………………………………………………………………………………………………………….………………………… 
 

……………………………………………………………………………………………….……………………………………………… 
 
Length of time Flexi- schooling is agreed for……………………………………………………………………..….. 
 
The educational provision will be suitable to ……………………………………..….……’s age and ability. 
 
 

Whilst ……………………………..….…………… is on School premises, or the School is acting in loco 
parentis, the School will maintain primary responsibility for their safety and welfare. 
 

The School and parent(s)/carer (s) will meet on ……………………………………..for a review 
meeting to discuss the child’s progress and review the attendance agreement. 
 
Name & signature of Teacher:      Date: 
 
 

For the parent(s)/ carer(s) to complete: 
 

I/we are responsible for the education of the above named child on the days and times below: 
 

…………………………………………………………………………………………………………………….………………………… 
 

……………………………………………………………………………………………….……………………………………………… 
 
The educational provision will be suitable to ……………………………………..….……’s age and ability. 
 
 

During school hours timetabled for ……………………………………..….……’s home-based education 
I/we confirm that I/we will maintain primary responsibility for safety and welfare. I/we 
understand that the School will maintain primary responsibility for their safety and welfare 
while they are on School premises or the School is acting in loco parentis. 
 

I/we understand that the School can withdraw from this agreement at any time by giving 
reasonable notice in writing. 
 

I/we understand that full fees are payable when my child is attending on a Flexi-schooling basis.* 
 
Name(s) & signature of parent(s)/carer(s)     Date: 
 
 
 
 
-*As the child is occupying a full School place, full fees are still applicable for children attending by Flexi-schooling 
agreement. As Kindergarten fees are based on the numbers of mornings attended children attending by Flexi-
schooling agreement can pay only for the number of mornings the child attends the School.  
-The School retains the right to withdraw this Flexi-schooling agreement at any time by giving reasonable notice 
in writing. For example if the School feels that any of the required conditions that under-pin the agreement are 
not being met at home.  
-Attendance levels of children will be monitored and should attendance fall below 93% the Flexi schooling 
agreement will be reviewed. 
-The School will monitor progress, attendance, behaviour and the effectiveness of education in line with the 
existing procedures for full time equivalent pupils. 


