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School Attendance Policy 
Importance of Good Attendance 

 

(Adopted: November 2017 – Review November 2020) 

 

Applies to: All Staff Pages: 6 Ref:001 

Written by: Jackie Green Issue Number:2 Date: November 2017 

Approved by: Curriculum and 

Standards Committee 

  

 

Terms: 

ESW(S) – Education Social Worker (Services) 

CME – Children missing in education 

PA – Persistent absence 

GP – General Practitioner (Doctor) 

LA – Local Authority 

KS1 – Key Stage 1 

KS2 – Kay Stage 2 

 

Introduction 

 At Malmesbury Park School we expect children to attend school every day, as long as they are fit and 

healthy enough to do so. 

 Excellent attendance and punctuality is important if children are to benefit from everything school has 

to offer. Regular attendance at school is vital for children to be successful. 

 School education lays the vital foundations of a child’s life and research clearly demonstrates the link 

between regular attendance, punctuality and educational progress and attainment. 

 Parents/carers and the school staff are partners in making this a success and this partnership is very 

important to the school. As a school, we will encourage parents and carers to ensure that children 

achieve maximum possible attendance and that any problems that prevent this are identified and acted 

upon promptly. 

 As parents/carers, it is your responsibility to ensure your child/children arrive at school and return 

home safely. 

 

Promoting regular attendance 

Helping to create a pattern of regular attendance is everybody’s responsibility - parents, pupils and all 

members of school staff. To help us all to focus on this we will: 

 

 Give details on attendance via school newsletters. 

 Report to termly on how child are performing in school, what their attendance and punctuality rate is 

and how this relates to their attainments. 

 Celebrate good attendance by displaying individual and class achievements. 

 Reward good or improving attendance through class competition and certificates. 

 Run promotional events when parents, pupils and staff can work together on raising attendance levels 

across the school. 

 Track and review individual children’s attendance. This includes any pupils engaged in education at an 

off-site provision. 

 

Children missing in education 

Any child who is absent for 5 days without reason, has failed to return to school after a school holiday will be 

referred to ESWS as a child missing from education (CME). After 4 weeks and once checks have been 



Management Policy 

Page 2 of 6 

 

completed by the Local Authority the school will be advised that they may take the child off roll. If the Local 

Authority have been unable to establish whether the child is receiving suitable education, they will advise the 

school to register the child as missing education. In such circumstances, the school place will be withdrawn 

and a parent would be required to re-apply for a school place through the Local Authority should they return. 

 

Understanding types of absence  

Every half-day absence from school has to be classified by the school (not by the parents), as either 

AUTHORISED or UNAUTHORISED. This is why information about the cause of any absence is always 

required, preferably in writing.  

Authorised absences are mornings or afternoons away from school for a good reason like illness, 

medical/dental appointments which unavoidably fall in school time, emergencies or other unavoidable cause.  

 

Unauthorised absences are those which the school does not consider reasonable and for which no “leave" has 

been given. This type of absence can lead to the Authority using sanctions and/or legal proceedings.   This 

includes:  

 

 Parents/carers keeping children off school unnecessarily. 

 Truancy before or during the school day. 

 Absences which have never been properly explained.  

 Children who arrive at school too late, without good reason, to get a mark. 

 Shopping, looking after other children or birthdays. 

 Day trips and holidays in term time which have not been agreed.   

 

Whilst any child may be off school because they are ill, sometimes they can be reluctant to attend school. 

Appointments can be made with the Parent Support Worker or Educational Social Worker to discuss any 

concerns to enable your child to return to school. 

 

Any problems with regular attendance are best sorted out between the school, the parents/carers and the 

child.  If your child is reluctant to attend, it is never better to cover up their absence or to give in to 

pressure to excuse them from attending.  This gives the impression that attendance does not matter and 

usually make things worse.  

 

Persistent Absenteeism (PA) 

A pupil becomes a ‘persistent absentee’ when they miss 10% or more schooling across the school year for 

whatever reason. Research shows that absence at this level has a significant impact on academic outcomes and 

we need parents’/carers’ fullest support and co-operation to tackle this. 

 

We monitor all absence thoroughly. Any case that is seen to have reached the PA mark or is at risk of moving 

towards that mark is given priority and you will be informed of this immediately. 

 

PA pupils are tracked and monitored carefully through our pastoral system. 

 

All our PA pupils and their parents are subject to an Action Plan and the plan may include: allocation of 

additional support and individual incentive programmes. All PA cases are also automatically made known to the 

Education Social Worker. 

 

Absence Procedures 

If your child is absent you must: 

 Contact us as soon as possible on the first day of absence. We have a designated child absence line on 

01202 291227 Option 2.   

 Send a note in on the first day they return with an explanation of the absence – you must do this even if 

you have already telephoned us. 
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 Or, you can call into school and report to reception, who will arrange for a member of staff to speak with 

you. 

 

If your child is absent we will: 

 Telephone you on the first day of absence if we have not heard from you; 

 Invite you in to discuss the situation with our Attendance Officer or Educational Social Worker if 

absences persist;  

 If your child has an ongoing medical problem, we would ask you to provide information about this from your 

GP and meet with the school nurse. We may need to refer your child to the Community Pediatrician. 

 Refer the matter to the Education Social Worker if attendance becomes a problem. 

 

Home addresses and telephone numbers 

It is essential that the schools know how to contact any adult with parental responsibility for your child.  

 

There are times when the school will need to contact parents/carers about lots of things, including absence, 

so the school needs to have accurate and up-to-date contact details (including telephone numbers and 

addresses) at all times.  

 

The Education Social Worker 

Parents are expected to contact school at an early stage and to work with the staff in resolving any problems 

together.  This is nearly always successful. If difficulties cannot be sorted out in this way, the school may 

refer the child to the LA ESWS. He/she will work with you to try to resolve the situation but, if unauthorised 

absences persist, the school can ask the LA to use sanctions such as Penalty Notices, or the ESWS may 

undertake prosecutions in the Magistrates Court.  

 

Alternatively, parents or children may wish to contact the Education Social Work Service themselves to ask 

for help or information. They are independent of the school and will give impartial advice.  Their telephone 

number is 01202 456167. 

 

Lateness 

Poor punctuality is not acceptable. If your child misses the start of the day they can miss vital work and do 

not spend time with their class teacher getting vital information and news for the day. Late arriving pupils also 

disrupt lessons, can be embarrassing for the child and can also encourage absence. 

 

How we manage lateness: 

The doors are opened at 8.40am and teaching starts at 9.00am (KS1) and 8.50am (KS2). We expect your child 

to be in class at that time. 

 

All registers are marked by 9.00am and your child will receive a late mark if they are not in by that time. 

Afternoon registration is at 1.00pm. 

 

If your child arrives after registers are closed, they will receive a mark that shows them to be on site, but 

this will not count as a present mark and it will mean they have an unauthorised absence. This may mean that 

the school could ask for Penalty Notice if the problem persists, or will refer to the ESWS to pursue further 

action. 

 

If your child has a persistent late record you will be asked to meet with the Attendance Officer to resolve 

the problem, but you can approach us at any time if you are having problems getting your child to school on 

time. 
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Holidays in term time 

Examples of exceptional circumstances where leave may be granted during term time. 

 Funeral of parent, grandparent or sibling – Headteacher should use their discretion having heard from 

the 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 Headteacher is satisfied that the circumstances are truly 

exceptional. 

 Out of School/Academy programmes such as music, arts or sport operating at a high standard of 

achievement and agreed by the LA – as appropriate. Bournemouth Education Social Work Service can 

advise School/Academys on individual circumstances if required. 

 Time-off relating to Child Entertainment Performances, subject to a licence 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 parent belongs”. This would include the Islamic 

Eids, as well as religious observance days of the orthodox Christian, Jewish and other religions. Head 

teachers may specify that only one day will be authorised at a time (most of the families who request 

leave on religious grounds are Muslim and the request is for the two Eids).  

 Weddings of parents and siblings – weddings can be arranged at weekends or during School/Academy 

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 there 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. Each case should be addressed on its individual 

merits, taking into account the overall welfare of the child. 

 

Examples of circumstances NOT considered as exceptional: 

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

evidence may be requested. 

 Pilgrimages (e.g. Hajj). These are rare but can result in children being away from School/Academy 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. 

 
 

School targets, projects and special initiatives 

The school has targets to improve attendance and your child has an important part to play in meeting these 

targets. 

 

The minimum level of attendance for this school is 96% attendance and we will keep you updated regularly 

about progress to this level and how your child’s attendance compares. 

 

Our target is to achieve better than this however because we know that good attendance is the key to 

successful schooling and we believe our pupils can be amongst the best in the area. 
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Through the school year we monitor absence and punctuality to show us where improvements need to be made. 

 

Information on any projects or initiatives that will focus on these areas will be provided in our newsletter and 

we ask for your full support. 

 

Those persons responsible for attendance matters in this school are: 

Mrs Jenny Frend – Attendance Officer 

Mrs Jackie Green - Headteacher 

 

Summary 

The Department for Education publishes individual schools’ absence figures. The school has a legal duty to 

promote attendance. Schools decide whether to authorise or unauthorise absence. Parents have a duty to 

ensure that their children have regular school attendance. All school staff are committed to working with 

parents and pupils as the best way to ensure as high a level of attendance as possible and to reduce persistent 

absence. 

 

The Law 

By law, parents and carers must ensure that all children of compulsory school age (between 5 and 16) receive a 

suitable, full time education (Education Act, 1996) Educational Social Workers monitor school attendance and 

support both schools and parent/carers to ensure every child regularly. As a parent/carer, you may be 

committing an offence if you fail to make sure that your child attends school regularly. This may lead to the 

issuing of a penalty notice or prosecution. 

 

Leave of Absence 

 Please be aware that The Education Regulations 1013 which came into effect on 1st September 2013, 

states that Headteachers may not grant any leave of absence during term time unless there are 

exceptional circumstances. 

 Any absence must be requested as far in advance as possible, and no less than 4 weeks prior to the 

requested date. An application for leave form will need to be collected from the school office and 

completed. 

 The Local Authority states that if a parent/carer takes their child out of school e.g. on holiday or other 

unauthorised leave of absence, for 5 days (10 sessions) or more, without the authority of the 

Headteacher, each parent/carer may be liable to receive a Penalty Notice for each child who is absent. 

 If leave is taken without authorisation by the school, it may be recorded as an unauthorized absence 

and the Educational Social Work Service may be notified. A penalty Notice may be issued. 

 

Penalty Notice 

Under existing legislation, each parent/carer commits an offence if a child fails to attend school regularly and 

the absences are classed as ‘unauthorised’ (those absences for which the headteacher has not given 

permission). Depending on circumstances, such cases may result in prosecution under Section 444 of the 

Education Act 1966. 

 

The Local Authority considers that regular attendance at school is of such importance that Penalty Notices 

may be used in the following circumstances where unauthorised absence occurs; 

 Children identified by police and Educational Social Workers engaged on Truancy Patrols and who have 

incurred unauthorised absences. 

 Unauthorised leave of absence during term time (5 days or 10 sessions or more). 

 Where it is judged that the parent/carer is failing to ensure their child’s regular and punctual 

attendance at school and is failing to engage with any supportive measures proposed by the school or the 

Educational Social Worker. This may be considered if a child has 10 or more sessions of unauthorized 

absences during the previous 6 school weeks. Unauthorised absence may include a child arriving late after 

the close of registration without good reason. 
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With the exception of unauthorised ‘leave of absence’ taken in term. Parent/carers will be sent a formal warning 

of their liability to receive such a notice before it is issued 

 

The amount payable on issue of a Penalty Notice is £60 (issued to each parent/carer, for each child) if paid 

within 21 days. Penalty Notices will increase to £120 after 21 days but within 28days. After 28 days, the LA may 

prosecute under Section 444 Education Act 1996 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The school and their Educational Social Worker work closely together and regularly monitor both attendance 

and punctuality. Non-attendance is an important issue that is treated seriously. However, each case is different 

and the school acknowledges that no one standard response will be appropriate in every case. Consideration is 

given to all factors affecting attendance before deciding what intervention strategies to apply. 

96%+ GOOD – Well done! This will help all aspects of your child’s progress and life in 

school. This will give them a good start in life and supports a positive work ethic. 

Your child’s attendance is at, or above, the school target 

93% - 95% BELOW EXPECTED – Strive to build on this. Your child’s attendance is below the 

expected % and will be monitored. A letter may be sent to you to inform you of your 

child’s attendance. 

86% - 92% POOR – Absence is now significantly affecting your child’s attainment and progress. 

This is a cause for concern and will be closely monitored. The school will meet with 

you to review the particular context and to plan for improved attendance and/or 

punctuality. The Educational Social Worker may be involved at this stage. 

85% and below UNACCEPTABLE - Absence is seriously affecting attainment and progress and 

disrupting your child’s development. Your child’s attendance is now a major concern. 

It is probable that a referral to the Educational Social Work Service will be made 

and a meeting will be convened at school to put in place strategies to improve 

attendance rapidly. Legal proceedings may follow. 


