Marlborough
Primary School

ATTENDANCE
POLICY

This policy was reviewed on: 14.7.26 (FGB)
This policy is to be reviewed by: Summer Term 2027
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At our school we want all children to achieve excellence in all they do. Attending school regularly is a
key factor in ensuring that this happens.

We know pupils with the highest attainment at the end of key stage 2 have higher rates of
attendance over the key stage compared to those with the lowest attainment. That is why
aftendance is so important to us.

We aspire to high standards of attendance by creating an environment where children thrive.
Attendance is a whole school responsibility and we work with families to support them if they
experience barriers to attendance. Together we can ensure all children attend regularly.

This policy follows the guidance set out in Working together to improve school attendance

1.

Aims of policy

To clearly explain the procedures regarding attendance at the school
To provide support and guidance to parents and pupils

To enable pupils o sustain high educational achievement through their attendance and
access theirlegal right to an education

To sustain and improve pupil attendance by reducing unnecessary pupil absence e To
safeguard pupils and their families

To continue to ensure that attendance and punctuality remain a priority for all those associated
with the school and to communicate this effectively to pupils, staff, parents and governors

To sustain our systematic approach to gathering and analysing aftendance data

To continue ensuring that any pupils that are ‘missing in education’ are located and local
services can support them back intfo education

Roles and Responsibilities

Parents It is the legal responsibility of every parent to make sure their child receives that

education either by aftendance at a school or by education otherwise than at a
school. Where parents decide to have their child registered at school, they have
an additional legal duty to ensure their child attends that school regularly.

School The Head of School has a responsibility to ensure that the daily register of pupils

attending the school is taken and to complete admission and attendance
records daily. The Head of School designates key members of staff to monitor
and report on attendance and to ensure effective day to day processes are in
place to follow up absence.

Regularly monitor and analyse attendance and absence data to identify pupils
or cohorts that require support with their attendance and put effective strategies
in place.

Senior Attendance Champion: Victoria Dark, deputy head.
Contact details: Victoria.dark@marlborough.ribkc.sch.uk 020 7589 8553

The Senior Attendance Champion has overall responsibility for championing and
improving attendance across the school.
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Governors Recognise the importance of school attendance and promote it across the

school’s ethos and policies. Ensure school leaders fulfil expectations and
statutory duties.

Regularly review attendance data, discuss, and challenge trends, and help
school leaders focus improvement efforts on the individual pupils or cohorts who
need it most.

Ensure school staff receive adequate training on attendance.

Local Authority | Work with the school and families fo remove any barriers to attendance through
advice, targeted support and, where needed, legal action.

3. What happens if my child is absent?

Children should only be absent due to illness or where permission has been given in advance by the
school.

Parents must contact the school each day their child is absent and state the nature of the absence.
They can do this by calling the school or emailing by 9.30am. After this time the school will contact
families.

%)
5
s Marlborough Primary School

Email by 9.30am:
attendance@marlborough.rbkc.sch.uk

Telephone:
020 7589 8553

The school has a legal duty to safeguard children and knowing where a child is during term time is
one of those duties. We also want to ensure all our families are safe and well. Therefore, if the school
is not contacted about a child’s absence by 9.30am the following steps may be taken:

Day 1: Day 2: Day 3:
Phone call made to parents As day 1 but with the addifion As day 2 but with the addition
Follow up text or email sent to of a possible home visit of possibly contacting the local
make contact authority or police instead of a
Try other contacts listed on home visit.

school records

However, if a child has a social worker, is on a Child Protection Plan/listed as Child in Need or for
whom we have any safeguarding concerns we will: contact Family and Children services and may
conduct a home visit, or contact the police on the first day of an absence if the absence is not
reported.

4. What is an authorised and vnauthorised absence?

An absence is either authorised or unauthorised. In either case, the child’'s overall attendance is
affected when they are absent from school.
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The school will only grant leaves of absence for specific circumstances set out in the 2024 attendance
regulations. The permitted circumstances are:

+ Taking part in a regulated performance or employment abroad.
+ Aftending an interview.

+ Study leave.

+ Atemporary, time-limited part-time timetable.

* Exceptional circumstances.

The school may also approve an authorised absence at its discretion, taking info account the
specific facts, circumstances and relevant background context. Authorised absences include (but
are noft limited to):

+ lllness and medical/dental appointments.

+ Religious observance.

+ If the pupil is currently suspended or excluded from school (and no alternative provision has
been made).

Other reasons the school may allow a child to be absent from the school site, which are not classified
as absences, include (but are noft limited to):

+ Attending an offsite approved educational activity, sporting activity or visit or trip arranged by
the school.

+ Attending another school at which the child is also registered (dual registration).

+ Attending a school interview/exam.

+ Attending provision arranged by the local authority.

+ Attending approved work experience.

The Executive Head or the Head of School's decisions as to whether to authorise an absence is final.
The school will consider the historic albsence record of a pupil.

To authorise an absence the school may need to request documentary evidence to prove that an
absence was unavoidable. This may include asking for a stamped doctor’'s appointment card,
prescription or medical certificates.

After 5 days of absence due to iliness, we will require medical evidence as listed above to authorise
any further absence. This could be for 5 full days or 5 days within a é6-week period. If necessary, we
may contact a child’'s GP to enquire about absence or appointments if we have concerns.

If a child’s atftendance is below 90%, we will (unless the child has a chronic or terminal medical

condition) continue to unauthorise further absences unless medical evidence is given or an
improvement in aftendance is seen.

5. What do | do if my child has a dental or medical appointment?

Wherever possible, parents should make every effort to avoid making medical or dental appointments
during the school day. It is preferable to try and arrange these during holiday periods or at the
beginning or end of the school day. An appointment should not require a child to be out for the whole
school day. If their appointment is in the morning, the child should return to school after. If their
appointment is in the afternoon, children should still attend school in the morning. Failure to do so will
result in an unauthorised absence for the entire day.
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é. What happens if my child needs time off for a religious holiday?

The school recognises the importance of celebrating a number of religious festivals in school. RBKC
stipulates one day per term or three days per academic year for religious observance. This does not
include tfravel. Parents may apply for permission for a child to be absent from school on the day of the
religious festival, so that children can enjoy celebrations with their families. If the school has been
closed for the celebration, the school will not authorise additional absences beyond the closure day.

7. What happens if | wish to request an absence during term time?

The school actively discourages parents from making requests to take their children out of school
during term time. If in exceptional circumstances parents wish to request that their child is absent
during term time the steps below should be taken.

The National Association of Head Teachers defines exceptional circumstances as ‘rare, significant,
unavoidable and short'. Likewise, ‘Generally the DfE does not consider a need or desire for a holiday or
other absence for the purpose of leisure and recreation to be an exceptional circumstance’.

Send the form and
documentation back to the

Request an Exceptional
Leave Form from the office

Complete the form and attach
any documentation required for

or the school. school via the school office or
via the attendance email attendance email address.
address

Examples of evidence (not an

exhaustive list): The Executive Head or Head of

Evidence of flights and times of
booking
Evidence of wedding invitation

School decides whether to
authorise the absence or not.
The decision is given in writing

Evidence of emergency
medical freatment received or
booked abroad
Evidence of death certificate

If permission is not granted by the Executive Head Teacher or Head of School and the child is absent
this will be recorded as unauthorised leave. Parents of pupils that have unauthorised leave may have
a penalty notice imposed (see penalty notice section).

8. How do we manage attendance?

The school expects to be in school, on time, every day, with 97% attendance expected as a minimum.
Where attendance falls short of this, parents/carers will be contacted by the school.

The Deputy Head and Family Welfare Lead meet to monitor and manage absences, meet with
parents and make appropriate referrals.

To promote and celebrate excellent attendance, we:

+ Inform parents of high attendance expectations during induction meetings and at regular
intervals during the school year

+ celebrate attendance and share attendance information via assemblies, parent consultation,
school reports and other modes of communication

+ share a collective responsibility as a school community regarding attendance and all staff
promote good attendance and punctuality
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This tables gives a clear guide for parents to understand what an attendance percentage means in
terms of days missed from school over an academic year:

Attendance percentage Days missed over a school year
100% 0 days
85% 30 days
80% 40 days

When and how does the school act on attendance?

97% and above | Expected attendance. No action from school required.

96% School may contact parents at this point to discuss drop in attendance
90 -95% Meeting with school to support with improving attendance and é-week
attendance target set or letter requesting improvement in attendance.
At 93% school may begin unauthorising absence without medical proof.
89 - 85% Below statutory minimum/persistent absence

Meeting held with DHT or FWL and é6-week attendance target set
Referral to Early Help or Local Authority for statutory attendance support.
Absences unauthorised without medical proof.

Below 85% Risk of missing education (ROME)

Targeted support plans.

Outside agency or Local Authority statutory attendance involvement

What happens during an atendance meeting?

e Parentsinvited to attend school, support offered and é6-week attendance target set.
e To support parents the school may offer:
Breakfast Club
After school care/Extended Day
After school clubs
Regular opportunities when parents can meet with the school
Support from organisations outside school e.g. Family Friends
Facilitating access to support services through the Early Help team
Support from a Family Support Worker, the school nurse, CAMHS professional or MIND
o At the end of the 6 weeks, parents are then called to a review meeting. If the é6-week target is
met and/or attendance 93% or above - school continues to monitor and
no further action taken aft this point. If farget not met or no improvement a further 6-week
attendance target will be set and then reviewed again.

If the meetings do not result in improved attendance, there is no engagement with school or
attendance remains a concern, the following may take place:

e Early Help referral
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e Support from Local Authority attendance feam

e Attendance contract between parent and school with support from the Local Authority
attendance team

¢ Noftice to Improve

¢ Penalty Nofices

e Prosecution

Persistent and severe absence

Persistent absence refers to children who miss 10% or more of school (aftendance below 90%). Severe
absence refers to children who miss 50% or more of school (attendance below 50%).

Where a child is persistently absent, we will:

Put additional targeted support in place to remove any barriers.

Hold more formal conversations with parents/carers and be clear about the potential need for
legal intervention.

Work with the LA on legal infervention where support isn't working or being engaged with.

Intensify support through a referral to statutory children's social care where there are
safeguarding concerns.

Work with other schools in the local areq, such as schools previously attended and/or the
schools of any siblings.

Where a child is severely absent, we will take the approach above for persistently absent children and
agree a joint approach with our LA. The type of support our school and other partners can provide
includes:

A whole family plan.
An Education, Health and Care (EHC) plan.
Alternaftive provision.

Working with the Local Authority

We will work with our LA and other local partners to share data on individual children and have regular
targeting support meetings with our LA, at least termly, to discuss children who need support with their
aftendance.

We are legally required to share information from registers with our LA, including:

New pupil and deletion returns.
Aftendance returns.
Sickness information.

Unavuthorised Absences

An unauthorised absences is any absence not agreed by the school. Regular unauthorised
absences where a parent has not provided an acceptable reason for absence or medical proof has
not been shown may mean that a parent or parents could be in breach of their legal responsibilities.
Absence after a school holiday will be unauthorised unless in exceptional circumstances.

As part of the school’s strategy concerning attendance, regular communication is maintained with
parents regarding aftendance matters through discussion with class teacher, parents’ evenings and
contact from the class teacher, year group leader, phase leader Family Welfare Lead or Deputy
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Head. This communicationis to promote early intervention and minimise the risk of an absence pattern
becoming more entrenched (see flow chart above).

Penalty notices

Decisions will be made on an individual, case-by-case basis.

The Head of School (or someone authorised by them), local authority or the police can fine parents
for the unauthorised absence of their child from school, where the child is of compulsory school age,
by issuing a penalty notice.

The school applies to the local authority, who then decide whether to issue a penalty nofice. Parents
will receive an email to inform them about the penalty nofice.

Before issuing a penalty notice, the school will consider the individual case, including:

e Whether the national threshold for considering a penalty notice has been met (10 sessions of
unauthorised absence in a rolling period of 10 school weeks)

e Whether further support, a notice to improve or another legal intervention would be a more
appropriate solution

e Whether any obligations that the school has under the Equality Act 2010 make issuing a penalty
notfice inappropriate

Each parent who is liable for the pupil’'s offence(s) can be issued with a penalty notice, but this will
usually only be the parent/parents who allowed the absence.

« Ifissued with a first penalty notice, the parent must pay £80 per period of absence to be paid
within 21 days, or £160 if paid after 21 days but within 28 days

+ If asecond penalty notice is issued to the same parent in respect of the same pupil, the parent
must pay £160 if paid within 28 days.

» Athird penalty notice cannot be issued to the same parent in respect of the same child within
3 years of the date of the issue of the first penalty notice. In a case where the national threshold
is met for a third time within those 3 years, alternative action will be taken instead.

+ The threshold for issuing a penalty notice is 10 sessions (equivalent to 5 days) of unauthorised
absence in arolling period of 10 school weeks.

» This threshold could be met with any combination of unauthorised albsence

+ The period of 10 school weeks can span different terms or academic years

+ Schools should not have a blanket position of issuing or not issuing penalty notices and should
make judgements on each individual case to ensure fairness and consistency across the
country.

Pupil lliness

As previously stated, children should only be absent due to illness or where permission has been given
in advance by the school.

We ask parents to use and follow this NHS guide to know if your child is/is not too ill to attend school:
https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/

If a child is regularly absent due to sickness, a parent may be invited to school to discuss their child’s
absences. The parent may be asked to provide medical confirmation from the GP or other medicall
professionals and/or permission to contact medical professionals directly for further clarification and
relevant information.

Extended absence through ill health will prompt the school to consult with partners such as School
Nurses or Early Help. If a pupil is attending the Hospital School, we provide them with information so
that a pupil can continue to build on their learning.

9. Punctuality
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The school gates open at 8.40 and close at 8.50am. Any child arriving after 8.50am is late and
parents/carers will need to sign them in via the Inventory sign-in screen in the school office.

If a child arrives after 9.30am they will be recorded as an unauthorised absence for the entire morning,
unless they have an unavoidable medical appointment (proof of which must be seen). If a child is late
more than once in a one-week period the school will contact the family either in person, by phone or
letter to explain that an improvement is needed and to offer any support that may be required.

E=]
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Children should be collected from school
at:

The Hub - 3.25pm

Nursery, Reception, Y1, Y2, Y3 and Y4 -
3.25pm.

Y5 & Y6 -3.30pm

If a parent is going to be late collecting their child, they are expected to contact the school office at
the earliest opportunity. In circumstances where a parent is later than 3.30pm/3.40pm, their child will
be registered in after school care and the parent will be charged in accordance with our charging
policy.

When clubs are on offer, children in clubs should be collected by 4.30pm or 5pm depending on the
club. If a parent is late, they are expected to contact the school office before 4.30pm. Children not
collected within ten minutes of the club finishing time, will be sent to after school care and the
parent will be charged in accordance with our charging policy.

Children in after school care should be collected from school by 5.450m/é6pm. If a parent is going to
be late, they should contact after school care via the after-school care mobile number.

Children who start in the EYFS part fime should be collected by 11.30am/12.15pm. If after ten minutes
the child has not been collected, the school will contact parents/carers.

In any case where a parent is very late to collect their child and where the school is not able to
contact the parent or other authorised adults it may be concluded that the child has been
abandoned and the school will contact Family and Children Services or the police to begin
contingency planning.

10. What do | do if my child moves schools?

If your child is transferring to another school, both within the UK or abroad, parents must request and
complete an Off-Roll form and return it to the school in person or via the attendance emaiil.

11. Expectations of Ofsted regarding Pupil Atendance

The school recognises the importance of raising levels of attendance and this remains a constant
priority.

In drawing up this policy the school has taken full account of the Ofsted inspection toolkit with
particular  reference to school aftendance. This toolkit can be found  here:
hitps://assets.publishing.service.gov.uk/media/éa2abaf3c39255¢595050722/Schools inspection tool
kit for use from September 2026.pdf
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12. School Census Data

The school must share attendance data with the DfE. We do this through our electronic
management information system (MIS), which contains the required information that can be
accessed by the DfE. Once we've granted permission, the data is shared automatically with no extra
workload.

By sharing our attendance data directly from our MIS, we receive access to the View Your Education
Data service. This allows us to monitor pupil level attendance and have access to near real-time
data to understand trends in aftendance patterns.

The school also submits attendance and absence data to the Department for Education (DfE) and
Local Authority including reporting on the number and percentage of pupils falling into the category

of persistent absence (See Privacy Notice on our website).

13. Vulnerable groups of children including those with Special Educational Needs (SEN)

The school’s expectation in relation to pupil attendance extends to all pupils. This includes children
with SEND and children with Educatfion, Health and Care Plans (EHCP). Some pupils face more
complex barriers to attendance, including long term physical or mental health conditions and/or
SEND. They are likely to need additional support to meet the same attendance levels as their peers. In
developing this support, we will:

Understand the individual needs of the pupil and their family.
Work in partnership with the pupil and family to put in-school support in place.
Work with our LA and other agencies where external support is needed (if available).

Regularly review and update our support approach to make sure it continues to meet
individual needs

For pupils with long-term physical or mental ill-health: School staff are not expected to diagnose or
treat physical or mental health conditions, but we will work with families and other agencies to make
sure every pupil regularly attends school.

For pupils with SEND: We will:

Work with parents/carers to develop specific support approaches for attendance, including
provision outlined in the pupil's EHC plan.

Work with families to help support routines where school fransport is regularly being missed and
work with other partners to encourage the scheduling of additional support or medical
appointments outside of the school day.

Establish strategies for removing the in-school barriers these pupils face, such as support or
reasonable adjustments for uniform, transport, routines, access to support in school and
lunchtime arrangements.

Consider adjustments to practice and policies to help meet the needs of pupils who are
struggling to attend school, as well as making formal 'reasonable adjustments' as per our
obligations under the Equality Act 2010 where a pupil has a disability. Any adjustments will be
agreed by, and regularly reviewed with the pupil and their parents/carers.

Make sure joined-up pastoral care is in place where needed and consider whether a fime
limited phased return to school would be appropriate.
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Regular and punctual attendance is a pre-requisite in order for children to benefit from the additional
support being provided by the school and an EHCP. The progress of children through reviews including
annual reviews for children will consider the child's aftendance level. In agreement with parents, a
temporary, time-limited part-tfime timetable may be used to support the needs of the child.

14. Retention of atendance records

Registers are legal records and we will preserve every entry in the attendance or admission register for
6 years from the date the data was entered.

15. Bullying
The school does not condone bullying and the Attendance Policy takes into account the school’s

Behaviour Policy. No child should feel they cannot come to school for fear of being bullied. If a parent
has a concern they must see a member of SLT and not keep their child at home.

16. School Governors

The Executive Head Teacher and Head of School includes information about attendance as part of
the regular reports to the governing body.

17. Safeguarding Children

Parents must contact the school when their child is absent. We expect to have three contacts of any
pupil that attends the school. If we are unable to establish contact with a family, the school may
conduct a home visit, contact Family and Children’s Services to make a referral or the police.

The school recognises the importance of regular attendance as a contributory factor towards
safeguarding children. Parents should advise the school in writing if they are moving address. If their
child is tfransferring to another school parents must request and complete an Off-Roll form and return
it to the school.

No child will be removed from roll without all reasonable steps having been taken to check on the
whereabouts of the child by both the school and Local Authority. The school has the full support of
the governing body and the Local Authority in this matter where the Executive Head Teacher's or
Head of School's decision is final.

In circumstances where a family and child seem to have ‘disappeared’ the ‘Missing in Education’
team are informed and further action taken where necessary in line with natfional procedures and
guidance regarding Children Missing from Education.
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