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Advice and contact list  

Name role Contact details Notes 

Andrea Smith Member of staff 
responsible for day 
to day management 
of attendance 

01405 765094 
smitha@marshlands.eriding.net 

Mrs Smith is our 
attendance lead. 
She is based in the 
school office. 

Stacey Tang senior leader 
responsible for the 
strategic approach 
to attendance in 
school 

01045 765094 
marshlands.head.primary@eastriding.gov.uk 

Mrs Tang is the 
headteacher and 
also senior 
attendance 
champion. 

Stacey Tang Designated 
safeguarding lead 

01045 765094 
marshlands.head.primary@eastriding.gov.uk 

Mrs Tang is also 
the safeguarding 
lead and can 
support with early 
help and 
safeguarding 
concerns. 

Kerry Wright SENDco 01405 765094 
wrightk@marshlands.eriding.net 

Mrs Wright is able 
to help with SEN 
queries. 

Kerry Wright Designated 
CLA/PLAC 

01405 765094 
wrightk@marshlands.eriding.net 

Mrs Wright also 
leads on children 
who are looked 
after or who have 
previously been 
looked after. 

 Education Welfare 
Service 

education.welfare@eastriding.gov.uk This is the local 
authority contact 
that parents and 
schools could 
contact for further 
assistance 

 

Definitions and acronyms 

Definition of a parent - For the purpose of this policy, as set out within ‘Working Together to Improve 

School Attendance,’ August 2024 a parent means:  

• all natural parents, whether they are married or not;  

• any person who has parental responsibility for a child or young person; and,  

• any person who has care of a child or young person (i.e. lives with and looks after the child). 

DfE – Department for Education  



Related legislation and guidance 

‘Working together to improve school attendance’ August 2024 

Education Act 1996 

Education (Pupil registration) (England) (Amendment) Regulations 2016 

‘Children Missing in Education,’ Statutory Guidance September 2016 

‘Keeping Children Safe in Education,’ September 2022 

‘Ensuing a good education for children who cannot attend school because of health needs,’ January 

2013 

‘Summary of responsibilities where a mental health issue is affecting attendance,’ February 2023 

‘Promoting the education of children with a social worker,’- June 2021 

‘Supporting Pupils at school with medical conditions,’ December 2015 

‘Suspension and permanent exclusion from maintained schools, academies and pupil referral units in 

England, including pupil movement,’ September 2023 

Other related policies 

Absence from school in Exceptional Circumstances Policy (some schools call this ‘term time holiday’ 

policy) 

Child protection and safeguarding policy 

Behaviour Policy 

Introduction and core principles 

Every pupil has a right to a full-time education and high attendance expectations should be set for all 

pupils, the attendance policy should account for the specific needs of certain pupils and pupil cohorts. 

The policy should be applied fairly and consistently but in doing so schools should always consider the 

individual needs of pupils and their families who have specific barriers to attendance. In development 

and implementation of their policy, schools should consider their obligations under the Equality Act 

2010 and the UN Convention on the Rights of the Child. 

An effective whole school culture of high attendance is underpinned by clear expectations, 

procedures, and responsibilities. To ensure all leaders, staff, pupils, and parents understand these 

expectations, this attendance policy, based on the expectations set out in ‘Working Together to 

Improve School Attendance’ August 2024 outlines these.  

The policy should be easily accessible to leaders, staff, pupils, and parents, including being published 

on the school’s website. Parents should be sent it with any initial information when pupils join the 

school and reminded of it at the beginning of each school year and when it is updated. 

At Marshlands Primary School we recognise the link between regular attendance and high attainment.  

We expect that all pupils will attend school every day that the school is open unless there is a specific 

reason for the pupil not attending. We are committed to applying the core principles as set out in 

Working Together to Improve School Attendance, August 2024. 

 



Aims: 

• To ensure that school attendance procedures are understood and consistently followed by all 
staff. 

• To promote positive attitudes towards good attendance and time keeping amongst both pupils 
and parents. 

• To ensure that parents understand their legal responsibility in securing good attendance. 

• To improve individual pupil and whole school attendance levels. 

• To ensure regular monitoring of all pupil attendance, in line with government and LA guidelines, 
thereby ensuring early intervention. 

• To work with external agencies in order to support parents and pupils to secure regular and 
prompt attendance. 

 

 

Roles, responsibilities and expectations – the table below is taken from the DfE ‘Summary table of 

responsibilities for school attendance,’ August 2024.  

Additional tables of responsibility for specific categories are included in appendix 1. 

Parents are expected to: Schools are expected to: Academy trusts and governing 
bodies are expected to: 

Ensure their child attends every 
day the school is open except 
when a statutory reason 
applies. 

Have a clear school attendance 
policy on the school website 
which all staff, pupils and 
parents understand. 

Take an active role in 
attendance improvement, 
support their school(s) to 
prioritise attendance, and work 
together with leaders to set 
whole school cultures. 

Notify the school as soon as 
possible when their child has to 
be unexpectedly absent (e.g. 
sickness). 

Develop and maintain a whole 
school culture that promotes 
the benefits of good 
attendance. 

Ensure school leaders fulfil 
expectations and statutory 
duties. 

Only request leave of absence 
in exceptional circumstances 
and do so in advance 

Accurately complete admission 
and attendance registers. 

Use data to understand 
patterns of attendance, 
compare with other local 
schools, identify areas of 
progress and where greater 
focus is needed. 

Book any medical 
appointments around the 
school day where possible. 

Have robust daily processes to 
follow up absence. 

Ensure school staff receive 
training on attendance. 

 Regularly monitor data to 
identify patterns and trends 
and understand which pupils 
and pupil cohorts to focus on. 

 

 Have a dedicated senior leader 
with overall responsibility for 
championing and improving 
attendance. 

 

 

 



School Times 

It is important that your child is at school for the start of the school day. The school day is made up of 

two sessions, a morning, and an afternoon.  Registers are taken during these sessions.   

Registration Procedures 
Schools are legally required to ensure that all attendance registers are completed accurately.  
 
Responsibility for the correct day to day completion of attendance registers lies with the class 
teacher. 
  
Usual Registration Times   
Morning: Registration opens at 8.35 and the class teacher send the register at 8.45am to the 
attendance lead.  The attendance lead closes the register at 9.15am. 
Afternoon: Registration for F2 pupils opens at 12.45pm.  The class teacher sends the register to the 
attendance lead at 1.00pm.  The attendance lead closes the register at 1.15pm. 
For KS1 and KS2, registration begins at 1.00pm and the class teacher sends this to the attendance 
lead by 1.15pm.  The attendance lead then closes registration at 1.30pm 
 
External doors around the school are locked at 8.45am.  Anyone arriving after this time should enter 
through the main reception and use the electronic signing in system.  

 
Failure to ensure a child has received their appropriate mark on the attendance register is a serious 
breach of our Health and Safety procedures. 
 
Responsibility for the correct day to day completion of attendance registers lies with the class 
teacher and not the administrative staff or support staff.  Errors in the above procedures can have 
serious Health and Safety implications as well as causing unnecessary distress to parents and carers 
when incorrect information is recorded. 
 
If your child arrives at school after the register has closed then your child will incur an unauthorised 

absence mark for this session unless an acceptable reason is provided, e.g. evidence of a 

medical/dental appointment.  

Informing the school of the reason for an unexpected absence. 

You must contact the school as soon as possible to inform us that your child will not be attending 

school and you will be asked to provide a reason for this absence. This will ensure that the absence is 

accurately recorded in the register.  

The Categorisation of Absences 
Only the school (not a parent) can authorise an absence.  The DfE expects schools to operate common 
sense judgements as to whether or not a reason for absence is justifiable. If it is not justifiable then 
the absence should not be authorised. In making such judgements it is important to consider the 
circumstances of the child and the family.  At Marshlands Primary School the authorisation of absence 
is carried out by the attendance lead working together with the headteacher.  The school works closely 
with and supports the advice offered by LA and EWO. 
 
The following reasons are acceptable for a child’s absence: 

• sickness/ illness, (medical evidence may be required for a prolonged period of absence) 

• medical appointments that have to be made during school hours as no other appointments 
are available 

• approved religious observance 



• short term family crisis  
 
If a child has been sent home during the day due to illness, they are required to be absent for 24 
hours and therefore the register will automatically show this without contact from parents.  Beyond 
the original 24 hours, parents are expected to inform the school if the illness has persisted 
 
Schools are not obliged to accept parental notes where there is reason to doubt the validity of the 
explanation offered or where attendance is below 95%.  Schools are entitled to ask parents to obtain 
medical certification/evidence to support absence.  In such circumstances any costs incurred are the 
responsibility of the parent or carer, who is ultimately responsible for the attendance of their child. 
 
Any other reasons, such as those listed below, are unacceptable reasons for absence from school 
and will not be authorised: 

• term-time holidays, except in very exceptional circumstances 

• getting up late.  The pupil should arrive as soon as possible, to avoid missing 2 attendance 
marks. 

• looking after brothers or sisters or relatives 

• shopping  

• birthdays 

 
 

Requesting leaves of absence from school in exceptional circumstances.  

Absence for the purpose of a term time holiday is not usually considered exceptional.  The DfE do not 

consider any holiday in term time and ‘exceptional circumstance’. Parents should NOT normally take 

children on holiday during term time.  Similarly, no parent has the right to demand ‘as of right’ leave 

of absence for family holidays.  In response to concerns relating to attendance nationally the 

Governing Body of Marshlands Primary School, have made the decision to follow the guidance given 

by the LA and not to authorise holidays during term time except in exceptional circumstances.   

 The Governing Body of Marshlands Primary school has set the following “exceptional 

circumstances” criteria:  

•Service Personnel and other employees who are prevented from taking holidays outside term-time 
(supporting evidence would need to be provided) 

•Acute crisis, emergency or significant event within the family, where the family needs to spend 
time together to support each other (e.g. bereavement, terminal illness / life limiting illness of close 
family member) 

•Court order/formal agreement where parents have separated 

 
Each case will be dealt with individually and if parents feel their reasons are ‘exceptional 

circumstances’, they will be asked to explain their reasons in full and provide supporting evidence to 

support their case via the exceptional leave form. Unapproved absence for this reason will be 

classed as unauthorised.   

Where it is known that a holiday in term time has been taken, whether requested or not, a letter will 
be sent to the parents and where appropriate a referral to the Education Welfare Service for a Fixed 
Penalty Notice to be issued will be made.   
 



Please complete the school’s form to request absence from school in exceptional circumstances. The 

form can be found on the local authority website.  Alternatively, paper copies can be requested from 

the school office.  

If your request is not approved and your child is absent during this time then the absence will be 

recorded as unauthorised and the school may refer the unauthorised absences to the local authority 

and parents may be liable for a penalty notice (fine). 

How the school is promoting and incentivising good attendance.  

-Using whole school assemblies to promote attendance  

-Communicating with parents via all possible methods including school’s website/newsletters etc 

-Identifying a senior leader as an attendance champion. 

The school’s strategy for using data to target attendance improvement efforts to the pupils or pupil 

cohorts who need it most.  

All schools record their attendance registers in a school information management system. The school 

will analyse this data to identify trends and patterns of pupil absence and may use this to target 

attendance improvement efforts to the pupils or pupil cohorts who need it most.  

The school’s strategy for reducing persistent and severe absence, including how access to wider 

support services will be provided to remove the barriers to attendance and when support will be 

formalised in conjunction with the local authority.  

The school will use its attendance data to help it identify pupils whose attendance is a cause for 

concern.   

 Persistent Absence 

The DfE require schools to monitor and reduce what is termed ‘persistent absence’.    
A persistent absentee is defined as a pupil who has overall absence of 10% or more.  
The school has a data base which enables us to identify and address the attendance of those 
children who are either ‘persistent absentees’ or are at risk of becoming ‘persistent absentees.’ 
Those with attendance below 50% are classed by the DfE as severely persistent absent. 
 
Absence Procedures for pupils causing concern 
On an ongoing basis school staff will identify children, or families, whose attendance and punctuality 
is a concern. The attendance of these children may not necessarily be low but may be causing concern 
because of: 
 

• Siblings being absent at the same time 

• A pattern to absence 

• Erratic attendance 

• Failure to complete a full week on a regular basis 

• Regularly arriving late for school 

• Not being collected from school on time 
 
These children will be given a high profile in terms of both support and challenge and the balance of 
this will depend on the circumstances.   The school will also inform the EWS of the pupils they are 
concerned about, during their statutory attendance meetings. 
 



 
If attendance continues to be a concern, then a push/pull factor sheet will be completed.  This will 
allow both school and home to identify any potential barriers to school attendance. 
 
Where absence is deemed to be persistent absence parents may be asked to provide a doctor’s 
certificate / medical evidence to cover the whole period of their child’s absence.  Responsibility for 
any costs incurred lie with the parent or carer. 
 
When absence repeatedly gives cause for concern then parents will be asked to attend school for a 
meeting.  During this meeting, the push/pull sheet will be reviewed and if needed additional support 
offered such as early help.  It may also be that an attendance contract is needed. 
 
Should attendance continue to be a concern and not improve, despite all actions being met.  Then 
the school will seek guidance from the EWS and a notice to improve letter may be sent or more 
formal legal action taken. If all avenues of support have been facilitated but severe absence for 
unathorised reasons continues, it is likely to constitute neglect and safeguarding guidance sought 
(Working Together to Improve School Attendance, August 2024, p45) 
 

Children at Risk of Missing Education  

All schools must inform their local authority of any pupil who is going to be deleted from the 
admission register where they:  
-Have been taken out of school by their parents and are being educated outside the school system 
e.g. home education (see below on home educated children);  

-Have ceased to attend school and no longer live within reasonable distance of the school at which 
they are registered;  

-Have a medical condition certified by the school medical officer that the pupil is unlikely to be in a 
fit state of health to attend school;  

-Are in custody for a period of more than four months due to a final court order and the proprietor 
does not reasonably believe they will be returning to the school at the end of that period; or,  

-Have been permanently excluded. ‘ 

 
Communication between the Home and the School 
Parents are made aware of the importance of regular attendance and punctuality through 
newsletters, attendance policies and additional attendance information sent throughout the school 
year.  They are also informed of the procedures for informing school of any unavoidable absence.  
The LA guidance on absence for medical conditions is also sent home to parents in induction packs 
and is available from the school office and is also on the school website. 
 
If a child is absent a parent should inform the school either by telephone, by letter or in person of 
the reasons for the absence.  Class Dojo should not be used, as teachers may not see any messages. 
This information is then written in the Absence Book and recorded in the register. 
 
When a child is absent from school and there is no apparent reason, the school will endeavour to 
contact the parents on the first day of absence.  Initially this will be by text to ascertain the reasons 
for absence.  The attendance lead will contact parents of pupils with no reason for absence by 9.40, 
for safeguarding reasons.  If successful the reason will be recorded in the Absence Book (located in 
the office).  When it is not possible to make telephone contact with the parents / carers of a child 
then other adults with PR will be contacted, if this is appropriate.  It is therefore essential that school 
hold more than one emergency contact number for each pupil.  A home visit may  be undertaken for 



any pupil not in school and where no reason has been given.  Any absence of a pupil open to 
children’s services, will be reported to the allocated worker by the safeguarding lead.  
The Attendance Officer monitors absence daily and rigorously follows up absences which are not 
authorised in full consultation with headteacher and EWO.   

 
A period of a school week is deemed an appropriate time for parents / carers to inform the school of 
the reasons for absence.  Alongside the text, calls and home visits, a letter will also be sent 
requesting a reason for absence.  If no such information is forthcoming after this time, then the 
absence will be deemed to be unauthorised. 
 
When a child has been absent for no apparent reason and all efforts to ascertain the reasons for this 
absence have been unsuccessful then the absence will be deemed to be unauthorised. 
 
Regular patterns of absence, either authorised or unauthorised, should be picked up by the class 
teacher and brought to the attention of the attendance lead and headteacher.  The attendance lead 
will also monitor patterns, however daily timetables may not necessarily be known to identify 
patterns ie every PE day. 
 
Lateness is also a cause for concern.  Lateness, both before and after the close of registers, is 
recorded by the administrative staff in the late book and monitored by the attendance lead.   In the 
first instance class teachers should follow this up relentlessly, which should involve speaking to 
parents/carers, and the pupil (if applicable). 
 
Should lateness persist, parents will be contacted by the attendance lead.  In the first instance this 
will be by letter 
 
Penalty Notices 
Penalty notices can be issues for two reasons: 
-Term time holiday 
-10 unauthorised days in a 10 week period. 
 
Additional information on penalty notices can be found in appendix 2. 
 

Review 

This policy will be reviewed regularly and updated as necessary.  

As noted in ‘Working Together to Improve School Attendance,’ 2024, the school will seek the views of 

pupils and parents as part of the review process.  

 



Appendix 1 – Tables of responsibilities. Taken from 19.8.24 DfE Summary Table of Responsibilities for School Attendance. 

 



 



 

 

 

 

 



 

 

 

 

 

 



 

  



  



Appendix 2 – Penalty Notice Information. 

 

 


