
 

Malvern Primary School 
 

ATTENDANCE POLICY 
 

 
 
 
 

Written: June 2018 
 

Updated: May 2019 
 



                     Attendance  Policy 

2 
 

Contents 
 

 
 
 
 
1. Rationale 
 
2. Aims 
 
3. Roles and Responsibilities 
 
4. Implementation 
 
5. Supporting Attendance 
 
6. Communication with Parents/ Carers 

 
7. Legal Framework 
 



                     Attendance  Policy 

3 
 

 
 
1. RATIONALE 
 
At Malvern we have a clear understanding of how children learn and we 
continually strive to provide the best possible conditions to facilitate this.  We 
acknowledge that we live in a changing world and that we need to prepare our 
children for tomorrow’s needs. We aim to deliver a world class curriculum that will 
challenge and inspire all our pupils and prepare them for the future. We believe 
that if students are to benefit from education good attendance is crucial.  Malvern 
will do all we can to ensure maximum attendance for all pupils.  Any problems 
that impede full attendance will be identified and addressed as soon as possible. 
 
As a school, we will give a high priority to conveying to parents/carers and 
students the importance of regular attendance and punctuality.  We recognise 
that parents/carers have a vital role to play and that there is a need to establish 
strong home/school links and communication systems that can be utilised when 
there is concern about attendance. 

 
If there are problems, which affect a pupil’s attendance, we will investigate, 
identify and work in partnership with parents/carers and pupils to resolve the 
situation.                   
 

 
2. AIMS 
 

• To promote full attendance for all pupils 
• To have a whole school target of 96% or above 
• To impact attendance by promoting a positive school ethos 
• To address issues of non-attendance and create solutions to address 

them through effective communication between school and parents 
 
 
3. ROLES AND RESPONSIBILITIES 
 
In order for this policy to be successful, every member of staff must make 
attendance a high priority and convey to the pupils by their behaviour, the 
importance of the education being provided.  All staff should work to make the 
school environment as welcoming as possible.  Staff should be punctual and well 
prepared so as to present the pupils with positive learning experiences. 

 
In addition to this there are these specific responsibilities: 

 
A] Headteacher 

 
• Follow Knowsley’s procedures regarding Holiday’s in term – time 
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B] Deputy Head 
 

• To oversee the whole policy in conjunction with the Learning Mentor 
• To report to the Senior Leadership Team and Governing Body attendance 

matters 
• To liaise with the School Attendance Service where required 
• To liaise with the Learning Mentor 

 
C] Learning Mentor  

 
• To telephone/ text carers/parents to enquire the reason for pupil absence 
• To send letters to parents/carers re. attendance / punctuality  
• To support families regarding attendance issues 
• To liaise with the School Attendance Service where required 
• To complete weekly attendance tracker (including Persistent Absentees, -

90%/ SEND/ Pupil Premium) 
• To provide DHT with weekly attendance tracker 
• To analyse weekly attendance trackers and send out letters as appropriate 
• To understand fully the school’s policy and procedures for attendance 
• To compile registers 
• To oversee the operation of the SIMS system and the collation of 

attendance data 
• To maintain a list of unauthorised absentees 
• To keep up to date record of requests of any holiday requests [via form] 

and absences through authorised absence 
 
D] Teachers 
 

• To complete registers accurately and on time using SIMS (paper based if 
required) 

• To inform the Learning Mentor of any concerns 
• To discuss any concerns with parents if required 

 
E] School Attendance Service Officer 
   

• To issue Education Penalty Notices & all statutory cases 
 
G] Pupils 

 
• Attend school regularly 
• Arrive on time and appropriately prepared for the day 

 
H] Parents / Carers 
  

• To encourage their children to attend school 
• To contact Malvern on the first day of their child’s absence and every day 

thereafter 
• To make sure their child is prepared for the day 
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• To contact school about any problems that may keep their child away and / 
or may require the support of the Learning Mentor in relation to their 
attendance 

 
I] Malvern 
 

• Regular, efficient and accurate recording of attendance 
• Early contact and action with parents/carers when their child is absent 
• Rewards to encourage attendance 

 
The Learning Mentor and Senior Leadership Team are responsible for reviewing 
this policy, monitoring attendance and reporting to the LA on attendance data. 
 
5. IMPLEMENTATION 
 
[a] Marking Registers 
 
Registers are marked by staff twice daily using SIMS (paper based if required), 
each mark is classed as 1 session (2 sessions per day). 

 
• By 9.05am Whole School 
• At 1.00 pm. Reception and KS1 
• At 1.15pm. KS2 
• At 9am and 1pm Nursery 

 
Staff mark the register as pupils present [/ \] or pupil absent [N]. If a child arrives 
during registration and their name has already been called, they are marked as 
[N] initially and then [L] (this will show on attendance reports as “Late During 
Registration”).  
 
Registered are completed via the use of SIMS, they must be completed before 
9.05am and 1.30pm. Children will not be allowed in to the classroom through the 
classroom door after 9.05am. Children will need to enter school through the main 
entrance and report their presence to the school office. The Learning Mentor will 
ensure the correct code is applied.  

 
[b] Following Registration 
 
If a child is absent, then parents must ring the school office no later than 8.45am 
to notify of the reason for the absence. If no notification has been given by 
Parents, the Learning Mentor will cross reference the registers on SIMS against 
the absent book and the late book (held in the school office) and if there is no 
reason a phone call will be made by the Learning Mentor.   
 
When a phone call is made, the Learning Mentor will speak with a parent/ carer 
who will advise of the reason for the absence. If no contact is made to school 
during this phone call, a message will be left (where applicable) and a text issued 
before the end of the morning session, requesting contact is made with school to 
confirm the reason for their child’s absence.  
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This will be repeated on every day thereafter until contact is made and a reason 
is given. If after 3 days no contact is made, school will make a home visit to 
obtain confirmation of the child’s absence, where there is no response at home a 
calling card will be left.  If after 10 school days no contact has been made a child 
is reported as Missing in Education to the Schools Attendance Service. During 
these timescales, if there is any reason to have a child protection concern the 
relevant procedures would apply.  
 
For all absences it is requested that contact is made on a daily basis to advise of 
the reason of absence (unless there are exceptional circumstances such as 
hospital attendance for example). Upon return of any absence written evidence 
must be provided, this should be a letter from the parent or Doctor or Hospital.  

 
Holidays During Term Time 

 
Malvern Primary School will adopt Knowsley’s holiday procedures see Leave of 
Absence Policy (Appendix A). The changes mean there is no legal entitlement 
for parents to take their children on holiday during term time. The new regulations 
also make it clear the Headteacher may not authorise leave of absence during 
term time unless there are exceptional circumstances. Headteacher would not be 
expected to class any term time holiday as exceptional.  
 
6. SUPPORTING ATTENDANCE 
 
We will encourage attendance in the following ways: 
 
• By accurate completion of the registers at the beginning of each morning and 

afternoon 
 
• By making the school environment as welcoming as possible 
 
• By promoting positive staff relations with pupils at all times 
 
• By expecting good attendance 
 
• By keeping good records of attendance 
 
• By providing rewards & initiatives for pupils with high levels of attendance  
 
• By reminding parents at the beginning of the academic year of their 

responsibility in supporting their child’s attendance through welcome meetings 
and through the use of children’s academic planners (these will have a section 
for absent notes to be written) 

 
• By weekly attendance assemblies  
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7. COMMUNICATION WITH PARENTS / CARERS 
 
Weekly reviews of attendance / punctuality are discussed with the Deputy 
Headteacher and Learning Mentor. These reviews identify those pupils who have 
poor attendance, below 90% and/ or have issues with punctuality. A decision is 
made at these reviews as to what letter is issued (Appendix B) 
 
Parents will be sent letters (Step One) regarding their child’s attendance / 
punctuality with a view to it improving in the subsequent half term, when their 
attendance is 90% or below. 
 
If there is no evidence of improvement over the following weeks or half term, then 
the Learning Mentor will contact the family by phone or letter (Step Two) to 
discuss the issue. If the situation continues the Learning Mentor will monitor and 
open an attendance case known as Step Three. If improvements are still not 
made in attendance then the Learning Mentor, in conjunction with Knowsley 
Schools Attendance Service, may begin legal proceedings, known as Step Four.    
 
Education Penalty Notices may be issued when 10 non-consecutive sessions 
have been missed; warning letters will be issued in the first instance by the 
Learning Mentor, before a fine is given by Knowsley Schools Attendance Service.  
(10 non-consecutive sessions is equivalent to 5 full school days.) 
 
Step One Attendance becomes low, below 90%, 

a letter will be issued to parents/carers 
Step Two No improvement in attendance after 

Step One, contact made to discuss (or 
panel meeting set) 

Step Three No improvement in attendance after 
Step Two, an active case will be 
opened to review and monitor 
attendance, home visits will be 
attemped 

Step Four No improvement in attendance after 
Step Three, Education Penalty Warning 
letter may be issued 

 
7. LEGAL FRAMEWORK 
 
The Education Act 1996, part 1 Section 7 states: 
 
The parent of every child of compulsory school age shall cause to receive 
efficient full time education suitable:  

 
 [a] to his/her age, ability, and aptitude, and 
 [b] to any special needs he/she may have 
 

either by regular attendance at school or otherwise. 
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If a child is a registered pupil at a school and fails to attend regularly the parent is 
guilty of an offence.  
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APPENDIX A 
 
POLICY - LEAVE OF ABSENCE  
 
1. Aims  
The aim of this policy is to set out the way in which Malvern Primary School monitors 
and promotes the attendance and punctuality of its pupils. Malvern is committed to 
maximising the potential of every child and good attendance and punctuality are 
essential to this aim. We feel this will be achieved, with the support of parents/carers 
by ensuring that leave of absence will not be taken in school time, other than in 
exceptional circumstances. Absence during term time for any reason interrupts the 
continuity of teaching and learning and disrupts the educational progress of pupils.  
 
2. Legal Context  
From 1 September 2013 The Education (Pupil Registration) (England) (Amendment) 
Regulations 2013 amends the 2006 Regulations and makes clear that Head 
Teachers may not grant leave of absence during term time unless there are 
exceptional circumstances . 
 
3. Leave of Absence  
In exceptional circumstances Malvern Primary will consider a request for leave of 
absence for one period of absence during the academic year.  
 
4. Exceptional Circumstances  
The Head Teacher or person designated by the Head Teacher will determine what 
are considered to be exceptional circumstances  
The following are examples of exceptional circumstances:  
Ø To allow a pupil to return to their country of origin for family, religious or cultural 
reasons  
Ø Unavoidable circumstances e.g. the parent/carer has inflexible leave allocation 
and this has been confirmed by the employer  
Ø There is a family circumstance/ event in the family and a leave of absence is 
deemed appropriate for a reasonable amount of days  
Ø Leave of absence connected to children of service personnel  
 
Please note the number of days authorised for any of the above circumstances 
will be a maximum of 5 school days.  
 
5. Additional Information  
Malvern Primary will ensure that all parents/carers receive a copy of this Leave of 
Absence Policy which forms part of the school attendance policy.  
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Ø Parents/carers will be required to complete a leave of absence request form 
available from the school office and return it to school.  
Ø Where possible parents/carers should submit the request 4 weeks prior to the 
date of the leave absence.  
Ø Parents/carers may be required to attend an interview with Mrs Peach or Miss 
McLoughlin to discuss their request for a leave of absence.  
Ø Parents/carers will normally be notified of the outcome of their application for a 
leave of absence within 10 school days of the date of the application.  
 
If the leave of absence is not agreed by the school, but the pupil is absent on the 
requested dates, the absence will be recorded as ‘O’ this will mean that the absence 
has been recorded on the school attendance register as unauthorised.  
Where a pupil is absent from school without permission of the school, the 
parent/carer of the pupil may be issued with a £60.00 Penalty Notice per parent per 
child. If the notice remains unpaid after 21 days the penalty increases to £120.00. If 
the notice remains unpaid after 28 days the Local Authority may commence 
proceedings under section 444(1) of the 1996 Education Act in the Magistrates 
Court.  
 
See Leave of Absence Policy on website for application form 
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APPENDIX B 
STEP ONE 
 
 
Headteacher: Mrs Julie Peach 
 
 

Persistent Absentee 
 

Dear Parent/ Guardian, 
 

As we continually strive to ensure that we effectively monitor and track your child’s 
attendance, we have noticed that ___________________________ attendance is 
_________. We appreciate that there may have been a recent absence, but according to 
Government guidelines, if a child’s attendance falls below 90% they are classed as being 
a “Persistent Absentee”. We take children’s absence very seriously and want to draw 
your attention to their current percentage so that we can work together to ensure that it 
does not fall any lower. This means we will be closely monitoring their attendance over 
the next few weeks, and look forward to seeing an increase in their overall attendance. 
 
Of course we appreciate that children do get sick, so if your child is unwell, please let the  
school office know on the first day of their absence before 8.45am and continue to 
inform us each day they are off. Upon return to school, please ensure that you provide 
your child with a written explanation of why they were absent and any medical evidence 
you may have. 
 
If your child fails to attend school regularly they will miss out on invaluable learning, and  
as all attendance is legally recorded, when attendance falls below 90%, and continues to 
do so, you may be prosecuted. Education Penalty Notices have been introduced under 
the Anti-Social Behaviour Act 2003 and act as an additional sanction to address the 
problem of poor school attendance. They are issued if at least ten sessions (five school 
days) of unauthorised absence (including lateness after the register is closed) are 
recorded in a ten week period. 
 
As a school we want to continually work together to support your child’s attendance, 
therefore if you would like to speak to me in more detail about your child’s attendance 
please contact the school office.  

 
Yours sincerely, 
 
 
 
 
Miss S Baker 
Learning Mentor 
Attendance Lead 
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APPENDIX B 
STEP TWO 
 
 
Headteacher: Mrs Julie Peach 
 
 
 
Dear Parents/Carers, 
 
We have written to you previously in reference to 
_________________________attendance being low, under 90%. After a review 
of their attendance, we feel it is not improving and is currently 
________________. This is cause for concern. 
 
Therefore, you are invited to attend a meeting at school on 
____________________ at _______________ to discuss the reasons for this 
and how we can work together to improve their attendance. 
 
Although this meeting is not compulsory, it is very important that you attend, so 
that the appropriate support measures can be put in place for your child.  
  
The meeting will be held by myself, and Mr Dickinson, we look forward to meeting 
with you. 
 
 
Yours sincerely, 
 
 
 
 
Miss S Baker 
Attendance Lead 
 
 
 
Attendance Meeting Re (Name of Child)    _________________________ 
 
Name_____________________________________________(Parent/Carer) 
 
I can /cannot attend the meeting to be held on  
 
______________________at_________________________ 
 
I will telephone/call in at school to rearrange this meeting. 
 
Signed_________________________________ 
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APPENDIX B 
STEP THREE 
 
 
Headteacher: Mrs Julie Peach 
 
 

Active Attendance Case  
 

Dear Parent/ Guardian, 
 
As you are aware we have been monitoring ________________________ attendance, 
and regrettably, we are not seeing an improvement, their attendance is currently 
____________. This is not acceptable.  
 
Due to this we have designated this as an Active Attendance Case, this means we will 
now arrange for a meeting to take place in your home to discuss how we can improve 
the attendance. Any further absences will not be authorised unless we have official/ 
medical evidence (such as GP letter/ hospital/ dental / other agency). At our meeting, we 
will be able to discuss the reasons for the absences and what support measures can be 
put in place to see an improvement.  
 
We have arranged a home visit _______________________ at _______________. 
Please contact me immediately if this is unsuitable so an alternative arrangement can be 
made.  
 
As your child’s attendance is below 90%, you can be prosecuted. Education Penalty 
Notices have been introduced under the Anti-Social Behaviour Act 2003 and act as an 
additional sanction to address the problem of poor school attendance. They are issued if 
at least ten sessions (five school days) of unauthorised absence (including lateness after 
the register is closed) are recorded in a ten-week period.  
 

 
Yours sincerely, 
 
 
 
 
Miss S Baker 
Learning Mentor 
Attendance Lead 

 
 


