POLICIES AND PROCEDURES
ATTENDANCE POLICY
DATE AGREED BY GOV’S;

MAY 2014
TEACHING AND LEARNING COMMITTEE

DATE AGREED BY FULL
JUNE 2014 (Minor Amendments - OCTOBER 2015)
GOV BODY;
REVISION DATE; MAY 2018
STATEMENT FOR EQUALITY;
Manor Park Primary School is committed to gender, religious, racial and disability
equality in every part of school life.

Manor Park Primary School believes that good attendance is not simply a legal requirement but essential. Through regular
attendance children can take full advantage of all that school offers and gain the educational and social skills necessary for
life.
Good attendance at school is important for your child’s education and establishes a positive working ethos early in life, it is
essential that the school is informed of the reasons for absence. Under current government legislation, unauthorised absence
is regarded as truancy and all absence figures have to be reported to the Local Authority and the DfES and are recorded on a
child’s annual report.
It is also important that your child arrives on time for school, as the start of the day establishes the learning activities for the
day. Lateness is recorded in the register. We are legally bound to register pupil’s attendance at the beginning of each morning
and afternoon session. Registers are closed at 9.25am and any child arriving after this time is marked with an unauthorised
absence for the morning session.
The Family is responsible for:
 Making sure their child comes to school every day and receives their entitlement to learning unless prevented by
illness or medical appointment;
 Letting the school know as soon as possible why a child is away and sending in a note for absence on return;
 Talking to the school as soon as possible about any child’s reluctance to come to school so that problems can be
quickly identified and dealt with;
 Making requests for authorised absence in term time only if absolutely necessary as these are not automatically
authorised.
NB: These requests should not exceed 10 days in any one academic year and not more than twice in a child’s time
at Manor Park Primary School.
What to do if your child is sick?
When your child is unwell please call the school on the first morning of absence by 10.30am.. We will require a letter,
explaining the reason why the child is not at school, on the child’s return. If your child has been sick or has had a temperature
it is important they stay at home for 24 hours.
What to do if you are not sure if your child is well enough to go to school? Ask the office to check their temperature.
Inform the office and explain your concerns. They will pass it on to the teacher and there are 5 First Aiders in school- we can
keep a close eye on your child and send them home if necessary. You can call the office later on in the day to check they are
OK.
What to do for school dental and medical treatment?
It is expected these are taken outside school hours wherever possible. Please let the school office know in writing, in advance
of the date and time of the appointment and when your child will be collected from and/or returned to school.
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Leave will not be granted for a child or parent/carer to travel abroad for medical purposes whether the treatment is ongoing or
not -appointments should be made during the school l holidays. It is also expected that if a child or parent/carer has a medical
requirement and the family have moved to the UK, medical treatment should be sought here.
If a child is absent through illness before or after the school holidays on more than two occasions, medical evidence will be
required to support this absence. A fixed penalty notice will be issued by the London Borough of Sutton if medical evidence is
not provided.
Thinking of arranging a family holiday during term time?
No holidays will be authorised during term time. It is expected that parents/carers arrange holidays in school holidays. A fixed
penalty fine will be issued for unauthorised holidays taken in school time where the attendance starts at below 90%
Thinking of occasionally asking for a short authorised absence for an exceptional circumstance for your child?
A letter must be written to the Headteacher explaining the exceptional circumstances preferably one month prior to the date.
The Headteacher will consider the present level of attendance and the nature of the exceptional circumstance.
The following may be authorised occasionally and at the discretion of the Headteacher;
Interviews, auditions, close family weddings (not parents as it is expected parents plan weddings in school holidays).
Close family funerals – We advise that young children do not attend funerals as it can be very upsetting and confusing for
young children and normal routine can help children with dealing with bereavement. We can also offer an opportunity to have
some talk time with the Nurture Support Teaching Assistants and can support applying for bereavement counseling for the
family. Please ask at the office to speak to the Nurture Support Teaching Assistant. However, if you choose to take an older
child this would be authorised for close family members only and children should be brought in for the part of the day they can
attend.
Trips to the Home Office – These will only be authorised where an official letter is brought into the office which states that
children should be in attendance.
Shopping trips, honeymoons, birthday trips, days out, hair cuts, confirmations (as these can be done at the weekend at a local
church) and holidays at home are not reasons for children to miss learning and will not be authorised.
It is expected that parents form trusted networks of family and friends to support caring for children when they have to attend
other appointments. If you have not got a network please let the office know in confidence and a meeting can be arranged
with the appropriate Key Stage Manager to suggest ways to help gain one.
EMERGENCY CIRCUMSTANCES
What to do if an emergency circumstance arises and you want to request authorised absence for your child?
A letter must be written to the Headteacher explaining the emergency circumstances preferably one month prior to the date of
departure (we understand that this is not always possible). Tickets should not be purchased until authorisation has been given
by the Headteacher. The Headteacher will consider the present level of attendance and the emergency circumstances.
Absence can be authorised for up to ten days in any academic year, apart from in Year 6 (due to SATs exams NB: These
requests should not exceed 10 days in any one academic year and not more than twice in a child’s time at MPS-once in
Reception and Key Stage One and once in Key Stage Two.
Example of Emergency Circumstances: Close family illness
What does the School do when a child is absent with no reason given?
 Phone on the day
 Write to parent with a reply slip and continue to call
 Get the teacher to ask for a reason at the beginning/end of day
 No reply within 2 weeks it is marked as an unauthorised absence
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What does the school do if a child has low attendance?
The school expects that good attendance is 95% or above.
The schools procedure for Attendance below 90%
First stage attendance meetings will be arranged by Mrs. Shorter (the school attendance officer). There will be opportunities
for the parent/carer to discuss reasons for absence and support to be given by the school with the aim to improve attendance.
The Nurse will usually be present for medical advice. The school will usually ask for all absences to be supported by a
doctor’s note or) proof of a visit to the doctor- a dated stamp in the child’s reading record book (these are free and can be
obtained from the Doctor’s reception). This is then explained to the Borough attendance officer when she monitors children
below 90% and if these are produced for all illness absences, a fixed penalty fine should not be issued. The school
understands that sometimes there are valid reasons for low attendance and will not move onto the next stage if this is the
case.
If the attendance does not improve and Doctors notes or dated stamps are not consistently produced this then may be
referred to the Headteacher who will arrange a second stage attendance meeting where support and advice may be given
about the failure to improve attendance and possible fixed penalty fines.
If the attendance still does not improve the Borough attendance officer will arrange a final stage attendance meeting where
fixed penalty fines will be discussed and may be issued. Persistent failure of parent/carers to attend attendance support
meetings may result in a fixed penalty fine if attendance does not improve.
Children who have had attendance meetings and when attendance improves to 95% + get a letter of congratulations sent
home.
The Class teacher is responsible for:
 Ensuring that the registers are completed accurately at the beginning of each session;
 Ensuring that all absence letters and request for leave letters are sent to the office;
 Monitoring the attendance and patterns of absence of the children in their class;
 Liaising with the Attendance Leader with regard to any concerns regarding absence
 Ensuring that the delivery of the curriculum is challenging, interesting and stimulating so that children want to attend
regularly;
 Ensuring (in conjunction with their colleagues) that the ethos in class and school is supportive of good attendance.
The Borough Attendance Officer
Mrs. Valentine visits once a month to check and monitor the attendance of pupils at Manor Park School. She carries out
regular register checks to identify children with low attendance (usually below 90%. She works with the school (Mrs Shorter)
to improve attendance and may issue fixed penalty fines if attendance support meetings held by the school do not improve
attendance (see below 90% attendance above).
Rewards for good attendance:
 Pupils with 98% - 100% attendance for a whole term are presented with a certificate and their names are put in the
newsletter and a letter of congratulations is sent home.
 Individual children who make significant improvement are rewarded by special mention in assembly and a letter of
congratulations is sent home.
This rewards system is constantly reviewed. Parents will also be informed of their child’s level of attendance and
punctuality through their annual Record of Achievement.
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