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1.0 INTRODUCTION 
 
Oliver Goldsmith is a successful school and your child plays their part in making it so. We aim for 
an environment which enables and encourages all members of the community to reach out for 
excellence. For our children to gain the greatest benefit from their education, it is very important 
that all our pupils benefit from 190 days of learning (380 sessions) to ensure they make progress 
and achieve the results they should. If a school can improve its attendance by 1%, this can result 
in a 5-6% improvement in attainment. In addition, it is vital that pupils arrive at school on time-
ready to start their learning.  
 
We are asking you to support the school by ensuring your child achieves excellent attendance and 
punctuality. This Policy sets out how, together, we will achieve this. 
 
The Law relating to attendance 
Section 7 of the Education Act 1996 states that ‘the parent of every child of compulsory school age 
shall cause him / her to receive efficient full-time education suitable: 
(a) to age, ability and aptitude and 
(b) to any special educational needs he/ she may have 
Either by regular attendance at school or otherwise’ 
 
The Law relating to safeguarding 
Section 175 of the Education Act 2002 places a duty on local authorities and governing bodies to 
have regard to guidance issued by the Secretary of State with regard to safeguarding and 
promoting the welfare of children and students under the age of 18. 
 

These requirements are further contained in 

 
• The Education (Pupil Registration) (England) Regulations 2006  
• The Education (Pupil Registration) (England) (Amendment) Regulations 2010  
• The Education (Pupil Registration) (England) (Amendment) Regulations 2011  
• The Education (Pupil Registration) (England) (Amendment) Regulations 2013  
• The Education (Pupil Registration) (England) (Amendment) Regulations 2016  
 

The government expects schools and local authorities to:  
 
• Promote good attendance and reduce absence, including persistent absence;  

• Ensure every pupil has access to full-time education to which they are entitled; and,  

act early to address patterns of absence.  

• Parents to perform their legal duty by ensuring their children of compulsory school age who 
are registered at school attend regularly.  

• All pupils to be punctual to their lessons.  
 

The Admission and Attendance Registers  
The law requires all schools including independent schools to have an admission register and, 
with the exception of schools where all pupils are boarders, an attendance register. All pupils 
(regardless of their age) must be placed on both registers. The proprietor of a school who fails 
to comply with these regulations is guilty of an offence and can be fined. 
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2.0 AIMS – WHY REGULAR ATTENDANCE IS SO IMPORTANT 
 

2.1       To maximise learning: 

2.1.1 Any absence affects the pattern of a child’s schooling and regular absence 

will seriously affect their learning. 

2.1.2 Any pupil’s absence disrupts teaching routines so may affect the learning of 

others in the same class. 

2.1.3 Ensuring your child’s regular attendance at school is your legal responsibility 

and permitting absence from school without a good reason creates an offence 

in law and may result in prosecution. 

2.2        To safeguard children: 

2.2.1 Your child may be at risk of harm if they do not attend school regularly. 

2.2.2 Safeguarding the interests of each child is everyone’s responsibility and 

within the context of this school, promoting the welfare and life opportunities 

for your child encompasses: 

• Attendance 

• Behaviour management 

• Health and safety 

• Access to the curriculum 

• Anti-bullying 

2.2.3 Failure to attend this school on a regular basis will be considered as a 

safeguarding matter. 

 

3.0 PROVISION – STRATEGIES TO HELP PROMOTE REGULAR ATTENDANCE AND 
PUNCTUALITY: 
 

3.1       We will monitor daily attendance and lateness. If there is no valid explanation for 

absences or lateness given, a member of our Admin team will contact parents by phone. 

3.2       If this persistent absence or lateness continues, we will issue you with a warning 

letter. If there is still no improvement or we feel we need to investigate further, we will 

issue you with a letter to invite you to attend a meeting with our EWO (Educational 

Welfare Officer) from Brent to discuss any absences/lateness in detail. 

3.3       Each term, your child will receive a record of their attendance. If their attendance is 

good (96% or above) they will receive a green letter. If their attendance is satisfactory 

(90% - 94.9%) they will receive an amber letter. Poor (89.9% or below) will result in us 

having to issue you a red letter. If your child’s attendance is poor but this is due to 

medical reasons only-we will indicate this on the red letter you receive. 
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3.4       Your child/children’s teacher will report to you termly via parent consultation 

evenings/end of summer term report on how your child is performing in school, what their 

attendance and punctuality rate is and how this relates to their attainment and progress.      

3.5       We will encourage and celebrate good attendance and punctuality by awarding our 

‘attendance cup’ and ‘punctuality pet’ to the class who holds the best attendance and 

punctuality each week (one for each key stage). 

3.6       We will encourage and celebrate good attendance and punctuality by awarding 

certificates and prizes to those pupils who have shown 100% attendance and punctuality 

for the whole of the academic year. 

3.7       We liaise with our EWO at least once a term and will invite you to a meeting if we 

have any concerns about your child’s attendance or punctuality. 

3.8       We will offer our support to improve attendance and punctuality in any way we can. 

3.9       Our Governors monitor attendance to evaluate the effectiveness of the attendance 

policy, which is reviewed every three years. Attendance figures are monitored by the 

Governing Body at Full Governing Body meetings.  

 

4.0 PROVISION – PARENTAL RESPONSIBILITY: 
 
You must support your child to have an attendance of 95% or above. 
 

You can do this by: 
 

4.1       Contacting the school office as soon as possible on the first day of absence; 
 

4.2       Keep us informed each day of absence unless it is an illness which inevitably 

requires a long period of time off from school such as chicken pox.       

4.3       Provide evidence for absence such as appointment letters if an absence is due to 

medical reasons. 

4.4       Help us to help you and your child by making sure we always have an up to date 

number and emergency contact numbers. 

4.5      Contacting school at an early stage and to work with the staff in resolving any 

problems together.  

4.6      Avoiding medical and dental appointments during school time; 

4.7      Only taking your child/children on holiday during the school listed holidays. 

4.8       Discussing the importance of attendance with your child/children and only permitting 

absence if a pupil is genuinely ill. 

4.9 Making an appointment with a member of staff to discuss additional support if you or 

your child are having difficulties that impact on their attendance. 
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5.0 DAILY MONITORING OF ATTENDANCE: 
 

5.1       Every half-day absence from school is 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. 

 
5.2      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 causes. 
 
5.3      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 Brent’s 
Educational Welfare Service 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 to get a mark 

• shopping, looking after other children or birthdays 

• term time leave which has not been agreed.   

5.4      Whilst any child may be off school because they are ill, sometimes they can be 
reluctant to attend school. Any problems with regular attendance is best sorted out between 
the school, the parents and the child.  If your child is reluctant to attend, do not cover up 
their absence or give in to pressure to excuse them from attending.  This gives the 
impression that attendance does not matter and usually makes things worse.  

 
6.0 PERSISTENT ABSENTEEISM: 
 

6.1       A pupil becomes a ‘persistent absentee’ when their absence falls below 95% or 
more across the school year for whatever reason. Absence at this level is doing 
considerable damage to any child’s educational prospects and we need parents’ fullest 
support and co-operation to tackle this. 

 
6.2       We monitor all absence thoroughly. Any case that is seen to have reached the 

Persistent Absentee (PA) mark or is at risk of moving towards that mark is given priority 
and you will be informed of this immediately. 

 
 

6.3       PA pupils are tracked and monitored carefully and our EWO (Education Welfare 
Officer) will be informed immediately.  
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ABSENCE PROCEDURE  
 
If your child is absent without authorisation we will: 
7.0      ABSENCE PROCEDURES: 
 
If your child is absent without authorisation we will: 

 
 

7.1      
Telephone you on the first day of absence if we have not heard from you; 
 

7.2      
Invite you in to discuss the situation with the Assistant  
     Headteacher/ Deputy Headteacher or Head Teacher. 
 
7.3  
      If unauthorised absence continues, invite you to a pre-referral meeting with       
Brent Council’s Education Welfare Officer. 
 

7.3      
Refer the matter to Brent Council’s Education Welfare officer if attendance is  
     below 95% and the majority of absence is unauthorised. 
 

7.4      
Following on from this, the Education Welfare Service can issue you with a     
written warning, a penalty notice or prosecute you in the local magistrates’                       
court. 

 
 

8.0  
PUNCTUALITY PROCEDURES: 

 
Poor punctuality is not acceptable. If your child misses the start of the day, they can miss work and 
vital information and news for the day. Late-arriving pupils also disrupt lessons and feel confused 
and embarrassed as they have not had the extra time to prepare themselves for their lessons or 
talk to their friends. 
 

8.1       
 The school day officially starts at 8:45 am and we expect your child to have  
reached their classroom by this time.  However, as part of our soft start procedures, all 
children are able to enter their classrooms from 8:35am. Children do not have to line 
up, they can go straight to their classrooms where  they will start some soft start work 
with their teacher..  
 

8.2  
Registers are marked by class teachers by 8:45 am. In addition to this, the Kingsbury 
Road gate is locked at this time. Thus, anybody who arrives after this time will have to 
enter by the front entrance and report to the office. Here your child will be entered into 
the late book and receive a red card (indicating they are late) to give to their teacher.  

 
8.3   
 

At 9.15am the registers will be closed.  In accordance with the Regulations, if your child 
arrives after this time, 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 
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unauthorised absence. This may mean that you could face the possibility of a    
Penalty Notice or prosecution if the problem persists. 
 

8.4    
Your child’s class teacher/our office staff/Our Attendance Lead- Mrs McAndrew- will ask 
you to explain any regular patterns of lateness. 
 

8.5     
 

If you are having problems getting your child to school on time, please inform your    
                  child’s class teacher, the office or our Attendance Lead- Mrs McAndrew. 
 

8.6     
If your child has a persistent late record you will be asked to meet with our Attendance 
Leader- Mrs McAndrew- and our Education Welfare Officer from Brent to    
resolve the problem,  

 
 

9.0  
TERM TIME LEAVE: 

 
9.1  

Taking your child out of school during term time will affect your child’s learning and we 
expect parents to help us by not taking children away in school time.  
 
Headteachers may not grant any leave of absence during term time unless there are 
exceptional circumstances. There is no automatic entitlement in law to time off in 
school time. 

 
9.2  

All applications for leave must be made in advance and all decisions are at the  
                 discretion of the headteacher. In making a decision, he will consider the  
                 circumstances of each application individually. 
 
It is important that you understand the circumstances when leave in term time will not be agreed 
by us:  
 

• When a pupil is just starting school. This is very important as your child needs to settle into 
their new environment as quickly as possible. 

 

• Immediately before and during assessment periods (SATS), or any other public examinations. 
 

• When a pupil’s attendance record already includes any level of unauthorised absence. 
 

• Where a pupil’s attendance rate is already below (96%) or will fall to or below that level as a 
result of taking term time leave. 

 

• At the beginning or end of school holidays. 
 

9.4    Any period of leave taken without the agreement of the school, or in excess of that 
agreed, will be classed as unauthorised and we may refer you to Brent Council’s Education 
Welfare Service and you may receive a Formal Warning, Education Penalty Notice or be 
prosecuted in court 
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Summary: 
 
The school has a legal duty to publish its absence figures to parents and to promote attendance. 
Equally, parents have a duty to make sure that their children attend. 
 
All school staff are committed to working with parents and pupils as this is the best way to ensure 
that a high level of attendance and punctuality is achieved and that every child’s welfare and life 
opportunities are promoted. 
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