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ATTENDANCE POLICY 
 
Mission 
Our values-based school nurtures curiosity and creativity through an inspiring, broad 
and engaging curriculum, where learning is at the heart of all that we do. Our children 
learn to become resilient and self-assured in an environment where safety is 
outstanding. Everyone is challenged and encouraged to thrive and achieve as 
individuals, preparing them for their role as caring and active citizens in modern Britain. 
  
Vision statement  
“Everyone is a learner and every experience is a learning opportunity.” 
 

 
Objectives  
  

 To ensure that every child is safeguarded and their right to education is protected.  

 To ensure the school attendance is high, through rewards and incentives for good 
attendance and punctuality.  

 To raise standards and ensure every child reaches their full educational potential, 
through a high level of school attendance and punctuality.  

 To ensure all the stakeholders, governors, parents, pupils and staff receive regular 
communication, about the importance of good attendance and punctuality.  

 To keep accurate, up-to-date records and have a robust and rigorous system for 
analysing attendance.  

 To identify causes of low attendance/punctuality with individuals, classes and 
groups of pupils and address them.  

 To work with external agencies, in order to address barriers to attendance and 
overcome them.  

 
Commitment to Attendance 
The staff of Maybury Primary School are committed, in partnership with the 
parents/carers, students, governors and the Local Authority, to building a school which 
serves the community and of which the community is proud. We expect that pupils will 
attend 100% of the time, unless the absence is authorised by the Head teacher. 
 
Research clearly demonstrates the link between regular attendance and educational 
progress and attainment. We are committed to encouraging and supporting parents in 
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ensuring their children achieve maximum possible attendance and that any problems 
that prevent this are identified and acted on promptly. 
 
Parent Responsibility and The Law 

The Education Act 1996 Part 1, Section 7 states: 

The parent of every child of compulsory school age shall cause him to receive efficient 
full-time education suitable- 
 
[a]  To his age, ability and aptitude and 
[b] To any special needs he may have (either by regular attendance at school or 
otherwise). 

For educational purposes the term parent is used to include those that have parental 
responsibility and/or those that have the day to day care of the child. 

The legislation that appertains to children who are of compulsory school age and are 
registered at school is contained within this Act. Part V1 Section 444 contains the 
details of when an offence is committed if a child fails to attend school 
 
Under the provision of the Education Act 1996 (s434) and the Student Registration 
Regulations 1995 the school must keep an attendance register. 
 
Any child who is absent from school at the morning or afternoon registration period 
must have their absence recorded as being authorised, unauthorised or as an approved 
educational activity [attendance out of school]. Only the Headteacher or a member of 
staff acting on their behalf can authorise absence. If there is no known reason for the 
absence at registration, then the absence must be recorded in the first instance as 
unauthorised. 

Categorisation of Absence 

Any pupil who is on roll but not present in the school must be recorded within one of 
these categories. 

1.     Unauthorised absence 

This is for those pupils where no reason has been provided, or whose absence is 
deemed to be without valid reason. This includes: 

 Parents/carers keeping children off school unnecessarily 

 Absences which have never been properly explained 

 Looking after other children or birthdays 

 Excessive illness without medical evidence. 
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2.     Authorised absence 

This is for those pupils who are away from school for a reason that is deemed to be 
valid under the Education Act 1996. 

3.     Approved Educational Activity 

This covers types of supervised educational activity undertaken off site but with the 
approval of the school. 

Note: Pupils recorded in this category are deemed to be present for attendance 
returns purposes. 

This would include: 

 Work experience placements 

 Field trips and educational visits 

 Sporting activities 

 Link courses or approved education off site  

 Most types of dual registration  
 
Registration & Lateness 
The school gates open at 8:40, children enter their classrooms to start early morning 
activities. The school day begins at 8.50am. Morning registration will take place at 
8.50am. Parents of children arriving after 8:50 should sign their child in using the 
Inventory system in the front office giving an explanation; children will also be given a 
red late card to take to their teacher.  The registers will remain open until 9.20am. Any 
student who arrives within this period will be marked as late. Any parent arriving after 
this time should sign in at the office with an explanation and will be marked as having 
an unauthorised absence. In cases for example, where the absence at registration was 
for attending an early morning medical appointment, the appropriate authorised 
absence code will be entered. Lateness after the registers are closed can be subject to 
prosecution by the Local Authority Inclusion Team.  

The afternoon registration will be taken at 12:45pm in FS and Year 1 and 1:00pm in 
Year 2 and 1:15pm in KS2. 
 
Escalation Process 
If a child is absent for any reason, it is the responsibility of the parent to notify the 
school. We have an absence procedure which can be found in Appendix 1. 

Ten Days Absence 

Any pupil who is absent without an explanation for 10 consecutive days will be referred 
to Local Authority Inclusion Team and then Pupil Tracking Officer.  
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Children missing out on Education  

Schools also have safeguarding duties under section 175 of the Education Act 2002 in 

respect of their pupils, and as part of this should investigate any unexplained absences.  

All children, regardless of their circumstances, are entitled to a full time education 
which is suitable to their age, ability, aptitude and any special educational needs they 
may have. Local authorities have a duty to establish, as far as it is possible to do so, the 
identity of children of compulsory school age who are missing education in their area.  
A child going missing from education is a potential indicator of abuse or neglect. At 
Maybury Primary school we follow the school’s procedures for dealing with children 
that go missing from education, particularly on repeat occasions, to help identify the 
risk of abuse and neglect, including sexual exploitation, and to help prevent the risks of 
their going missing in future. (See Attendance Checklist appendix 4) 
 
We put in place appropriate safeguarding policies, procedures and responses for 
children who go missing from education, particularly on repeat occasions. It is essential 
that all staff are alert to signs to look out for and the individual triggers to be aware of 
when considering the risks of potential safeguarding concerns such as travelling to 
conflict zones, FGM and forced marriage.  
 
The law requires all schools to have an admission register and an attendance register. 
All pupils are placed on both registers. 
 
We 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;  
• have ceased to attend school and no longer live within reasonable distance of the 
school at which they are registered;  
• have been certified by the school medical officer as unlikely to be in a fit state of 
health to attend school before ceasing to be of compulsory school age, and neither 
he/she nor his/her parent has indicated the intention to continue to attend the school 
after ceasing to be of compulsory school age;  
• 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.  
 
Children Missing Education (CME) policy  
The Surrey Children Missing Education (CME) policy has been updated and published. The 
policy document has been condensed and includes details on the responsibilities of 
parents, schools and the local authority alongside an updated notification process where 
any person or service who is concerned a child/young person is missing education can 
inform the local authority using an online single contact point. 
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https://online.surreycc.gov.uk/esuite/esuite.nsf/openOnlineForm?open&fcunid=1DF74
D3239BA3068802580F0003A845D&aztitle=Children+Missing+Education 
 
The local authority is notified when we delete a pupil from its register under the above 
circumstances. This is done as soon as the grounds for deletion are met, but no later 
than deleting the pupil’s name from the register. It is essential that we comply with this 
duty, so that local authorities can, as part of their duty to identify children of 
compulsory school age who are missing education, follow up with any child who might 
be in danger of not receiving an education and who might be at risk of abuse or 
neglect.  

We inform local authority of any pupil who fails to attend school regularly, or has been 

absent without the school’s permission for a continuous period of 10 school days or 

more, at such intervals as are agreed between the school and the local authority (or in 

default of such agreement, at intervals determined by the Secretary of State) We refer 

children to the Surrey County Council Tracking Officer and or Children’s services.  

Frequent Absence  

Whilst any child may be off school because they are ill, sometimes they can be 
reluctant to attend school. Any problems with regular attendance are discussed 
between the school, the parents and the child.  

The school Local Authority Inclusion Team meets with school staff on a half termly 
basis to discuss attendance concerns.  

In cases where a pupil begins to develop a pattern of absences, the school will try to 
resolve the problem with the parent/s by: 

1. Phone call to parent and issues discussed with student within school. 

2. Letter sent to parents stating concerns.  

3. Meeting at school with the Inclusion Leader or member of the Senior 
Leadership Team. 

If this is unsuccessful the school will refer to the Local Authority Inclusion Service.  

Persistent Absentees 

Children who are persistently absence (e.g. Attendance of 90% or lower) are referred 
to the Local Authority Inclusion Service, and written proof of absence will be required 
by the school, for example an appointment card, prescription or doctors note. A 
penalty notice may be issued where there are 7 unauthorised absences in a 6 week 
school period. Children who fall below 90% are monitored and encouraged to come to 
school everyday through the attendance passport scheme.  

 

https://online.surreycc.gov.uk/esuite/esuite.nsf/openOnlineForm?open&fcunid=1DF74D3239BA3068802580F0003A845D&aztitle=Children+Missing+Education
https://online.surreycc.gov.uk/esuite/esuite.nsf/openOnlineForm?open&fcunid=1DF74D3239BA3068802580F0003A845D&aztitle=Children+Missing+Education
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Failure to ensure regular school attendance  
The Local Authority Inclusion Service may issue a Penalty Notice to parent / carers who 
are failing to secure their Child’s regular school attendance and are not engaging with 
supportive measures to improve attendance proposed by the school or the Local 
Authority Inclusion Service. Before a Penalty Notice is issued, parents will be warned of 
their liability to receive such a notice.  
 
 
Grant for Exceptional Leave of Absence 
The school holiday dates are published a year in advance and to ensure child/ren do 
not miss out on their education during term we ask parent  to take due consideration 
of these prior to booking a holiday. Holidays during term time will not be authorised. 
We expect that pupils will attend 100% of the time, unless the absence is authorised by 
the Head teacher. 
 
Parents are not entitled to leave of absence for their child/ren as a right and this will 
only be granted in exceptional circumstances, e.g. for compassionate reasons, and once 
the  Head Teacher has considered: 
 
• the child’s record of attendance. 
• if leave of Absence is granted it shall not exceed five school days in any one 

year, as agreed by the school’s governing body.  
• the time of the leave, ensuring that it would not prevent the child from missing 

any important examinations/assessments/school events. 
 
Leave of absence, for exceptional circumstances, will not be granted if additional leave 
is taken either side of this time without previous approval. Proof of flights or other 
documentation supporting the request must be produced if asked for. 
 
Any savings that you think you may make by taking a holiday in school time are offset 
by the cost to your child’s education. It is widely known that the link between a 
student’s attendance and attainment is irrefutable. 
 
Where a parent wishes to request a leave of absence, a formal request must be made, 
in writing, to the Head Teacher who will consider the application on behalf of the 
Governors. 
 
If a leave of absence is taken without prior authorisation by the school, it will be 
recorded as an unauthorised absence and the Local Authority Inclusion Service will be 
notified. 
 
Penalty Notices: 
 
Absences during mock SATS and SATS examinations will not be authorised. 
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Penalty notices may be issued for periods of unauthorised leave of absence of 5 days or 
more, each parent is liable to receive a penalty notice for each child who is absent. 
 
The Inclusion Service, acting on behalf of Surrey County Council may also issue a 
Penalty Notice as an alternative to the prosecution of a parent/carer for their child’s 
unauthorised absence from school and requires the recipient to pay a fixed amount. 
 
The amount payable on issue of a Penalty Notice is £60 per parent/carer, if paid within 
21 days of receipt of the notice, rising to £120 if paid after 21 days but within 28 days. 
Failure to pay the Penalty notice will result in you be served a summons to appear at 
the Magistrates Court.  
 
Circumstances when a Penalty Notices may be issued:  
 
Penalty notices may be issued for periods of unauthorised leave of absence of 5 days or 
more, each parent is liable to receive a penalty notice for each child who is absent. 
 
A Penalty Notice may be issued to parents/carers who are failing to secure their child’s 
regular school attendance and are failing to engage with supportive measures to 
improve attendance proposed by the school or the Local Authority Inclusion Service. 
  
In these circumstances, a warning will not be given where it can be shown that parents 
had previously been warned that such absences would not be authorised, through our 
newsletters and on our website policies, and that they will be liable to receive a Penalty 
Notice if they persist in taking the unauthorised leave of absence. 
 
Pupils identified by police and the Local Authority Inclusion Service engaged on Truancy 
Patrols and who have incurred unauthorised absences may also receive warning 
notices from the school. The parents’ failure to engage with supportive measures 
proposed by the school or the Local Authority Inclusion Service will be a factor when 
considering the issue of a Penalty Notice. 
 
Unauthorised absence will include late arrival after the close of registration without 
good reason. 
 
With the exception of unauthorised leave taken in term time, parents will be sent a 
formal warning of their liability to receive such a notice before it is issued. 
 

 
Inclusion Officer (Local Authority- formally known as EWO) 
The Inclusion Officer employed by the local Authority monitors the attendance of all 
children on a regular basis. The Inclusion Officer (IO) will work with school staff and 
parents to promote good attendance and investigate reasons for absence. 
 
If attendance problems cannot be resolved by school then the school will make a 
referral to the Inclusion Officer. The Inclusion Officer will try to resolve the situation 
but if attempts to improve attendance have failed, but unauthorised absence persists, 
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the Inclusion Officer can use sanctions such as parenting contracts, penalty notices and 
prosecution. 
 
Failure to ensure regular school attendance, under section 444 of the Education Act 
1996, could result upon conviction in a magistrate’s court, to a fine not exceeding 
£2500 or a term of imprisonment not exceeding three months, or both. 
 
Rewards  
 
A golden ticket is awarded to the class/es with the highest attendance. At the end of 
each term an attendance prize is awarded to the class with the winning golden ticket.  
Children with 100% attendance for the term and less than 8 lates are invited to attend 
a golden tea party with the Headteacher.  
 
 
Promoting attendance  
 
Maybury Primary School encourages regular attendance in the following ways: 
 

 by marking registers accurately and punctually during morning and afternoon 
registration.  If pupils arrive at the school office after the the morning bell, a late 
‘mark’ will be recorded.  If a child arrives late (after 9.20am) it will be recorded as 
late ‘absence’ and counted as an unauthorised absence, without a verbal or written 
explanation from the parent/ carer. Late pupils are recorded in the office using 
Inventory and red cards are issued.   If you are phoning to inform the school that 
your child is going to be late, someone is collecting your child or he/she has been 
absent, you will be asked to identify yourself with a unique password. 

 by informing parents at termly parent evenings the attendance percentage for their 
child and celebrating good attendance in newsletters.  

 by celebrating good and improved attendance through weekly golden ticket 
presentations in assembly, golden tea parties for children will 100% attendance. by 
monitoring pupils, informing parents/carers, in writing, of irregular attendance, 
arranging meetings with them if necessary, and referring the family to The Local 
Authority Inclusion Officer if the irregular attendance continues. 
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Appendix 1- Absence 
Checklist
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Appendix 2 – Attendance Codes 
 
All students must be given a registration mark each day. There are two sessions that 
require a registration mark.  
 
The following national codes will be used to record attendance information. 

CODE DESCRIPTION MEANING 

/ Present (AM) Present 

\ Present (PM) Present 

B Educated off site (NOT Dual 
registration) 

Approved Education Activity 

C Other Authorised Circumstances 
(not covered by another 
appropriate code/description) 

Authorised absence 

D Dual registration (i.e. pupil 
attending other establishment) 

Approved Education Activity 

E Excluded (no alternative provision 
made) 

Authorised absence 

G Family holiday (NOT agreed ) Unauthorised absence 

I Illness (NOT medical or dental etc. 
appointments) 

Authorised absence 

J Interview Approved Education Activity 

L Late (before registers closed) Present 

M Medical/Dental appointments Authorised absence 

N No reason yet provided for absence Unauthorised absence 

O Unauthorised absence (not covered 
by any other code/description) 

Unauthorised absence 

P Approved sporting activity Approved Education Activity 

R Religious observance Authorised absence 

S Study leave Authorised absence 

T Traveller absence Authorised absence 

U Late (after registers closed) Unauthorised absence 

V Educational visit or trip Approved Education Activity 

W Work experience Approved Education Activity 

X Untimetabled sessions for non-
compulsory school-age pupils 

Not counted in possible 
attendances 

Y Enforced closure Not counted in possible 
attendances 

Z Pupil not yet on roll  Not counted in possible 
attendances 

# School closed to pupils Not counted in possible 
attendances 
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Appendix 3- Application for leave of absence for exceptional circumstances 

 
As parents, you have a legal responsibility to ensure your child’s attendance at school. 
Holidays should only be taken during the school holiday period. All pupils are expected 
to attend 100% of the time unless the absence is authorised by the Headteacher. 
During the academic year, pupils are at school for 190 days and at home for 175 days. 
 
Please complete and fill in this form if you want the Headteacher to consider your 
request for your child’s leave of absence for exceptional circumstances. If you take your 
child out of school without the approval of the school, you may be liable to receive a 
Penalty Notice for failing to ensure you child’s regular school attendance. We may ask 
for proof to back up your request. 
 
In accordance with the above Regulations, requests for leave of absence are treated 
sympathetically, but only in exceptional circumstances can they be approved.  
 
A  Penalty Notice may be issued to parents/carers who are failing to secure their child’s 
regular school attendance and are failing to engage with supportive measures to 
improve attendance proposed by the school or the Local Authority Inclusion Service. 
  
Penalty notices may be issued for periods of unauthorised leave of absence of 5 days or 
more, each parent is liable to receive a penalty notice for each child who is absent. 
 
 
If the absence exceeds 20 days, your child’s name will be removed from the school 
roll and you will have to reapply for a place on your return. 
 
The Penalty Notice is £60 per child per parent/carer, if paid within 21 days or £120 if 
paid after 21 days but within 28 days. Failure to pay the Penalty Notice will result in you 
being served a summons to appear at the Magistrates Court. 
 
Please be aware that each parent is liable to receive a Penalty Notice for each child 
who incurs unauthorised absences, for example, if there are two parents and one child, 
each parent will receive a Penalty Notice. If there are two parents and two children 
incurring unauthorised absences, each parent will receive two Penalty Notices, which in 
this case would amount to £120 each if paid within 21 days. 
 
The Headteacher will consider the reasons for the request carefully, taking into account 
the effect on the continuity of your child’s learning and your child’s overall attendance 
rate, and then may authorise up to five days of absence. The Headteacher will notify 
you of the decision within five days. 
 
For further information, please refer to our School Attendance Policy. 
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Name of child: Class: 

I am applying for leave of absence for my child for ……………………………………………………………. 

from: to: 

Number of school days:  

The exceptional circumstances for which the leave is requested: 
 
 
 
 

Has your child already had leave of absence in this school year?        YES / NO 

If YES, please give dates and details: 
 
 
 
 

I also have children at…  
 
 

    

Signed:       (Parent/Carer) Date: 

 

 
   7th September 2018 

To be completed by the Headteacher 

Child’s attendance level over the last 190 sessions (6 months):  

Having considered your request carefully, my decision is that leave of absence is: 

Approved  The absence will be recorded as authorised. 

Not approved  The absence will be recorded as unauthorised. 

Explanatory notes: 
 
 
 
 
 
 
 
 
 

Signed: (Headteacher) Date: 



   
 

 

Attendance policy 
 

15 

Dear Parent and carers,  
 
I am writing to make you aware of the school procedure for children who have 
unexplained absences from school.  
 
There have been public cases in the past where schools have not chased up the reasons 
as to why children are off of school. It has then transpired that there have been tragic 
circumstances around these absences, e.g. illness of a parent and a child unable to seek 
help.  
 
We will do everything we can to prevent such situations occurring as I am sure you 
would agree that your child’s safety is paramount to us all.  
 
If your child is not going to be in school please call the office on 01483 763272 or email 
the school on info@maybury.surrey.sch.uk to report their absence. Please do this 
before 9am on the first day of the absence and subsequent days. 
  
If we have not heard from you by 9:30am we will send a text asking you to notify why 
your child is absent.  
 
If we have not heard by 12pm we will then start to call all the contact numbers that you 
have provided in order to gain an explanation for the absence.  
 
If we still have not been able to ascertain where your child is then we may make a 
home visit. However if we still haven’t been able to get a response then we may report 
it to the police as your child will then be classed a ‘missing child’. 
  
This procedure is to ensure that we know where your child is and that you are all safe. 
Please let us know in good time why your child is absent from school.  
 
Could you also ensure the school has at least two emergency contacts details for your 
child on our school record, it is your responsibility to update the school office if your or 
other family members contact details including address and telephone numbers 
change.  
 
Many thanks  
 
Mrs Merritt  

mailto:info@maybury.surrey.sch.uk


 

 

 

 
 
 

 

 

Attendance 
Information for 

Parents 
 
  

Walton Road, Woking, Surrey.  
GU21 5DW 

Tel: 01483 763272 
www.maybury.surrey.sch.uk 

  

  

  

  
Maybury Primary School 

Walton Road 
Woking 
Surrey 

GU21 5DW 
  

Phone: 01483 763272 
  

www.maybury.surrey.sch.uk 
  

  

  

  

  

  

  
If you require any  

  
further information on 

  
 attendance please 

  
contact the school  

  
office 

  
01483 763272 
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What does regular attendance mean? 
Regular attendance means that your child must: 
 Attend school every day unless there are justified 

reasons 
 Arrive at school on time – registration is 8:50am 
  
Examples of Authorised and  
Unauthorised Absence  
Authorised  

 genuine illness of pupil (proof may be requested)  

 hospital or dental appointment for the pupil if no 
alternative time available (proof may be 
requested)  

 death of a close relative  

 religious observance (1 day) (faith of the parents / 
carers)  

  
Unauthorised  

 shopping trips  

 birthday treats  

 oversleeping due to late night  

 looking after other children or parental sickness  

 holidays in school time  

 death anniversary  
The school endeavours to work with all parents/ carers 
to ensure good attendance. The head teacher will be 
pleased to discuss any aspect of this leaflet, and 
support parents and carers where necessary.  
 
Every school day counts!  
  
  

  
 
 
 
 
 
 
 
 

Can I take my child out of school for another reason? 
It is not in your child’s best interest to miss any 
schooling.  Children attend school for 190 days of the 
year, leaving 175 non-school days. All pupils are 
expected to attend 100% of the time unless the 
absence is authorised by the Headteacher. 
 
   
What action should I take if my child is too unwell to 
attend school? 
All absences must be reported to the school office by 
9.00am on a daily basis.  
 
The school follows the recommendations from the 
Health Protection Agency regarding infection e.g 
sickness & diarrhoea 48hours away from school from 
the last episode of sickness or diarrhoea. 
  
Maybury Primary School uses a ‘1st day 
calling/texting’ system. If your child is absent and we 
have not  received notification a call/text will be made 
to you. 
  
If my child is late for school what should I do? 
The gates open at 8:40, children go into class to start 
their Early Morning Activities. Registration starts at 
8.50am in classrooms. If a child arrives after 8.50am 
you must sign using Inventory sign in located at school 
office. Any child arriving after 8.50am will be given a 
red late card to give to their teacher. 
 
 
  
 

  
 

Will I be made aware if my child’s attendance is a 
concern? 
Yes, at parents’ evening in Autumn and Spring terms 
which will indicate if your child’s attendance is a 
concern. In the Summer term you will receive your 
child’s report which will indicate if your child’s 
attendance is a concern.  
If it is of concern you will be contacted by the school 
to discuss this. If there is no further improvement, 
you will be referred to the Local Authority Inclusion 
Officer. 
  
The requirements of the law  
By law, schools must record absences and the reason 
for these absences. If your child is not in school for 
any reason, please let either the school know in 
advance or ring the school office before 9.00 a.m. on 
the first day of the absence.  
Where possible, all appointments should be made 
during holidays and after school.  
Parents and carers must provide reasons for absences 
and the school must decide whether or not they 
justify authorisation, according to the government 
guidelines.  
Only the Headteacher can officially authorise an 
absence. The Educational Welfare Officer makes 
regular checks on attendance and will meet with 
parents and carers when required.  
  
Penalty notices may be issued for periods of 
unauthorised leave of absence of 5 days or more. 
The amount payable on issue of a Penalty Notice is 
£60 per parent/carer per child, if paid within 21 days 
of receipt of the notice, rising to £120 if paid after 21 
days but within 28 days. 
Failure to pay the Penalty notice will result in you be 
served a summons to appear at the Magistrates 

Court.  
 
 
 

LATE 


