Monks Abbey Primary School
Attendance and Absence Policy
Aim of this Policy
To support excellent levels of attendance for all pupils and enable them to fulfil their potential at Monks Abbey Primary School.
This policy has been prepared regarding the school’s statutory duties relating to attendance, including those set out in the Department for Education’s statutory guidance entitled Working Together to Improve School Attendance (2024), referred to as the 'DFE Attendance Guidance'.

The Law and Our School
Our school approaches attendance at an individual child level. We recognise that every family’s circumstances are different, and we aim to work collaboratively with families to support their needs. This may include where children have a Special Educational Need (SEN) or emotional barriers affecting their attendance. The school may use its designated case worker from the Emotional Based School Avoidance team and implement the "ladder of need" approach. In such cases, not all absences may be judged as unauthorised.
Where the school does not believe a specific need is causing the absence or a family does not respond to support, the law will be followed. The law states that where a child is a registered pupil at a school and the parent fails to ensure regular attendance, the parent is liable to prosecution under Section 444 of the Education Act 1996.
The parent may be guilty of an offence if they fail to ensure:
· Their child’s regular attendance at a school at which they are registered, or
· That other educational provision is made for their child.
Where a child has not attended regularly, the Local Authority may:
· Issue a Fixed Penalty Notice to parents,
· Bring proceedings for an Education Supervision Order, or
· Prosecute the parents under Section 444.
Non-school attendance includes any unauthorised day a child should be at school, including:
· Unauthorised holidays during term time
· Persistent late arrival beyond the registration period (after 9:00am)
· Frequent unauthorised absences
The Local Authority may issue a fixed penalty fine of either £80 or £160 (per parent) under Section 444B.

Roles and Responsibilities
Governing Board
The governing board has overall responsibility for:
· Monitoring implementation of this policy
· Promoting good attendance through school ethos
· Reviewing attendance data
· Ensuring the policy is non-discriminatory
· Handling complaints related to this policy
· Having regard to KCSIE in safeguarding arrangements
Headteacher and Designated Attendance Champion
Responsible for:
· Overseeing the policy
· Ensuring alignment with statutory guidance
· Reporting attendance data to governors and parents
· Setting attendance targets
· Liaising with the EWO and attendance governor
· Leading School Attendance Panel (SAP) meetings as needed
· Ensuring clear communication with parents about attendance below 90%
· Managing the attendance system and data analysis
· Supervising administrative staff
Staff
All staff must:
· Follow the policy and support pupil compliance
· Ensure fairness and consistency
· Model good attendance
· Use professional judgment for welfare concerns
· Take and accurately record attendance registers



Attendance Officer / family support worker
Miss Zureiqi  
Responsible for:
· Following up unexplained absences with contact or home visits
· Monitoring attendance data weekly
· Following intervention flowcharts
· Informing and recognising improved attendance with families
· Producing termly data for governors
· Managing leave of absence requests
· Reporting persistent lateness to the headteacher
· Coordinating SAP meetings
· Informing the headteacher of pupil removals from roll
Pupils
Pupils must:
· Attend school and agreed activities regularly and punctually
Parents
Parents are responsible for:
· Providing accurate and up-to-date contact information
· Supplying more than one emergency contact
· Updating the school about changes
· Ensuring children attend regularly
· Promoting good attendance
· Reporting absences via Weduc or the school office

How Our School Manages Pupil Absence
Monks Abbey has high expectations for attendance and punctuality. These expectations are regularly communicated to parents and pupils.
· The school opens at 8:50am; pupils should be in class by 9:00am.
· Registers are taken at 9:00am and after lunch.
· Pupils arriving after 9:00am receive a late mark. Late arrivals after register closure may be marked as unauthorised.
· Pupils are encouraged to speak with staff about any attendance-related concerns.

Persistent absence
A Penalty Notice can be issued for persistent absence Section 7 of the Education Act 1996 places a duty upon parents to ensure that their child receives efficient full-time education either by regular attendance at school or otherwise.  Where a child is a registered pupil at a school and the parent fails to ensure that child’s regularly attends school, the parent is liable to be prosecuted for a criminal offence under Section 444 of the Education Act.  In cases where this duty is not being fulfilled Section 444B of the same Act empowers the Local Authority to issue a Penalty Notice or a prosecution.

Rewarding Good and Improved Attendance
To promote and celebrate good and improving attendance:
· Pupils with 95% or higher attendance (for that term) will be entered into a termly raffle with 1st, 2nd, and 3rd prizes.

Unauthorised Absences
Parents are expected to report absences using Weduc, telephone, or email. We may not accept the reason for absence if attendance is trending below 95%.
Frequent unauthorised absence may lead to:
· A Fixed Penalty Notice (£80.00 or £160.00)
· Court proceedings with fines up to £2500
· In serious cases, up to 3 months’ imprisonment

The Process of Being Issued a Fixed Penalty Notice
1. Warning Letter
The school may issue a warning letter when a pupil has accrued, or a parent requests, 4.5 days of unauthorised absence. This enables the school to alert parents before the national threshold for considering a Penalty Notice is reached. The national threshold is 10 sessions (5 school days) of unauthorised absence within a rolling period of 10 school weeks. This can be any combination of unauthorised absence and can span different terms or school years.
2. Further Absences = Notice to Improve
· If absence continues after a warning, a Notoce to improve may be sent. The school submits a request via the Local Authority’s online system.
3. Council Involvement
· The LA issues and manages the fine. The school is notified but plays no role in collection.
	Penalty Notice
	Details

	First Notice in a 3 year period:
	Issued to each parent. 
Charged at £80 if paid within 21 days
£160 if paid within 28 days. 
Further fines through the courts if not paid   

	Second Notice in a 3 year period:
	Issued to each parent. 
Charged at a flat rate of £160 if paid within 28 days. 
As above

	Third Notice in a 3 year period:
	Alternative action should be taken, for example prosecution or other attendance legal interventions. 
Fines per parent are capped at two within any three-year period. If a parent is prosecuted for their child’s non-attendance, they could face a magistrates court appearance, and a fine of up to £2,500 and/or prison. If prosecuted and found guilty the parent would have a criminal record which can affect future situations which require a criminal record to be declared.



Exceptional Circumstances
· The headteacher has sole discretion to authorise absences.
· Employment restrictions and cost of travel are not exceptional.
· Requests must be made in writing at least two weeks in advance.
· Absence will be considered based on educational, emotional, or spiritual significance.
Absence will not be authorised:
· During statutory assessments
· If there are existing unauthorised absences
· If authorised absences already exceed 10%

Illness and Healthcare Appointments
· Appointments should be made outside of school hours where possible.
· Parents must notify the school in advance and provide proof of the specific appointment.
· Children should only miss time necessary for the appointment itself.
· Where the appointment has been paid for privately by the parent it will be at the school’s discretion if this is an authorised absence.
· The school will accept proof from either parent who has legal responsibility of the child and will not seek approval from all members who have parental responsibility.

Performances, Paid Activities and representation such as Semi Professional/ County level
· A license from the LA must be obtained for absences due to performances.
· Pupils must receive a minimum of three hours of education per day of absence.
· Absence will not be authorised if it lowers attendance below 95% or if no license is provided.
· If a child takes part in activities with professional coaching (eg sporting activities) which may go into the school day, the headteacher may agree that the child can attend when their usual attendance is good. 

Religious Observance
· Parents must request absence in advance.
· Absence will be granted only for days officially set aside by a religious body.
· Extended holidays linked to religious observance will not be authorised.

Gypsy, Roma, and Traveller Absences
· Absence will be granted for travel related to occupational purposes.
· Requests must be made two weeks in advance.

SEND and Health-Related Absences
The school will:
· Make reasonable adjustments in line with EHCPs and IHPs
· Secure external support as needed
· Work with families to support reintegration
· Report absences longer than 15 days to the LA
· Develop action plans to reduce barriers
Safeguarding procedures will be followed if absence relates to mental health or neglect.

School Governors
· Attendance issues are reported to the Governing Body each term.
· The Chair of Governors supports consistent application of the attendance policy.

Punctuality
· School starts at 8:50am; registers are at 9:00am.
· Late arrivals without a valid reason will be marked as unauthorised.
· Children should be collected at 3:20pm.
· Repeated late collection may result in meetings with school leadership or referral to safeguarding services.

Safeguarding Children
· Schools must know every child's whereabouts.
· Moving house? Inform the school and provide forwarding information.
· Children whose whereabouts are unknown will be reported to the Local Authority.

Appealing a Decision
· Decisions on authorisation are made by the headteacher.
· There is no right of appeal against a Fixed Penalty Notice.

School Census Data
· The school submits daily attendance data to the DfE.
· Pupils with less than 90% attendance are considered persistently absent.
· Every 1% increase in attendance can lead to a 5-6% increase in attainment.
Note: if DFE percentage levels change, they will supersede those set out in our policy.
Our message is clear: Every Lesson Counts.


This policy was reviewed to take effect September 2026, it will be in place for 3 years or sooner if required. 
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Attendance Protocol
DAY 1 of Absence
Tel call to Contact 1 & 2
DAY 2 of Absence

Tel call to Contact 1 &2
Email & Text to Contact 1

DAY 3 of Absence
Tel call to Contact 1 & 2
Home visit carried out. If no
answer, home visit slip
posted through letterbox

DAY 4 of Absence
Tel call to Contact 1 &2
Afurther home vi

DAY 5 of Absence
Tel call to Contact 1& 2
Child reported to CME
(child missing in education)

20 consecutive school
days of unauthorised
absence (not incuding medical,
your child may lose their
school place.
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Pupil Attendance falls below 91%

Exceptionalcircumstances will be taken into consideration
but these MUST be communicated with the school.
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