
                             Manor Park Primary Academy                            

Attendance Policy 

 

 
Aims & the Importance of Attendance  
 
The Governors and Staff at Manor Park Primary Academy believe that good attendance is essential if children                 
are to take full advantage of all that school offers and gain the educational and social skills necessary for life. 
The aim of this policy is to create a partnership by which governors, staff, pupils, parents and the Borough                   
School Attendance Service (BSAS) can promote outstanding attendance, can monitor regular attendance, and             
intervene at an early stage to identify and rectify any problems which arise in order to avoid educational                  
disadvantage to any pupil.  
 
 
Punctuality  
 
At Manor Park Primary Academy we feel it is essential that children make a positive start to the school day. If                     
children are late they often miss vital instructions and learning and they can also disrupt the class.  
 

● The school gates are opened at 8.30am and children can come into school at the following times: 
 

● Foundation stage: between 8.40am and 8.55am 
Year 1: between 8.40am and 8.55am  
Year 1 (Spring term onwards) 2,3,4,5 and 6: 8.30am and 8.55am 

 
● The school day begins at 8.55am. Registers are taken at 8.55am. Any child entering school after 8.55am                 

must report to the office and will receive a late mark in the register if they arrive after 8.55am.  
 

● Registers close at 9.25am. Pupils arriving after this time will be officially absent for the morning session.                 
This will be considered an unauthorised absence unless a satisfactory reason is given, for example a                
doctor’s appointment.  

 
● The Senior Leadership Team and the Office Attendance Officer monitor lateness regularly. The school              

will make contact with parents / carers where there is a pattern of lateness or where a child arrives late                    
for school several times over half a term.  

 
● Parents/carers should note that children who arrive late after 9:20am (KS2) and 9:25 (KS1) are given a ‘U’ 

code, which is the equivalent of an unauthorised absence and this will affect the child’s attendance 
figures. Therefore Fixed penalty notices may be issued to parents/carers whose children persistently 
arrive after this time. 

 
 Legal Responsibility for Attendance  
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It is the responsibility of the parent or carer to get their children to school and on time (Section 444(1) Education                     
Act 1996). In light of this, parents/carers are required to follow and understand these procedures if their child is                   
ill and unable to come to school:  
 

● Parents / carers must contact the school office by telephone on the first day of absence before 10am.                  
Appropriate codes will be entered in the registers and on Arbor. If your child has had sickness or                  
diarrhoea it is important they stay home for at least 24 hours. 

 
● If no message has been received by 10am the office staff will  

 
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 

 
The morning session will be recorded as unauthorised until a valid reason is obtained, while any further                 
sessions will be given appropriate absence codes. If there is no reply within 2 weeks it is marked as an                    
unauthorised absence 

 
● Parents/carers must send a written explanation of a child’s absence when they return to school or have                 

explained it fully via telephone to a member of the office staff.  
 
Teachers and office staff will be available to discuss reasons for absence with children/parents/carers as               
appropriate. Additionally please talk 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. 
 
 
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 many 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 okay. 
 
Monitoring Attendance & Rewards System  
 
Our Office Attendance Leader monitors attendance data regularly and provides reports to the Senior Leadership               
Team. They will contact parents/carers whose child’s absence causes concern (at amber or red level) to discuss                 
how things can be improved.  
 
The school uses the following guidance with parents and pupils; as an incentive to maintain outstanding levels                 
of gold and silver attendance, termly stickers are used as part of the school’s rewards system. Annual 100%                  
Attendance Certificates and an enamel pin badge are also issued at the beginning of the following year (except                  
for Year 6 which are issued at the end of the summer term) to reward children with excellent attendance: 
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Special Authorised Absence  
 
Holidays should be taken during the school holiday periods and the school's policy is that absence for holidays                  
will not be authorised during term time. If parents take their child on holiday during term time, a Fixed Penalty                    
Notice may be issued by the Local Authority. 
 
Parents must apply in writing, preferably at least one month prior to the date, to the Executive                 
Principal/Principal, should they wish to take their child / children out of school for any reason during term time.                   
The Executive Principal/Principal only authorises absence during term time in exceptional circumstances. The             
expected return date must be specified and adhered to. Absence after this date will be unauthorised.  
 
Exceptional Circumstances 

Applications under exceptional circumstances will be considered on a case by case basis and may likely be                 
refused. The exceptional circumstance should be of unique and significant emotional, educational or spiritual              
value to the child which outweighs the loss of teaching time.  

Example of what might constitute exceptional circumstances include: 

● Close family illness.  
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 School Action 
Gold and  
Silver 

Your child’s absence is above 98% (100% Gold) 
They are absent less than 6 days in a school year. 
They are likely to achieve the best levels for their ability by the end              
of EYFS/KS1/KS2 

Very good and excellent 
attendance is 
acknowledged through 
silver and gold attendance 
stickers given each term 

Green Your child’s absence is above 96% - <98% 
They will probably achieve the best levels for their ability by the end             
of  EYFS/KS1/KS2 

School will closely monitor 
attendance and celebrate 
any improvement 

Amber Your child’s absence is above 90- <96 %  
They are missing up to 20 days in each school year- a full month! 
This amount of absence will make progress difficult and reduce their           
level of success. 
Attendance needs to improve 

Attendance will be 
monitored and the 
attendance officer will be 
liaising ( could be a 
meeting) with family to 
ensure improvements are 
made 

Red Your child’s absence is less than 90% 
They are missing at least 1 or 2 days a fortnight; this is the same as                
nearly 15months throughout their time at Manor Park Primary.         
Over a year of their education at MPPA.  
Missing this amount of time will make it extremely difficult for them            
to keep up in lessons and make progress. 
You need to take action! As a parent or carer, you could face a fine               
or court action. 

Meeting with the 
attendance officer and 
senior manager will be 
held. Attendance will be 
expected to improve 
straight away. The BSAS 
and other external services 
may be involved for 
support and to ensure 
improvements. 



● Attending the wedding of a close family member (not parents as it is expected parents plan weddings in                  
school holidays) 

● Interviews or auditions,  
● 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 considered where an official letter is brought into the office 
which states that children should be in attendance. 

 

Special authorised absences cannot routinely be approved beyond a total of 10 days across any academic year                 
and not more than twice in a child’s time ( once in FS/KS1 and once in KS2) at Manor Park Primary. Any absence                       
beyond this limit will be considered unauthorised unless the Principal has chosen to use discretion on                
compassionate grounds.  

 
The Executive Principal/Principal, in consultation with the governing body of the Academy Trust, may use               
statutory powers under the Education Act, including the issuing of Fixed Penalty Notices, where appropriate.               
The Borough School Attendance Service may also instigate legal proceedings under Section 444(1a) of the               
Education Act if appropriate.  
 
Special Authorised Absence is never authorised during Year 2 or Year 6 (due to KS SATS and assessment).                  
Parents are reminded of this through our newsletters. If parents take their child on holiday during Year 2 or Year                    
6 a Fixed Penalty Notice may be issued.  
 
Following a special authorised absence, if a child does not return to school 10 days after the expected agreed                   
return date, the school reserves the right to remove their name from the school roll. The resulting vacancy will                   
be filled according to the school's normal admission procedures 
 
Other unauthorised absence 
 

A parent/carer/sibling being unwell is not a reason for absence and parents/carers must endeavour to make                
arrangements for their children to be brought to school and be collected. The school will direct parents/carers                 
to external support which may be available and offer help and support as far as practicable if this is a long term                      
condition. 
 
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. 
 

 
 
Medical or Dental Appointments 
 

Absence from school due to a medical or dental appointment will be considered as an authorised absence.                 
Parents/carers are requested to provide written confirmation of these appointments. If appropriate, the child              
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should return to school after the appointment. Parents/carers are encouraged to make all medical              
appointments out of school hours.  
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. 
. 
What happens if there are concerns about attendance 
 
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 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 receptionist),a copy of a prescription or taking prescribed medicine containers into               
the office for the attendance officer to verify that medical evidence has been produced.  
 
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 medical evidence is not consistently produced this then may be referred                  
to the Senior Leadership Team 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. 
 
Where a pupil incurs a certain level of unauthorised absence and there is a level of concern, the case may be                     
referred by the Principal to the Borough School Attendance Service who will advise and support parents on the                  
pupil's attendance difficulties and if no improvement is made, may use statutory powers under the Education                
Act, including the issuing of Fixed Penalty Notices, where appropriate. The Borough School Attendance Service               
may also instigate legal proceedings under Section 444(1a) of the Education Act if appropriate. 
 
 
Child Missing Education 
 

If parents do not provide information about a child’s absence and the school cannot make contact with them                  
within 20 school days, then a child is considered to be a Child Missing Education. This means the local authority                    
has a legal duty to carry out investigations, which will include liaising with Children’s Services, the Police and                  
other agencies, to try to locate a missing child/children.  
  
 
 
 
 
 
 
 
Responsibilities 
 
The Class teacher is responsible for: 

● Ensuring that the registers are completed accurately at the beginning of each session; 
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● 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                

outstanding attendance. 
 
 
 
The Borough Attendance Officer  
 
The BSAS officer works in liaison with the school to check and monitor the attendance of pupils at Manor Park                    
Primary Academy. She carries out regular register checks to identify children with low attendance (usually below                
90%) She works with the school to improve attendance and may issue fixed penalty fines if attendance support                  
meetings held by the school do not improve attendance (see concerns about attendance above). 

 
The Governors 
 
The Governors are responsible for monitoring the attendance of pupils annually and the Link Governor for 
attendance meets with the Senior Leader responsible for attendance, usually termly. 
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