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COVID19  
 
Times shown below regarding school start times and late arrival 
procedures are subject to change during Covid 19 restrictions. 

 
 Mission Statement 

 
At Monkwick Infant School and Nursery we aim to create a happy, secure and 
caring environment where all children are valued and encouraged to achieve 
their full potential. It is therefore our intent to ensure that pupils attend school 
regularly in order that they take full advantage of the educational opportunities 
available to meet our aims. 
 
At Monkwick Infant School we recognise the importance of good attendance and 
as such we employ an attendance officer to analyse all pupils’ attendance weekly 
and to give family support and challenge in raising attendance levels. 
Our attendance officer is Mr Harvey. 
 

School Attendance and the Law 
 

Under the 1996 Education Act, parents and carers are responsible for ensuring 
their children attend school regularly and punctually. Failure to do so could result 
in legal action being taken against them by the Local Authority. 
 
The register is a legal document and schools must, under the Education (Pupil 
Registration) Regulations 2006 take a register at the start of the morning session, 
and again during the afternoon session. Since September 2006, schools have 
been required to use statutory registration codes that can be found by pasting 
this link into your browser: 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/atta
chment_data/file/739764/Guidance_on_school_attendance_Sept_2018.pdf 
 
Under the Education (Pupil Registration) Regulations 2006, only the school (and 
not parents/carers) can authorise an absence. Where the reason for a pupil’s 
absence cannot be established at the time the register is taken, that absence 
shall be recorded as unauthorised. If a reason for absence is provided by the 



parent/carer, the school may decide to grant leave of absence which must be 
recorded as authorised using the appropriate national code. 
 
Amendments to the 2006 regulations now make clear that Head teachers may 
not grant any leave of absence during term time unless there are exceptional 
circumstances. The Head teacher will determine the number of school days a 
child can be away from school if the leave is granted. Monkwick Infant and 
Nursery School will no longer authorise any term time holidays unless the 
request for leave is exceptional.  
If a holiday is taken without prior permission from the school, or where the 
request for leave was not agreed, the absence will be recorded as unauthorised. 
This may result in legal action being taken against the parent/carer by the Local 
Authority or Attendance Solutions working on behalf of the school. 
 
Under the Education Pupil Registration Regulations 2006 (R12) deletions from 
the School Roll must be reported to the Local Authority, Attendance Compliance 
Team by the school giving reasons for that pupil’s removal when deleted. 
 
In compliance with the Education Act 436A (Chapter 2 Part 6) the school will, 
after making appropriate checks, report all children missing from education to the 
Local Authority, Attendance Compliance Team who have a duty to investigate 
the whereabouts of such children and negotiate their prompt return to suitable 
education. 
 

 
Roles Responsibilities and Procedures 

 
School 

 School will register the children twice daily and this data is stored 
electronically. 

 Registration will take place from 8.45 until 8.55 

 Parents are expected to notify school to inform of a child’s absence before 
9.00am on the first day of absence and update the school on each 
subsequent day of absence. There is an answer phone to receive 
messages if the school is busy. If this is not done school will contact the 
parent/carer requesting a reason for pupil absence from the first day from 
10.00am. 

 Absence will be recorded as unauthorised if no reason is given of a 
medical cause. 

 School will regularly track pupil attendance through register reviews, the 
use of persistent absence tracking sheets and discussions at pupil 
progress meetings. Class teachers will consider attendance of their class 
when reviewing data and in particular where this identifies an issue with a 
group of pupils, e.g. those pupils receiving pupil premium. Attendance will 
be a focus of senior management team meetings each half term and at all 



full governors meetings. Concerns will be raised with the schools 
attendance officer and family support worker weekly.  

 School will work with their attendance partner, ‘Attendance Solutions’. The 
school will liaise with ‘Attendance Solutions’ who will contact parents / 
carers to discuss attendance concerns when appropriate and issue 
penalty notices on behalf of the school for continuing absence and 
unauthorised term time holidays. 

 School attendance data will be tracked to see where the main core 
attendance of pupils is, we will look at data with and without pupils with 
severe medical needs and those being supported on pastoral support 
programmes or other social or academic needs. 

 Where pupils with severe emotional and behavioural difficulties are 
supported by a pastoral support programme this will be agreed by a range 
of different professionals. It will be reviewed fortnightly and documented 
with parents. It will always be planned with the intention of the pupil being 
in school for as much time as they can cope with, and will increase rapidly 
as soon as targets have been achieved. 

 

 An informal reminder is given to parents where attendance is beginning to 
cause concern. In the first case this will come from the Attendance Officer 
and be recorded in the register. If a child’s absence continues to fall 
parents are then contacted by the school attendance officer and asked if 
school can help them to improve the child’s attendance. The school will 
then send a letter to parents alerting them to the fact that their child’s 
attendance is giving concern and that they may be contacted by 
‘Attendance Solutions’. 

 The school attendance officer or ‘Attendance Solutions’ and school will 
request a school attendance meeting to work with the parent/carer to offer 
support and improve attendance. 

 Where a child’s attendance continues to be a concern and falls below 90% 
the Attendance Officer will discuss options for intervention with the Head 
Teacher, family support worker, SEN coordinator and class teacher. 
Attendance will be tracked weekly and reported to the Head Teacher. 
These children are since September 2015 deemed to be persistently 
absent and medical evidence for absence may be requested. 

 

 If attendance fails to improve and the criteria is met the school will work 
with ‘Attendance Solutions’ to take statutory action to bring about a child’s 
regular attendance in school. The school will be able to evidence that 
interventions have been put in place to try and support the family to have 
improved attendance. 

 

 Parents/carers are given information about the importance of good 
attendance at induction meetings, on the website and in the prospectus. 
Good attendance is celebrated visually to help increase awareness of its 
importance.  



 

 If a child is removed from the school the school must be notified in writing. 
Absence for five days with no contact made between the parent/carer and 
school means the child can be registered as ‘missing from education’ and 
the ‘Attendance Compliance Team’ may be involved. 

 
 

 
Action taken to promote good attendance 

 Regular reminders to parents/carers through newsletters, induction 
meetings, SEN and multiagency meetings. 

 Certificates and prizes awarded for 98-100% attendance at the end of 
each term. Weekly certificates issued to the class with the best 
attendance which are displayed.  

 A weekly raffle is held for all pupils who have attended and been on 
time all week. Each class is awarded with a prize. A special raffle prize 
is awarded at the end of the summer term for pupils with 100% 
attendance. 

 Support and information given by the family support worker through 
appointments in school or made by visiting the family home. 

 Support given to families where getting pupils to school is difficult due 
to isolation, illness or challenging circumstances. School will discuss 
with parents / carers options in getting a student to school where need 
has been identified with the head teacher. Where attendance does not 
improve a referral to social care may be needed if there is concern 
about this being due to ‘neglect’. 

 
 
 

Parents/carers 
 Parents will inform the school either verbally or in writing for any pupil 

absence before 9.00 on the first day. 

 Parents will submit a request for leave application to the Headteacher to 
be considered in exceptional circumstances.  

 There is an expectation that parents will work with school and/or 
‘Attendance Solutions’ and The ‘Attendance Compliance Team’ to resolve 
any attendance issues 

 Parents may be asked to provide medical evidence where a child’s 
attendance is repeatedly causing concern over health issues. School may 
ask the school nurse to advise or support a family in this case. 

 Parents/carers to ensure their children arrive at school punctually. If 
children are late after 8.55 the late book must be signed giving a reason 
for lateness. If lateness is persistent it will be followed up by a letter from 
school and if necessary by the family support worker. The ‘U’ code will be 
used where lateness is after 10.00am 

 



Pupils 
 Pupils will be told of the importance of good attendance in helping them to 

learn. They are given support to overcome barriers to good attendance 
either medical, or emotional. 

 
 
 
 
Essex County Council ‘Attendance Compliance Team’. 
 Works within locally based Area Attendance Teams, multi-disciplinary 

teams, schools and families to promote good attendance. 

 Carries out statutory duties on behalf of the Local Authority to ensure 
parents/carers fulfil their legal requirements in relation to school 
attendance 

 
The school may refer a pupil to The ‘Attendance Compliance Team’ where 
attendance remains a concern following school intervention. The ‘Attendance 
Compliance Team’ will work with schools and families to address attendance 
issues. However, if attendance fails to improve, legal action may be taken 
against parents/carers 

 
 
 
Attendance Targets 

 
Each school has an annual attendance target set by governors. It is expected 
that the whole school community will work together to achieve this target. It is our 
intention to communicate this target to parents on the website and through 
newsletters. 
 
Attainment is strongly linked to attendance, and research has shown that if pupils 
are to achieve their full potential, they must attend school regularly.  
 
 
 
 
 
 
 
 


