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Introduction

Good attendance at school is essential for a pupil’'s education, as success at school starts with
being present and punctual. Research demonstrates the link between regular attendance and
educational progress and attainment. Parents have a legal duty to ensure their children are at
school, on time, every day that the school is open - unless the reason for the absence is
unavoidable.

At Hilldene Primary School, our expectation is that every child’s attendance should be 96% or
above, which is in line with National standards. To meet this expectation across the year they must
not be absent for more than 7 days out of the 190 mandatory days the school must be open for.

e Minimum attendance of 96% (7 days absence per year) means that during primary years the
child will miss more than a term of education.

e |[f attendance is between 90-96% (8-20 days absence per year) it means that during primary
years the child will miss 2 or more terms of education.

e |[f attendance is between 85-90% (20-30 days absence per year) it means that during
primary years the child will miss over a year of education.

Along with good attendance, good punctuality is essential in order to avoid missing valuable
learning time. Every second counts and, by being late as little as 5 minutes a day adds up to
significant amount of lost learning time during the course of the academic year. The school closely
monitors the lateness and punctuality of children for patterns. Where the school has concerns, this
will be discussed with the Parents / Carers.

Below is a graph showing how arriving late to school every day over a school year adds up to lost
learning time.
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eI 65 Days Lost | X

5 Minutes 10 Minutes 15 Minutes 20 Minutes 30 Minutes
Late Late Late Late Late

(Over one academic year)
Undoubtedly good school attendance and punctuality are essential for children to succeed and

thrive. This policy sets out expectations for school attendance, the support provided and how we
can work together, improving choices and chances for the children as they strive to be better.
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1. Aims

This policy aims to show our commitment to meeting our obligations with regards to school
attendance, including those laid out in the statutory guidance on Working together to improve school
attendance from the Department for Education (DfE). We aim to achieve this through our
whole-school culture and ethos that values good attendance, which includes:

Setting high expectations for the attendance and punctuality of all pupils

Promoting good attendance and the benefits of good attendance

Reducing absence, including persistent and severe absence

Ensuring every pupil has access to the full-time education to which they are entitled
Acting early to address patterns of absence

Building strong relationships with families to make sure pupils have the support in place to attend
school

Promoting and supporting punctuality in attending school on time.

2. Legislation and guidance

This policy is based on the DfE’s statutory guidance on Working together to improve school
attendance and School attendance parental responsibility measures. The guidance is based on the
following pieces of legislation, which set out the legal powers and duties that govern school
attendance:

Part 6 of the Education Act 1996



https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
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Part 3 of the Education Act 2002
Part 7 of the Education and Inspections Act 2006
The School Attendance (Pupil Registration) (England) Requlations 2024

The Education (Penalty Notices) (England) (Amendment) Regulations 2013
The Equality Act 2010

It also refers to:

School census guidance

Keeping Children Safe in Education

Mental health issues affecting a pupil's attendance: guidance for schools
Ofsted’s 2025 framework toolkit

3. Roles and responsibilities

3.1 The Governors

The governing board is responsible for:

Take an active role in attendance improvement, support their school(s) to prioritise attendance, and
work together with leaders to set whole school cultures

Ensure school leaders fulfil expectations and statutory duties. Use data to understand patterns of
attendance, compare with other local schools, identify areas of progress and where greater focus is
needed.

Provide school staff with comprehensive training on attendance procedures.

3.2 School’s Responsibilities:

Schools are expected to:

Share data and information electronically with the local authority, using schools MIS to ensure
pupils who are not attending are monitored and tracked for safeguarding purposes.

Have a clear school attendance policy which all staff, pupils and parents understand.

Develop and maintain a whole school culture that promotes the benefits of high attendance in
line with the school’s attendance policy.

Accurately complete admission and attendance registers and have effective day to day
processes in place to follow-up absence in line with DfE legal guidance.

Have robust daily processes to follow up absence including safeguarding visits when a child
has not been seen and parental contact has been unsuccessful.

Regularly monitor and analyse attendance and absence data to identify pupils or cohorts that
require support with their attendance and put effective strategies in place.

Build strong relationships with families, listen to and understand barriers to attendance and
work with families to remove them. LBH School Attendance Policy 2025/2026 Page 5 of 6

Work collaboratively with other schools in the area, sharing good practice and strategies and
involve the local authority, and other partners when absence is at risk of becoming persistent
or severe


https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2024/208
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/mental-health-issues-affecting-a-pupils-attendance-guidance-for-schools
https://www.gov.uk/government/publications/school-inspection-toolkit-operating-guide-and-information
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Providing the local authority with the details of pupils who the school believes will miss 15
days consecutively or cumulatively because of sickness

3.3 Parents’ Responsibilities:

Where this policy refers to a parent, it refers to the adult the school and/or local authority decides is
most appropriate to work with, including:

All natural parents, whether they are married or not

All those who have parental responsibility for a child or young person

Those who have day-to-day responsibility for the child (i.e. lives with and looks after them)
Parents are expected to:

Make sure their child attends every day and on time

Call the school to report their child’s absence before 8.40am on the day of the absence and advise
when they are expected to return. Follow up calls/ home visits may be made by the school
administration team during the period of absence.

Provide the school with at least 2 emergency contact numbers for their child.

If the child is in the Early Years Foundation Stage, provide more than 2 emergency contact
numbers, where possible.

Ensure that, where possible, appointments for their child are made outside of the school day. If
appointments are in the school day, proof of appointments must be shared with school staff.

If your child is absent prior to, or following, a school holiday you may be required to provide medical
evidence. Acceptance of the evidence provided is at the school’s discretion.

Keep to any attendance contracts that they make with the school and/or local authority
Only request leave of absence in exceptional circumstances and do so in advance
4. Reporting Absence

The pupil’s parent must notify the school of the reason for the absence on the first day of an
unplanned absence by 8.40am, or as soon as practically possible, by calling the school office staff,
who can be contacted via telephone 01708 342453 and/or email office@hilldene.havering.sch.uk

4.3 Planned absence

Attending a medical or dental appointment will be counted as authorised as long as the pupil’s
parent notifies the school in advance of the appointment and proof of appointment is provided.

We encourage parents to make medical and dental appointments out of school hours where
possible. Where this is not possible, the pupil should be out of school for the minimum amount of
time necessary.

The pupil’s parent must also apply for other types of term-time absence as far in advance as
possible of the requested absence. See section 5 .

Holidays taken during term time will not be authorised

4.4 Lateness and punctuality

A pupil who arrives late:

Before the register has closed will be marked as late, using the appropriate code

After the register has closed will be marked as absent, using the appropriate code

4.5 Following up unexplained absence


mailto:office@hilldene.havering.sch.uk
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Where any pupil we expect to attend school does not attend, or stops attending, without reason, the
school will:

Call the pupil’s parent on the morning of the first day of unexplained absence to ascertain the
reason. If the school cannot reach any of the pupil’s emergency contacts, the school will visit the
home.

Call the parent on each day that the absence continues without explanation, to make sure proper
safeguarding action is taken where necessary.

In the event where school may be concerned for the safety or welfare of the child/family or if a
reason for absence has not been given, the school may conduct a home visit. Home visits may be
repeated during a period of absence.

Where relevant, report the unexplained absence to the pupil’s social worker and/or youth offending
team officer.

Where appropriate, offer support to the pupil and/or their parents to improve attendance.

Identify whether the pupil needs support from wider partners, as quickly as possible, and make the
necessary referrals.

4.6 Reporting to parents

The school will regularly inform parents (see the definition of ‘parent’, as used in this policy, in
section 3.7 above) about their child’s attendance and absence levels: autumn and spring term
parents’ Evenings and End of Year reports. Where attendance is causing concern, parents will be
contacted to advise current levels of attendance and offer support.

5. Absences During Term Time

The Education (Pupil Registration) (England) (Amendment) Regulations 2024 explanatory note,
regulation 11 sets out how a pupil can be given leave of absence from a school maintained by a
local authority or a special school not maintained by a local authority. The main changes from the
2006 Regulations are the addition of specific provisions for giving leave of absence for a job
interview or admission interview (paragraph (4)), to study for a public examination (paragraph (5)),
as part of an agreed part-time timetable (paragraphs (6) to (8)) and to enable attendance outside
the school premises for certain educational activities (paragraphs (9) and (10)).

Leave of absence taken without authorisation may be referred to the Education Welfare Team. This
may result in prosecution proceedings, or a Fixed Penalty Notice. If a Fixed Penalty Notice is
issued, a separate notice would be issued to each parent for each child.

Leave of absence will only be granted where the Headteacher considers it is due to ‘exceptional
circumstances’. Parents will be informed within 7 school days as to whether the request has been
authorised or unauthorised.

If you are planning to take leave during term time you must complete a ‘leave of absence’ request
form (found at the end of this policy) or a copy via the school office. If a request is refused and the
parent/carer decides to take their child out of school the details will be passed onto the Local
Authority and a Penalty Notice may be issued.

Please note that if your child is absent either before or after a school holiday, you may be required
to provide medical evidence. Failure to do so will result in the absence being unauthorised and you
may incur a Fixed Penalty Notice.

There are approximately 195 school days (390 sessions) a year which your child is expected to
attend. There are also approximately 71 days (142 sessions) of school holidays. This is over 13
school weeks.


https://www.legislation.gov.uk/uksi/2024/208/regulation/11/made
https://www.legislation.gov.uk/uksi/2024/208/regulation/11/4/made
https://www.legislation.gov.uk/uksi/2024/208/regulation/11/5/made
https://www.legislation.gov.uk/uksi/2024/208/regulation/11/6/made
https://www.legislation.gov.uk/uksi/2024/208/regulation/11/8/made
https://www.legislation.gov.uk/uksi/2024/208/regulation/11/9/made
https://www.legislation.gov.uk/uksi/2024/208/regulation/11/10/made
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Fines for Parents Taking Children Out of School

In the majority of cases, schools and local authorities will try and provide support to help you
improve your child’s attendance first, but if this isn’t effective or the absence is for unauthorised term
time holiday, parents may face paying a fine.

It's the responsibility of the local authority to decide when to issue fines to parents. However, under
the national rules, all schools are required to consider a fine when a child has missed 10 or more
sessions (5 days) for unauthorised reasons. From August 2024, the fine for school absences across
the country will be £80 if paid within 21 days, or £160 if paid within 28 days.

In the case of repeated fines, if a parent receives a second fine for the same child within any
three-year period, this will be charged at the higher rate of £160. Fines per parent will be capped to
two fines within any three-year period. Once this limit has been reached, other action like a
parenting order or prosecution will be considered.

If you’re prosecuted and attend court because your child hasn’t been attending school, you could
get a fine of up to £2,500. Further information for parents and carers regarding Fines can be found
here.

6. Promoting attendance

We want our pupils to succeed and develop their skills. To do this, pupils need to be in school as
much as possible. As a school, we want to reward high attendance and not just penalise pupils for
poor attendance.

e Awarding individual certificates at any time for improved attendance

e Awarding individual certificates to children who have 100% attendance and punctuality for
each term.

e Having a class reward if the class achieves their attendance target.

e Birthday lunch pass - if a birthday is a school day - the child receives a lunch pass to go to
lunch first with a friend.

9. Monitoring Attendance

The Department for Education requires all Local Authorities to have in place a framework that
enables a strategic oversight for school attendance for all schools including academies and
independent schools. This guidance has been introduced to ensure schools are embracing a whole
school approach to early help and interventions to promote and support School Attendance in line
with: DfE Guidance 2024 ‘Working together to improve school attendance’ Working together to
improve attendance is based around successfully treating the root causes of absence and removing
barriers to attendance, at home and in school. More broadly it requires schools and local partners to
work collaboratively with families.

The school monitors pupil attendance half termly in accordance with the Absence Escalation and
Support Process (see Appendix 3). Parents will be supported to improve their child’s attendance.


https://educationhub.blog.gov.uk/2024/08/19/fines-for-parents-for-taking-children-out-of-school-what-you-need-to-know/
https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
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The School and the Local Authority work together to:

MONITOR

Rigorously use attendance data to identify patterns of poor attendance (at individual and cohort
level) as soon as possible so all parties can work together to resolve them before they become
entrenched.

EXPECT

Aspire to high standards of attendance from all pupils and parents and build a culture where all
can, and want to, be in school and ready to learn by prioritising attendance improvement across
the school.

LISTEN AND UNDERSTAND

When a pattern is spotted, discuss with pupils and parents to listen to understand barriers to
attendance and agree how all partners can work together to resolve them.

FACILITATE SUPPORT

Remove barriers in school and help pupils and parents to access the support they need to
overcome the barriers outside of school. This might include an early help or whole family plan
where absence is a symptom of wider issues.

FORMALISE SUPPORT

Where absence persists and voluntary support is not working or not being engaged with, partners
should work together to explain the consequences clearly and ensure support is also in place to
enable families to respond. Depending on the circumstances this may include formalising support
through a parenting contract or education supervision order.

ENFORCE

Where all other avenues have been exhausted and support is not working or not being engaged
with, enforce attendance through statutory intervention or prosecution to protect the pupil’s right to
an education.

10. Monitoring arrangements

This policy will be reviewed as guidance from the local authority and/or DfE is updated, and as a
minimum [insert frequency] by [name/job title of individual]. At every review, the policy will be
approved by the full governing board.

11. Links with other policies

This policy links to the following policies:
Child protection and safeguarding policy
Behaviour policy

Supporting pupils with medical conditions
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Appendix 1: attendance codes

The following codes are taken from the DfE’s guidance on school attendance.

Code

C1

J1

Definition Scenario

Present (am) Pupil is present at morning registration
Present (pm) Pupil is present at afternoon registration
Late arrival Pupil arrives late before register has closed

Attending a place other than the school

Pupil is attending a place other than a school
at which they are registered, for educational
provision arranged by the local authority

Attending education provision
arranged by the local authority

Attending an educational visit or = Pupil is on an educational visit/trip organised

trip or approved by the school
Participating in a sporting Pupil is participating in a supervised sporting
activity activity approved by the school

Pupil is on an approved work experience

Attending work experience
placement

Pupil is attending a place for an approved
educational activity that is not a sporting
activity or work experience

Attending any other approved
educational activity

Pupil is attending a session at another setting

Dual registered where they are also registered

Absent — leave of absence

Participating in a regulated Pupil is undertaking employment (paid or
performance or undertaking unpaid) during school hours, approved by the
regulated employment abroad school

Medical/dental appointment Pupil is at a medical or dental appointment

Pupil has an interview with a prospective

Interview employer/educational establishment


https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
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Pupil has been granted leave of absence to

S
Study leave study for a public examination
X Not required to be in school Pupl! of non-compulsory school age is not
required to attend
c2 Part-time timetable Pupil is no_t in school due to having a
part-time timetable
c Exceptional circumstances Pupil has been granted a leave of absence

due to exceptional circumstances

Absent — other authorised reasons

Pupil is a ‘mobile child’ who is travelling with
their parent(s) who are travelling for
occupational purposes

T Parent travelling for
occupational purposes

Pupil is taking part in a day of religious

R Religious observance
observance
I lliness (not medical or dental Pupil is unable to attend due to illness (either
appointment) related to physical or mental health)
Pupil has been suspended or excluded from
E Suspended or excluded school and no alternative provision has been

made

Absent — unable to attend school because of unavoidable cause

Pupil is unable to attend school because the
Q Lack of access arrangements local authority has failed to make access
arrangements to enable attendance at school

Pupil is unable to attend because school is
not within walking distance of their home and
the transport normally provided is not
available

Y1 Transport not available

Pupil is unable to attend because of
Y2 Widespread disruption to travel = widespread disruption to travel caused by a
local, national or international emergency

Pupil is unable to attend because they
Y3 Part of school premises closed cannot practicably be accommodated in the
part of the premises that remains open

10



Y4

Y5

Y6

Y7
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Whole school site unexpectedly
closed

Criminal justice detention

Public health guidance or law

Any other unavoidable cause
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Every pupil absent as the school is closed
unexpectedly (e.g. due to adverse weather)

Pupil is unable to attend as they are:
e In police detention

e Remanded to youth detention, awaiting
trial or sentencing, or

e Detained under a sentence of detention

Pupil’s travel to or attendance at the school
would be prohibited under public health
guidance or law

To be used where an unavoidable cause is
not covered by the other codes

Absent — unauthorised absence

Holiday not granted by the
school

Reason for absence not yet
established

Absent in other or unknown
circumstances

Arrived in school after
registration closed

Pupil is absent for the purpose of a holiday,
not approved by the school

Reason for absence has not been
established before the register closes

No reason for absence has been established,
or the school isn’t satisfied that the reason
given would be recorded using one of the
codes for authorised absence

Pupil has arrived late, after the register has
closed but before the end of session

Administrative codes

Prospective pupil not on
admission register

Planned whole-school closure

Pupil has not joined school yet but has been
registered

Whole-school closures that are known and
planned in advance, including school
holidays

1



Attendance and Punctuality Policy Hillaene

Primary

Appendix 2: Havering First Day Calling Process

&¢ Havering
LINERTTS LONDON BOROUGH
Guidance - First Day Calling
1. Get registers in promptly
Listen to absence calls, read absence emails

Bring together registers, ‘lates’ register, absence calls, any other information you might have
about the absence of a child — produce the list of children absent with no explanation.

4. Consider a double check in school before you start calling, ensure information on registers is
accurate.

5. Start first day calling for children absent without explanation, call everyone on the contact list
until you get an answer. Leave messages if there is a voicemail option. If you have text
message systems use them — but follow up with phone calls. There may be an overseas ring
tone — is the family abroad?

Once contact is made, stop this ‘first day calling’ process - Continue to manage the
unauthorised absence, using the attendance processes.

Call the contact list at least twice.

By this stage, if you have a good contact list (4 numbers recommended) you probably have a

reply.
8. If no reply at all from anyone on the contact list for the child

- Does the child have additional agency support, such as a social worker?
- Do you have any in-school intelligence?
- Does anyone in school know the family?

No explanation from a supportive family is very worrying — so don't just concentrate on
children who you already know to be vulnerable.

9. Make a prompt (same day) home visit.

10. Where there is a concern that a child’s safety or well-being is at risk, it is essential to take
action without delay. If there is an immediate concern that a child is at risk of significant
harm, a referral to the Local Authority Children’s Social Care MASH should be made . If
there is reason to suspect a crime has been committed, the police should also be contacted.
If there is no immediate concern for the child, a referral to your attendance team will be

required. If there is no response after a further 24 hours of trying to make contact to allow for
family emergencies, contact the Local Authority Children’s Social Care MASH Team.

MASH (and police, as appropriate) will triage your request and may carry out a welfare call
as a result.

Havering CSC and Hsis Safeguarding Advisors September 2026

12
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Appendix 3: Hilldene Primary Absence Escalation and Support Process

96% Expected Attendance

We create a welcoming environment supporting all children to
feel a sense of belonging and achieve well through good school
attendance.

Below 95% Attendance

Parents/Carers are made aware of declining attendance.

Eary intervention/supponrt offered as a preventative measure.

Half termly review (point 4)

@ Below 90% Attendance
Serious concems regarding attendance raised.
Letter sent to parents and meeting with parents arranged.
Bariers explored and support plan agreed.

Half termly review (point 4 and 5)

( y A review meeting is scheduled for the following half term. If
attendance improves: continue to monitor and provide support until
improvement is sustained.

If there is no improvement, or attendance has decreased further: letter
sent to parents and a contract is considered. Early Help Support to be
offered. Continued intemal support provided.

‘ 5 iA further review meeting is scheduled for the following half term. If
attendance improves: continue to monitor and provide support until
improvement is sustained.

If there is no improvement, or attendance has decreased further:
review the contract and all support.

Referral to Havering Education Welfare Officer EWO for further
intervention and support.

13
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