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The Mulberry Primary School 
Attendance Policy 

 

 

1. Introduction 
 

1.1 We expect all children on roll to attend every day that the school is in session, as long as 
they are fit and healthy enough to do so. We do all we can to encourage the children to 
attend and put in place appropriate procedures. We believe that the most important 
factor in promoting good attendance is the development of positive attitudes towards 
school. To this end we strive to make our school a happy and rewarding experience for all 
children. We will reward those children whose attendance is very good. We will also make 
the best provision we can for those children who, for whatever reason, are prevented 
from coming to school. We will also work with parents and guardians to remind them of 
their statutory duty regarding attendance. 

 

1.2 Under the Education (Pupil Registration) Regulations 1995 the governing body are 
responsible for making sure the school keeps an attendance register that records which 
pupils are present at the start of both the morning    and the afternoon sessions of the 
school day. This register will also indicate whether an absence was authorised or 
unauthorised. 

 

2. Definitions 
 

2.1 Authorised absence 
 

 An absence is classified as authorised when a child has been away from school for a 
legitimate reason and the school has received notification from a parent or guardian. 
For example, if a child has been unwell and the parent writes a note or telephones the 
school to explain the absence.  Evidence may be requested to support prolonged 
absence from school. 

 Only the school can make an absence authorised. Parents do not have this authority. 
Consequently not all absences supported by parents will be classified as authorised. 
For example, if a parent takes a child out of school to go shopping during school hours, 
day trips or holidays in term time that have not been agreed then absence will not be 
authorised. 

 

2.2 Unauthorised absence 
 

 An absence is classified as unauthorised when a child is away from  school without the 
permission of both the school and a parent. 

 Unexplained absences or no evidence provided to support absence if requested. 

 The absence is unauthorised if a child is away from school without good reason, even 
with the support of a parent. 

 

3. If a child is absent 
 

3.1 When a child is absent unexpectedly, the class teacher will record the absence in the 
register, when the register is submitted the office staff will endeavour to contact a parent 
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or guardian. 

3.2 Parents should inform the school on the 1st day of each absence and provide evidence 
where appropriate to explain the absence. 

 
3.2.1 A note may be sent to the school prior to the day of absence. For   example, if a child 

has a medical appointment, a letter from the hospital or appointment card should 
be produced. 

 
3.4 If there is any doubt about the whereabouts of a child, the office staff or class teacher will 

notify the safeguarding and attendance officer. The safeguarding  and attendance officer 
will then continue to attempt to contact the parent or guardian, in order to check on the 
safety of the child. If unsuccessful LA protocols for CME are followed. 

 

4. Requests for leave of absence 
 

4.1 The school expects that parents take their family holiday in the normal school holiday 
periods. School Holiday dates are advertised in the school newsletter, website and 
brochure. The school does not authorise holidays during school term time. If parents and 
guardians persist in taking a holiday with their child during school term time then the 
school will mark the absence as unauthorised and may request a Fixed Penalty Notice fine 
to be issued when the criteria for this has been met. 

 

5. Long-term absence 
 

5.1 When children have an illness that means they will be away from school for over five days, 
the school will do all it can to send material home, so that they can keep up with their 
school work. 

 

5.2 If the absence is likely to continue for an extended period, or be a repetitive absence, the 
school will contact the support services, so that arrangements can be made for the child to 
be given some tuition outside school. 

 

6. Repeated unauthorised absences 
 

6.1 The safeguarding and attendance officer will contact the parent or guardian of any child 
who has an unauthorised absence.  If a child has a repeated number of unauthorised 
absences, the parents or guardians will be asked to visit the school and discuss the 
problem with the safeguarding and attendance officer and/or the Deputy Head Teacher. If 
the situation does not improve, the safeguarding and attendance officer will then refer to 
the EWO who will arrange a meeting with the parent/guardian in school and seek to 
ensure that they understand the seriousness of the situation. 

 

6.2 A pupil becomes a ’persistent absentee’ when they miss 10% or more of schooling across 
the school year for whatever reason. Attendance is monitored thoroughly and 
Parent/carers are notified if their child is at risk of becoming a ‘persistent absentee’ and 
the possibility of a Fixed Penalty Notice Fine being issued to them. 

 

6.3 The governors, supported by the LA, reserve the right to consider taking legal action 
against any parents or guardians who repeatedly fail to accept their responsibility for 
sending their children to school on a regular basis. 
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Children Missing Education (CME) 

 

The school has the responsibility for notifying the LA (EWS) of those students that are potentially CME 
(Children Missing Education). 

 
Where children have been absent from school for 10 days, and the absence has not been  authorised, 
school will have used a range of strategies within that time to ascertain the reason for absence; 

 Telephone calls to all contact numbers on record. 
 Asking class teacher/other staff/other parents. 
 Visits by school staff. 

 
In the event of no contact with the family being established by the above action and the whereabouts of 
the student remains unclear a referral should be made to EWS after 10 days unauthorised absence (UA). 

 
For students subject to a Child Protection Plan, or who are Children in Care, this should be done after 5 
days. 

 

7. Lateness 
 

The school day starts at 8.50am in KS2 and 8.55am in EYs and KS1 and we expect all children to be in 
school at that time. Registers are marked at 9.00am and any child not present then will be given a late 
mark. At 9.25am the registers will be closed. If a child arrives after that time, they will receive a mark that 
shows them to be on site but will count as an unauthorised absence for the morning session. If a child has 
a persistent late record and unauthorised absences as a result of it, the Parent/Carer will be asked in to 
meet with the Deputy Head Teacher and/or safeguarding and attendance officer. 

 
 

8. Rewards for good attendance 
 

8.1 All the children who have 100% attendance in any one term will receive an excellence 
certificate for attendance, awarded at the last assembly of the term. Weekly class best 
attendance certificate, end of year trips and other rewards as appropriate in KS1. In KS2 
children who have 100% attendance in a month receive a 100% Attendance sticker and 
100% in any one term they receive a 100% Attendance Pencil. 

 

8.2 There are special medals and rewards for any children who have 100%  attendance for a 
whole year in KS1. 

 

9. Attendance targets 
 

The school sets attendance targets each year. These are agreed by the senior staff and governors. The 
attendance targets are shared with the LA School Improvement Advisor and are in line with government 
and OFSTED requirements. The targets are challenging yet realistic and based on attendance figures 
achieved in previous years. The school considers carefully the attendance figures for other similar schools 
when setting its own targets. 

 
 

10. Monitoring and review 
 

10.1 It is the responsibility of the governors to monitor overall attendance and they will request 
an annual report from the Headteacher.  The governing body also has the responsibility 
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for this policy and for seeing that it is carried out. The governors will therefore examine 
closely the information provided to them and seek to ensure that our attendance figures 
are as high as they should be. 

 

10.2 The school will keep accurate attendance records on file for a minimum period of three 
years. 

 

10.3 Class teachers will be responsible for monitoring attendance in their class and for following 
up absences in the appropriate way. If there is concern about a child’s absence, they will 
inform the safeguarding and attendance officer immediately. If there is a longer-term 
general worry about the attendance of a particular child, this will be reported to the 
Deputy Headteacher, who will contact the parents or guardian. 

 
10.5 This policy will be reviewed by the governing body every two years, or earlier if considered 

necessary. 

Appendix 1 
 

COVID 19 attendance information and procedures September 2020 – July 2021 The Mulberry Primary is 
committed to ensuring all eligible pupils attend our school. This document is an appendix to our existing 
Attendance Policy and will identify the COVID 19 arrangements for the academic year September 2020 
until the end of July 2021. Unless further revisions or guidance is received from the government. 

 
Safeguarding remains integral to our school and as a result, we will apply the same stringent approach to 
ensuring all eligible pupils attend school daily. 

 
Whilst we understand that school attendance is mandatory from the start of the autumn term 2020, there 
are some circumstances where pupils cannot attend school due to coronavirus (COVID-19). To make sure 
at The Mulberry, we record this accurately and consistently, we have made changes to the attendance 
registers to add a new category of non-attendance – ‘not attending in circumstances related to coronavirus 
(COVID-19)’. 
This category will only be used to record sessions that take place in the 2020 to 2021 academic year where 
a pupil does not attend because their travel to, or attendance at, school would be: 

- contrary to guidance relating to the incidence or transmission of coronavirus (COVID-19) from 
Public Health England (PHE) and/or the Department of Health and Social Care (DHSC)3 

- prohibited by any legislation (or instruments such as statutory directions) relating to the incidence 
or transmission of coronavirus (COVID-19) 

In line with Government guidance, no parent will be penalised for following official public health advice for 
their child not to attend a given session, this new category of non- attendance will not count as an 
absence (authorised or unauthorised) for statistical purposes. 

 
Attendance codes 

From the beginning of the new academic year, we will return to using the attendance and absence codes 
in use before the outbreak, in addition to the new category of ‘not attending in circumstances related to 
coronavirus (COVID-19)’: 

- pupils not attending a session who meet the criteria for ‘not attending in circumstances related to 
coronavirus (COVID-19)’ will be recorded using code X 

- We will continue to use code X for non-compulsory school aged pupils who are not expected to 
attend a session, as they did before the outbreak 

 

The following are examples in which ‘not attending in circumstances related to coronavirus 
(COVID-19)’ could apply 
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A) Pupils who are required to self-isolate as they, or a member of their household, has symptoms or 
confirmed coronavirus (COVID-19) 

 
Pupils who have symptoms will self-isolate and get a test. If a pupil tests negative and if they feel well and 
no longer have symptoms similar to coronavirus (COVID-19), they can stop self-isolating and return to 
school. If the pupil remains unwell following the test (such as with a different illness), then they will be 
recorded as code I – illness, as would usually be the case. Code X will only be used, up until the time of the 
negative test result. 

 
If a pupil tests positive, they will continue to self-isolate for at least 10 days from the onset of their 
symptoms. They will only be allowed to return to school if they do not have symptoms other than a cough 
or loss of sense of smell or taste (anosmia). This is because a cough or anosmia can last for several weeks 
once the infection has gone. Code X will be used for the period of self-isolation until the test. After the 
pupil tests positive they will then be recorded as code I (illness) until they are able to return to school. 

 
If someone in the pupil’s household has symptoms, the household will be required to self- isolate and the 
member of their household should get a test. If the member of the household tests negative, the pupil can 
stop self-isolating and will be required to return to school. Code X will only be used up until the time of 
the negative test result when the pupil can return to school. 
 
If the household member tests positive, the pupil will continue self-isolating for the full 14 days from 
when the member of their household first had symptoms. Code X, again will be used during this period. 

 
In all cases of self-isolation, we will ask parents to inform us as soon as possible about the outcome of a 
test. We will not require evidence of negative test results or other medical evidence before admitting or 
welcoming them back after a period of self-isolation. 

 
B) Pupils who are required to self-isolate because they are a close contact of someone who has 
symptoms or confirmed coronavirus (COVID-19) 

 
Pupils who do not have symptoms themselves but may be required to self-isolate if they are a close 
contact of someone with coronavirus (COVID-19). The NHS test and trace guidance states that a person 
should self-isolate for 14 days if they have had recent close contact with a person who has tested positive 
for coronavirus (COVID-19). 

 
In the event of a confirmed coronavirus (COVID-19) case in school we, along with the local health 

protection team, will provide advice on who this applies to, advise them to self- isolate for 14 days since 
they were last in close contact with the person that has tested positive when they were infectious. Code X 
will be used for these pupils during this period. 

 
C) Pupils who are required by legislation to self-isolate as part of a period of quarantine 

 
View this alongside guidance on how to self-isolate when you travel to the UK. As usual, we request that 
parents should plan their holidays within school breaks and avoid seeking permission to take their children 
out of school during term time. Families should also consider that their child may need to self-isolate 
following trips overseas that require a period of quarantine. If a pupil is required to be in quarantine on 
arrival in, or return to, the UK, code X will be used in the register. 

 

D) Pupils who are clinically extremely vulnerable in a future local lockdown scenario only 

 
View this alongside guidance on shielding and protecting extremely vulnerable persons from Covid-19. 
Shielding advice for all adults and children paused on 1 August 2020. This means that even the small 
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number of pupils who will remain on the shielded patient list can return to school, as can those who have 
family members who are shielding. We will work closely with parents and carers of these pupils to ensure 
that when they are in school all reasonable safety precautions are in place. 

 
Should rates of COVID cases rise in our area, children still on the shielding list (or family members still on 
the shielding list), may be contacted by the government and advised to stay at home and shield during the 
period where rates remain high. Families will receive a letter if they are required to shield again, parents 
will be asked to share this with the school. Non-attendance in accordance with guidance from PHE or the 
DHSC in these cases will be recorded as code X. 

 
Local lockdown 

If rates of the disease rise in our area we may need to prevent some pupils from attending. The Mulberry 
Primary will follow PHE or DHSC guidance on what measures are necessary in the event of local lockdown. 
If we have to limit attendance to certain groups, ‘not attending in circumstances related to coronavirus 
(COVID-19)’ - code X - will be used for pupils who are asked not to attend. 

 
Remote education 

If a pupil is not attending due to circumstances related to coronavirus (COVID-19), we will immediately 
offer access to remote education. We will keep a record of, and monitor engagement with this activity. 

 
Data collection 

Collection of school attendance data as part of the school census will resume in January 2021, collecting 
data for the autumn term 2020. Subject to the necessary legislation being made, from January 2021, the 
census will collect attendance codes in addition to absence   codes. 

 
Arrangements for Following Up Pupils’ Absence 

The Mulberry primary will continue to apply the same arrangements identified in our Attendance Policy 
and Safeguarding Policy to check upon the welfare of our pupils when they do not attend school. 
 
Phone calls will be made home on the first day of absence and then every other day thereafter, unless 
there is a particular safeguarding concern. 
 
This appendix will be reviewed as and when Government advice on attendance and attendance registers 
changes. 

 
National Lockdown 2 January 2021 

In a national lockdown The Mulberry Primary will follow PHE or DHSC guidance. Most Children are not able 
to attend school and will be marked with the X code - not attending in circumstances related to 
coronavirus. 

 
Vulnerable children and key worker children who have been offered a place in school Will be marked as 
present and if they are not in they will have a C code in the Register (authorised absence). 

 
Remote education 

If a pupil is not attending school due to the national lockdown, they will have access to a quality remote 
education offer. 

 
Arrangements for Following Up Pupils’ Absence 

The Mulberry primary will continue to apply the same arrangements identified in our Attendance  Policy 
and Safeguarding Policy to check upon the welfare of our pupils when they do not attend online learning 
lessons. 
 
Phone calls will be made home on the first day of absence and then every other day thereafter, unless 
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there is a particular safeguarding concern when contact may be more regular. Families will be assisted, 
with devices or advice, wherever possible to access online learning. 


