
 

 

            

            

            

            

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ATTENDANCE POLICY 
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Motcombe School 

Flying high together 



Our School Vision 

  

"To build a learning community that cares for and values everyone, where promoting 

confidence through creativity, challenge and high expectations leads to enjoyment and 

success for all!" 

 

Our School Values 

 

1. Motcombe School is a community where children feel safe. Individuality for all is 

nurtured and valued; diversity is celebrated and all members feel able to meet their 

full potential, through the joy of life-long learning. 

 

2. Children at Motcombe School have the right to the highest quality of teaching, which 

embraces all learning needs and is committed to raising academic standards and 

emotional growth. 

 

3. We acknowledge that we live in an ever-changing world and are committed to 

preparing and empowering children to communicate well and fulfil their responsibilities 

as British and global citizens, whilst developing the ability to use all available 

technologies, in a safe and secure environment. 

 

4. We promote respect for self and others, fostering qualities of initiative, creativity, 

growing independence and self-confidence, co-operation and self-motivation 

through the delivery of a relevant and challenging curriculum that acknowledges the 

need for health in both mind and body. 

 

5. We are committed to supporting staff in their personal and professional development. 

 

 

Ethos 

Our school ethos is our shared vision and common sense of purpose. As an Infant School 

we recognise that it is a privilege to work with children at the start of their school career 

and as infant practitioners we have a strong understanding of the need to balance social 

and emotional maturity with academic ambition and plan learning that supports 

development of both.  This ethos aims to guide the day to day life and development of 

the school and strongly influence the ‘feel’ of the school. 

Equal Opportunities 

 

At Motcombe we believe that all children, regardless of first language, disability, race, 

gender, cultural or socio-economic background, should receive equal access to the full 

school curriculum. 

 

 

Disability Statement 

 

Motcombe is proud to be an inclusive school. We are able to offer access to the full 

curriculum for children who have a physical disability.  

 

We have easy access into the main part of both buildings and have accessible toilet 

facilities.  

 

As with any additional needs the school works closely with parents and appropriate 

outside agencies. 



The staff of Motcombe School are committed, in partnership with the parents, pupils, 

Governors and the Local Authority, to building a school which serves the community and 

of which the community is proud. 

 

School staff, together with the Authority believe that all pupils benefit from regular school 

attendance.  We will encourage and support parents/carers in ensuring their children 

maximise their educational opportunities through regular attendance and that any 

difficulties that impact upon attendance are identified and acted upon promptly. 

 

Expectations 

 

We will expect that all pupils will: 

 Attend school regularly. 

 Attend school punctually. 

 Attend school appropriately prepared for the day. 

 

We expect that all parents/carers who have day to day responsibility for the children and 

young people will: 

 Encourage regular school attendance and be aware of their legal responsibilities. 

 Ensure that the child/children in their care arrive at school punctually, prepared for the 

school day. 

 Ensure that they contact the school whenever the child/children is/are unable to 

attend school. 

 Contact the school on the first day of the child’s absence. 

 Contact the school promptly whenever any problem occurs that may keep the child 

away from school. 

 

We expect that a school staff will: 

 Keep regular and accurate records of attendance for all pupils, at least twice daily. 

 Monitor every pupil’s attendance. 

 Contact parents as soon as possible when a pupil fails to attend where no message 

has been received to explain the absence. 

 Follow-up all unexplained absences to obtain notes authorising the absence. 

 Encourage good attendance. 

 Provide a welcoming atmosphere for children; provide a safe learning environment. 

 Provide a sympathetic response to any pupil’s concerns. 

 Make initial enquiries of parents/carers of pupils who are not attending regularly, 

express their concern and clarify the school’s and the Local Authority’s expectations 

with regard to regular school attendance. 

 Refer irregular or unjustified patterns of attendance to Education Welfare Service. 

 

Grant for Leave of Absence 

 

The taking of leave during school time is not a right and can only be taken with the 

authorisation of the Governing Body.  All applications must be made by completing a 

“Request for Absence” form for the Head Teacher’s consideration. 

 

The Head Teacher on behalf of the Governing Body, will only authorise leave, in 

exceptional circumstances.  Written applications must be made in advance to the Head 

Teacher. 

 

If leave is taken without authority then consideration will be given to issuing a Fixed 

Penalty Notice in the sum of £60.00 to each parent and for each child. 

 

Requests for absence are regularly reviewed by the Governing Body. 

 

 

 

 



 

 

Encouraging Attendance 

 

Motcombe School encourages regular attendance in the following ways:- 

 

 By providing a caring and welcoming learning environment. 

 By responding promptly to a child’s or parent’s concerns about the school or other 

pupils. 

 By publishing and displaying attendance statistics. 

 By celebrating good and improved attendance. 

 By monitoring pupils, informing parents/carers in writing of irregular attendance, 

arranging meetings with them if necessary and referring the family to Educational 

Welfare Officer if the irregular attendance continues. 

 

Responding to Non-Attendance 

 

 On the first day of absence, if no reason for absence is received from the parent/carer 

by 9.30am the school will endeavour to contact them.  For safeguarding reasons it is 

vitally important to contact the school to inform them of the reason for your child’s 

absence. 

 

 If we have not had contact from a parent/carer with a reason for absence for longer 

than two days, we will carry out a home visit.  If this is not successful we will leave a 

letter at the parent/carer’s address explaining our duty to report your child as missing 

to the police. 

 

Punctuality 

 

The school day starts at 8.50am and registers are taken by 9.05am.  Pupils arriving after this 

time come to the school office and are signed in by their parent/carer.  It is very important 

that your child is in school on time as lateness affects their learning and also the learning 

of others. 

 
If a pupil arrives at school after the register has closed it is recorded as an unauthorised 

absence.  Ten unauthorised sessions may result in a penalty notice being issued.  In all cases a 

warning notice will be issued. 

 

Changing Schools 

 

If you decide to change your child’s school you must inform us as soon as possible.  A 

child will not be removed from our school roll until the following information has been 

received and investigated:- 

 

 Confirmation that they have started at their new school. 

 The address of the new school. 

 The new home address, if it is known. 

 

The pupil’s school records will then be sent on to the new school as soon as possible.  In 

the event that the school has not been informed of the above information, the family will 

be referred to the Education Welfare Service. 

 

School Organisation 

 

In order for the school’s Attendance Policy to be successful, every member of staff must 

make attendance a high priority and convey this to the pupils at all times.  Parents/carers 

need to support these views in the home to ensure that children are receiving 

corresponding messages about the value of education. 

 



In addition to this, the School has the following responsibilities:- 

 

Head Teacher, Governors and designated member of school staff with overall 

responsibility for attendance to:- 

 

 Adopt the whole policy. 

 Ensure that the registration procedures are carried out efficiently and that appropriate 

resources are provided. 

 Initiate a scheme for contacting parents on the first day of absence. 

 Ensure that key staff have timetabled periods for liaison and follow-up work with 

Educational Welfare Officer and appropriate access to attendance data. 

 Consult and liaise closely with Educational Welfare Officer on a regular basis and take 

responsibility for ensuring appropriate pupils are identified and referred without delay. 

 To work in close collaboration with Educational Welfare Officer during their termly/half 

termly register analysis. 

 Set whole school attendance targets. 

 Monitor and evaluate attendance with Educational Welfare Officer. 

 

Office Staff 

 To oversee the registration process and ensure that registers are completed accurately 

and punctually. 

 To liaise with Educational Welfare Officer regularly. 

 To reinforce good practice at staff meetings. 

 To share the Class Teacher’s concerns regarding the early identification of non-

engagement with the Educational Welfare Officer. 

 

Class Teachers 

 To complete registers accurately and punctually twice a day. 

 To record absent children as such in the registers. 

 To inform the Head Teacher of concerns. 

 To be alert to early signs of persistent absence and report concerns to the Head 

Teacher as soon as possible. 

 

 


