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Madni Institute recognises that regular school attendance is crucial if students are to achieve their 
potential. The schools will strive to provide a welcoming environment for all students and staff 
will work with families to ensure each student attends school regularly and punctually. The school 
will establish an effective system of incentives and rewards to acknowledge  the  efforts  of  students  
in  maintaining  their  attendance  and  will  challenge  the behaviour of those students and parents 
who do not prioritise attendance and punctuality.  
 

AIMS OF THE ATTENDANCE POLICY 

 

 To improve the overall percentage attendance of students at school. 

 To provide support, advice and guidance to parents. 

 To develop a systematic approach to collating and analysing attendance related 

data. 

 To further develop positive communication between home and school. 

 To maintain a system of rewards. 

 To work effectively with the Education Welfare Officer and other services and 

agencies. 

POLICY AND LEGISLATION 
 

This policy has been revised in line with the Department for Education: ‘School Attendance: 
Statutory Guidance and Departmental Advice November’ 
 
Reducing absence and persistent absence is a vital and integral part of schools' work to: 

 Promote students’ welfare and safeguarding 

 Ensure every student has access to the full-time education to which they are entitled 

 Ensure that students succeed whilst at school 

 Ensure that students have access to the widest possible range of 
opportunities when they leave school. 
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ATTENDANCE: ROLES AND RESPONSIBILITIES 
 

 

ROLE 
 

RESPONSIBILITY 

 
Head of 

School 

 
Responsible for oversight of whole school attendance targets to meet (at minimum) national average 
 
Operational management of the policy 
 
Consider requests for authorised absence; giving approval in advance of exceptional circumstances, 
taking account of the student’s attendance record to date. 
 
To produce a Student Report each year aligning academic progress/attainment with rates of 
attendance 

 
Attendance Officer 
(School) 

 
Oversee day to day attendance procedures 
 
Prepare standard letters requesting reasons for absence when this is unexplained  
 
Prepare letters to inform parents when a student’s attendance is giving cause for concern  
 
Monitor students’ attendance and take action according to this policy 
 
Investigate reasons for absence exploring any underlying cause either at home or in school 
 
Ensure action is taken in response to any difficulties reported 
 
Work in partnership with parents to improve poor attendance 
 
Liaise with the Education Welfare Officer (EWO) and make referrals as necessary  
 
Make referrals to other agencies where appropriate 
 
Work with Form Teachers to agree and implement strategies to re-engage students with attendance 
problems 
 
Compile and update standard letters re: % attendance, notification of reasons for absence, lateness 
 
Manage incentives to encourage regular attendance 
 
 (Call parents when first day of absence contact has not been made) Collect absence notes   and 
record reasons for absence 
 
 Record late arrival and reasons 
 
 Ensure reasons for absences are accurately recorded 
 
 Update records using agreed codes 
 
Update records using agreed codes 
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Form 

Teachers 

 
Prepare and deliver stimulating and enjoyable work for all students 
 
Accurate and prompt registration of students at the start of morning and afternoon sessions 
 
Alert the Attendance Officer of any students who demonstrate an unsettled pattern of 
attendance or whose attendance pattern changes 
 
Return registers to the designated place immediately after registration 
 
Encourage parents and students to attend regularly and punctually 
 
Ensure all absence notes are passed to the Office Staff via the class register folder 

 
Parents 

   
Ensure their child attends daily and on time 
 
Keep the school fully informed on all matters that might affect attendance and their child in school. 
 
Telephone school on the first day of any absence to inform school of the reason 
 
Provide a note confirming the reason for absence on the student’s return to school if attendance 
becomes a problem – work with the school to improve matters 
 
Give serious consideration to whether it is appropriate or necessary to request term time absence. 
 
Make application for any term time leave of absence prior to proposed dates 
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PARENTS’  RESPONSIBILITIES   
 

By law, all students of compulsory school age (between 5 and 16) must get a suitable full-time 
education. Parents are responsible for making this happen, either by registering the child 
at school or by making other arrangements which provide an effective education (Section 7 of the 

Education Act 1996). NB: From September 2015 they will be required to continue until their 18th 

birthday 
 

1. Parents  (or  the  person  with  parental  responsibility)  are  primarily  responsible  
for ensuring that students attend and stay at school. 

 
2. Parents should ensure that their children arrive at school on time, correctly dressed 

and prepared to learn. 
 

3. Parents should avoid, if possible, making non-emergency medical/dental 
appointments for their child during school hours. 

 
4.      Parents keep the school fully informed on matters that affect their child’s  attendance. 

 
5.  Parents inform the school on the first day of absence with an expected 

day/date of return. 
 

6.      If attendance becomes an issue parents will work with the school to improve matters. 
 
Authorised absences include: illness, emergency treatment during school hours. 
 
Un-authorised absences include: looking after siblings, weddings, shopping, general trips and 
extreme number of absences that are not supported with medical evidence. 
 
The fact that a parent has submitted a note in relation to a particular absence does not mean that 
the schools must accept the explanation as a valid reason for absence. Absence without a valid 
reason, or where no explanation is offered at all is recorded as unauthorised absence. Parents do not 
have the right to take their child out of school for a holiday during term time. Any such requests for 
a planned absence will need to be submitted in writing in advance. Madni Institute expect one 
month’s   notice,  and  will  consider  that  the  leave  of  absence  should  be  granted  only  due  to 
‘exceptional  circumstances’  at the discretion of the Head of School. 
 
Only the school, within the context of the law, can approve or authorise absence; parents/carers 
have no authority to sanction  their  child’s  absence. 
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Reporting Absence by Parents 

 

Regular and punctual attendance of students at school is expected, and is strictly enforced. It is both 
a legal requirement and essential in order for students to maximise their learning. In case of illness, 
the schools should be notified by telephone or by e-mail as soon as possible and the student must 
bring a written explanation of her absence to school on their return. If an absence is not confirmed 
by parents it is assumed that the absence was unauthorised and it is recorded as such.  

 

SAFEGUARDING 

 

In the case of a student not returning to school after 5 days leave of absence where no reason has 
been provided, the school will endeavour to make contact via telephone, write to parents finally 
when all reasonable strategies have been exhausted, the schools will report the student as missing 
to the Education Welfare Service, Police (for a Safe and Well Check) and Social Services. If no contact 
has been made with the schools, the student will be removed from roll after 20 school days absence. 

 
Offence of Failing to Ensure Regular School Attendance 

 

There are two offences relating to parental responsibility for ensuring regular attendance at 
school: 

 
1) If a registered student is absent without authorisation from school then the parent is guilty 

of an offence under section 444(1) of the Education Act 1996 
 

2) If the parent knows that his child is failing to attend regularly at the school and fails to 
cause him/her to do so, s/he is guilty of an offence under Section 444 (1A) of the 
Education Act 1996. 

 
Exceptions: 

 
No offence is committed if the parent proves any of the following statutory grounds: 

 
 The student was ill or prevented from attending by any unavoidable cause 

 The students’ absence was authorised by the school     

 The absence was on a day exclusively set aside for religious observance by the religious 

body to which the parent belongs 

 If the student has been excluded under Section 52 of the Education Act 2002 (as they do 

not have to attend the school they are excluded from) providing that the student attends 

alternative provision as directed 

 If the student is receiving education otherwise than by regular attendance at school (for 

example, by home education) 

 If the student has no fixed abode and the parent can show that their trade or business 

requires them to travel, and the student has attended school as regularly as the nature of 

the trade or business permits, and (if the child is 6 or over) the student has attended school 

for at least 200 sessions during the preceding twelve months from the date on which the 

proceedings were instituted 
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CATEGORISING ABSENCE  
 

The school will follow up any absences to; 

 Ascertain the reason 

 Ensure the proper safeguarding action is taken 

 Identify whether the absence is approved or not 

 Identify the correct code to use before entering it on to KSM 

REASONS FOR ABSENCE 

 
Illness 
If a student is absent as a result of illness the absence is authorised; this needs to be confirmed 
by a parent/carer in writing. If there is doubt about the authenticity of absence attributed to 
illness, the school can consult with the student’s general practitioner to confirm the condiditon 
 
Medical and Dental Appointments 
As far as possible, appointments should be made out of school hours. If a medical or dental 
appointment has to be made during the school day, the school must be informed beforehand, stating 
the time of the appointment in order that the absence can be authorized. 
 
Family Bereavements 
The schools recognise that the death of a family member can be a particularly traumatic event and 
the schools have the discretion to authorise such absences. 
 
Minding the House / Looking After Siblings / Looking After Parents 
Cases of such absences will constitute unauthorised absence. 
 
Special Occasions / Circumstances 
It is the responsibility of the schools to determine whether an absence in this category should be 
authorised or not. Each application would be considered separately. 

 
Absences for social occasions such as weddings and family outings are unauthorised by the 
schools. 
 
Planned Absences 
 

Head of Schools should not grant leave of absence unless in exceptional circumstances. The 
application must be made in advance and the Head of School must be satisfied that there are 
exceptional circumstances which warrant the leave. Where a leave of absence is granted, the 
Head of School will determine the number of days a student can be away from school. A leave of 
absence is granted entirely at the Head of School’s  discretion. 
 
The circumstances involved 

 

 That  the  decision  to  grant  leave  is  considered  an  ‘exceptional  circumstance’ 

 One  month’s  advance  notice  in  writing  received 

 Specific and valid documentation to validate the request for absence 

 The time and length of the proposed leave 

 The  student’s  record  of  attendance   

 Any previous requests for leave of absence 

 If it is close to examinations or tests 
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Finally  the  sanctioning  of  planned  absences  is  undertaken  by  the  Head  of  School.  If 
permission is not granted and parents take their child out of school, the absences will be recorded as 
unauthorized.  
The School will fine parents where the student’s absence has not been authorised by the School. 
 
 
 
Updated: September 2017      Review: September 2018 


