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All Mulberry House School Policies are always to be read and considered in conjunction 
with the Equal Opportunities, Race Equality and Inclusion Policies 

 

ATTENDANCE & PUNCTUALITY POLICY 

 
This Policy of Mulberry House School applies to all sections of the school including the 

Early Years Foundation Stage. 
 

This policy has been informed by the following statutory guidance and non-statutory 
guidance where applicable: 

• Independent School Standards Regulations (ISSRs), including Part 8 
• Keeping Children Safe in Education (DfE, 2026) 
• Working Together to Improve School Attendance (DfE, 2026) 
• Children Missing Education statutory guidance 
• School Attendance (Pupil Registration) (England) Regulations 2024  
• The Equality Act 2010 
• Early Years Foundation Stage (EYFS) Statutory Framework (where applicable) 

This policy should be read in conjunction with the School Safeguarding Policy, Equal 
Opportunities Policy, Race Equality Policy and Inclusion Policy. 

Regular attendance at school correlates closely to raising achievements, thus underlying 
the importance of improving attendance rates. The Mulberry House School seeks to create a 
calm, orderly, safe and supportive environment in which attendance is valued and promoted. 
Regular attendance forms an important part of each child’s wellbeing, educational progress, 
safeguarding and sense of belonging within the school community. 

All staff should be committed to the successful implementation of the whole school 
policy. At The Mulberry House School we expect pupils to attend school each day, and to 
arrive on time. Parents/Carers are expected to let the school know by e-mail if there is any 
problem, which may prevent their child from attending school. 

Good attendance and punctuality are also recognised as key safeguarding, wellbeing and 
inclusion indicators, and are therefore very closely monitored. The school has identified an 
Attendance Champion who works closely alongside the Headteacher, DSL and teaching 
staff to promote good attendance and punctuality, monitor patterns, and support early 
interventions where concerns arise. 
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The school recognises that persistent absence, severe absence and patterns of lateness 
may be indicators of safeguarding concerns including neglect, abuse, mental health 
difficulties, child criminal exploitation, child sexual exploitation and other vulnerabilities. 
Attendance information will therefore be considered alongside wider safeguarding 
information when assessing risk and determining appropriate support. 
 
For monitoring purposes, the school generally regards attendance below 90% as 
persistent absence and will consider whether additional support or intervention is 
required. 

Registration procedures 

Accurate registration is central to maintaining the school’s attendance and punctuality 
policy. Staff must complete attendance registers accurately and promptly using the School’s 
approved attendance recording system and in accordance with School procedures.  

Registers are checked daily to ensure that the required standards are being met. 

Accurate registration also supports the school’s safeguarding duties, including the 
identification of children missing education. 

Good Practice 

By law, only the school can authorise an absence. A written note or telephone call by a 
parent/carer does not, in itself, oblige the school to authorise absence if the school 
does not accept the explanation offered as a valid reason for absence.  

The decision lies with the Headteacher. All reasons for absence must be recorded in the 
register and a written reason for the absence produced. The school encourages full 
attendance, this ensures children access the school curriculum and achieves their full 
potential.  Where a child is not well enough to attend school a written explanation must 
be provided by the parent for the attention of the class teacher. This should be sent in 
advance of the absence or in the morning before school to 
info@mulberryhouseschool.com. 

Where emerging patterns of absence or lateness are identified, the school will work 
proactively with parents/carers to understand barriers and offer appropriate early 
support. 

When a pupil accrues ten days or more of unauthorised absence (other than for reasons of 
illness or approved leave), the school may be required to notify the local authority in line 
with Children Missing Education procedures. Parents will be informed of this action. 

The Attendance Champion supports the monitoring of attendance data and works with 
the Headteacher and DSL to determine appropriate next steps where concerns arise. 

mailto:info@mulberryhouseschool.com
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Punctuality 

The school actively discourages late arrival. Children must be signed in and out by the 
parent or carer at drop off and collection. Parents/carers of children arriving at school late 
must sign the late book. Where pupils miss registration altogether and parents/carers fail 
to provide an adequate explanation, they should be marked as unauthorised absence for 
that session, even though they may arrive later, ‘late after registers close’. Pupils will be 
recorded as late in the register. All periods of lateness and absence are recorded in end of 
year reports for children of compulsory school age. 

Persistent lateness may be treated as a wellbeing or safeguarding concern where 
appropriate. 

First-day Response and Children Missing Education (CME) 

Once the register has been taken, the teacher will check with the office as to whether an 
email has been received and then will call the parents to ascertain where the child is.  
These procedures form part of the school’s safeguarding arrangements and are followed 
in line with statutory CME guidance. For Children Missing Education, please see the 
school’s Safeguarding policy. 
 
Parents are required to provide more than one emergency contact number wherever 
reasonably possible so that a responsible adult can be contacted quickly if a child is absent 
and their whereabouts cannot be confirmed. 
 
Admissions Register and Local Authority Notification 
 
All children will be entered onto the admissions register on their first day that the pupil 
attends the school. If a child fails to attend as expected, the School will follow Children 
Missing Education procedures and notify the local authority where required. 
 
The school will monitor attendance and through daily registers and inform the local 
authority if a child fails to attend regularly or has missed 10 school days or more without 
permission. All poor attendance will be referred to the local authority.  
 
The school will also notify the local authority of any child who joins or leaves the school at 
non-standard transition points.  
 
The Attendance Champion supports accurate record-keeping and timely notifications. 
 
Elective Home Education (EHE) 
 
Where a parent notifies The Mulberry House School that they are removing the child so 
they can be educated at home, the following notifications will be made:  
 
��The Education Welfare Service must be notified of all decisions.  
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��If the child is already known to Children’s Social Care, their allocated social worker 
should be notified immediately.  

��If the child is not known to Children’s Social Care, but The Mulberry House School has 
concerns about their welfare, the designated safeguarding lead should make a referral to 
Children’s Social Care.  

The Attendance Champion should check registers weekly and notify the Headteacher and 
DSL if a child is persistently late or absent (3 recorded lates over a period of 10 days). The 
school may have cause to place a child under welfare monitoring if lateness and regular 
absence persist. 

Illness, medical and dental appointments 

No offence is committed where a pupil of compulsory school age is prevented from 
attending school by reason of illness.  Teachers should be alert to emerging patterns of 
authorised absence through illness, and consult with the Headteacher if this seems 
excessive. 

The school recognises that medical, physical or mental health needs may impact 
attendance and in this respect, will always look to work sensitively and supportively with 
families. 

Where anxiety, emotional wellbeing or mental health difficulties are impacting attendance, the 
school will work collaboratively with families to identify appropriate support and encourage 
successful attendance rather than allowing difficulties to become entrenched through 
prolonged absence. 
 

Extended holidays & overseas visits 

Parents who wish their child to be away from school must apply in writing to the 
Headteacher.  The Headteacher needs to be satisfied that the visit constitutes ‘exceptional 
circumstances’.  All children on ‘holiday leave’ will be asked to complete a workbook 
during their time away.  If the child fails to return to school on the agreed date, the 
continued absence will be unauthorised. 

The Headteacher will inform parents/carers that more than 4 weeks unauthorised absence 
may result in the Headteacher removing the child’s name from the school’s admission list. 

Responsibility of the Headteacher 

u Oversee implementation of attendance policies and procedures. 

u Ensure the collection of accurate statistical data. 

u Develop efficient monitoring and evaluation systems. 
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u Promote good attendance & punctuality. 

u Work with parents to ensure they understand the importance of good attendance 
and punctuality.  

u Work with the Attendance Champion and DSL to review patterns and concerns 

Responsibility of the Directors 
 

u Provide strategic oversight of attendance. 

u Monitor attendance data and trends. 

u Ensure attendance processes are effective and appropriately resourced. 

u Ensure attendance is considered alongside safeguarding responsibilities. 

u Receive attendance information through regular reporting. 

 
Responsibility of the Attendance Champion 

u Monitor attendance and punctuality data 

u Identify pupils at risk of persistent absence or lateness 

u Support early intervention and parental engagement 

u Liaise with the local authority where required 

u Work with the DSL when attendance raises welfare concerns 
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Responsibility of the teachers 

u Ensure accurate register keeping, using only those codes agreed by the DfE. 

u Communicate with the Headteacher regarding individual pupil’s attendance. 

u Positively promote good attendance and punctuality within the classroom. 

u Make positive links with parents/carers. 

 

Responsibility of the Parents 

u Setting the standard for attendance and punctuality. 

u Notify the school in writing when their child is ill. 

u Ensure that they are proactive in seeking any work their child has missed. This is so 
that teachers and other pupils do not adversely suffer in recapping on work missed.  

u Cooperate with the school in ensuring children do not take holiday outside of 
holiday periods. 

u Inform the school of any circumstances impacting attendance so that appropriate 
support strategies can be considered 

 
This policy will be reviewed annually, or sooner if required by changes to legislation, 
statutory guidance or local authority requirements. 
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Appendix A 
 

IMPORTANT INSTRUCTIONS TO STAFF ON COMPLETING REGISTERS 
 

Advice on using the Absence & Attendance Codes 
 
Staff are responsible for ensuring that attendance information is recorded accurately and 
promptly using the School’s approved attendance recording system. Attendance records 
form part of the School’s safeguarding arrangements and may be used to identify children 
who are missing education, persistently absent, severely absent or otherwise vulnerable. 
 
Attendance registers must be completed using the School’s approved electronic 
attendance recording system at the beginning of both the morning and afternoon 
sessions. 

Register codes are used in accordance with DfE guidance. Where internal or contextual 
codes are applied, staff receive guidance to ensure accuracy and consistency. 

Staff must use the attendance codes set out within the School's approved attendance 
recording system and in accordance with current DfE guidance. 
 
Present in Morning / 
Present in Afternoon  \ 
Reason Not Yet Established N 
Late Before Register Closes L 
Late After Register Closes U 
Assessment J1 
Approved Holiday G 
Illness I 
Not compulsory session for pupil X 
Medical appointment M 
Authorised Absence C 
Religious Observance R 
Enforced Closure Y3 
School Closed # 
Key Worker (But not in attendance) C 
Not in attendance due to public 
health advice Y6  
School Trip offsite V 
Sporting Event offsite P 
National Emergency Y2 
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Exclusion of Pupil E 

 

Totals of children attending should be made for a.m. and p.m. and daily total attendance. 

Where the reason for absence is not known, the absence should initially be recorded using 
Code N (reason not yet established). Registers must be amended as soon as the reason 
becomes known and no later than five school days after the session to which the absence 
relates. 
 

If a child is absent due to illness, the parent should notify the School explaining the reason 
for the absence. Where the reason for absence is not yet known, the absence should 
initially be recorded using Code N and followed up promptly by staff. Registers should be 
amended as soon as the reason becomes known and no later than five school days after 
the session to which the absence relates. 
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Appendix B 
 

Dear Parents, 

 

Re: Late morning/afternoon drop off 

I am writing to remind you how important it is to allow sufficient time to drop off your 
child in the morning/afternoon. We are aware that you have been late dropping off 
................... on three or more occasions during the week commencing ………………... 

We recognise that families occasionally face unavoidable difficulties. Our aim is always to 
work in partnership with parents and carers to understand any barriers to punctuality and to 
offer support where needed. 

Dropping off your child late is very disruptive both to the teachers and to other children in 
the class when activities have already started.  It also can be unsettling for your child since 
the teachers are not able to spend important time welcoming them into the school, and 
helping them to prepare to start the day.   

Please ensure that you bring .................. into school on time in future. 

If you are experiencing any difficulties that affect your child’s attendance or punctuality, 
please contact the school so that we can discuss how best to support you. 

Thank you. 

Yours sincerely, 
 
 
___________________ 
Attendance Champion 
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Appendix C 
 

Dear Parents, 

 

……………………. was absent from school from ……………… to………………… and the school was not 
notified of the reason.    

We wanted to check that everything is well and to ensure that there are no additional 
circumstances affecting your child's attendance that we may be able to help with. 

May we remind you that when your child is absent from school due to illness, could you 
please send in an email explaining your child’s absence on the first day they are away 
from school.  Emails can then be passed to one of your child’s teachers so the absence can 
be verified in the class register. In the case of any infectious illness the school should be 
informed by telephone/email as soon as possible. 

Thank you for your co-operation. 

Yours sincerely, 
 
 
___________________ 
Attendance Champion 

 


