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Mission statement 
At Emmanuel school broad opportunities are provided for individuals to develop their full potential and 
allow them to be healthy, happy and secure. 

 
Building on our Christian ethos and in partnership with the whole school community, we provide a stimu-
lating and caring environment where individuals are valued and nurtured morally, spiritually and academi-
cally.  We stress the fundamental principle; 

 
“Always treat others as you would like them to treat you” Matthew 7:12 

 

Introduction  
When children arrive on time, the teachers are able to greet all the children at the beginning of the day. A 
good start to the day is crucial to children. Late comers are often embarrassed at being late. In addition, it 
can be disruptive for a teacher and class to have to repeat what all the other children have been told al-
ready. It is also important for children to be on time, as they may miss vital instructions or activities which 
they will need to experience as part of the session of work.  
 

Promoting Good Attendance 
Every week in Celebration Assembly the attendance and punctuality figures for each class for the week 
prior are shared. The school community celebrates those classes that have reached and exceeded the 
school’s attendance target of 96% and those with zero or few lates. The class with the best attendance and 
punctuality are rewarded with the school pet hamster to look after that week in their classroom. The fig-
ures are also published each week in the newsletter.  
 
At the end of each term children with 100% attendance are rewarded with a certificate in Celebration As-
sembly. Children with our school target of 96% and those with 100% attendance for the whole academic 
year are also rewarded at the end of year assembly.  
 

The Law Relating to Attendance 
Section 7 of the Education act 1996 states that:  
 
the parent of every child of compulsory school age shall cause him / her to receive efficient full time educa-
tion suitable: 
(a) to age, ability and aptitude and  
(b) to any special educational needs he/ she may have either at school or otherwise 
 
Compulsory School Age: A child is compulsory school age after their 5th birthday until the last Friday of June 
in the academic year of their 16th birthday.  
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Types of Absence 
Every half-day absence from school has to be classified by the school (not by the parents), as either AU-
THORISED or UNAUTHORISED. This is why information about the cause of any absence is always required, 
preferably in writing. 
 

Authorised Absence 
An authorised absence is where the school has either given permission in advance for the child to be ab-
sent or where an explanation offered is accepted as satisfactory justification for absence. 
 
Absence may generally be authorised for the following reasons: 
 
• Illness, medical appointments (appointments should be made outside school times where possible) 
• Unavoidable cause (which is expected to be an emergency and unavoidable) 
• Days of religious observance 
• Traveller child travelling for the purposes of parents’ employment 
 

Unauthorised Absences 
An unauthorised absence is where either no explanation has been given for the child’s absence or where 
the explanation offered is not considered acceptable by the school. 
 
This includes:  

 Day trips and holidays in term time 

 Absences which have never been properly explained  

 Children who arrive at school too late to get a late mark 

 Shopping, looking after other children or birthdays 

 Parents/Carers keeping children off school to assist with translation 
 
If an absence is recorded as unauthorised the school may refer this to the Local Authority’s Education Ser-
vice. The Local Authority can use various sanctions to promote regular attendance such as issuing a Penalty 
Notice Fine or initiate court proceedings.   
 
Whilst any child may be off school because they are ill, sometimes it can be that they are reluctant to at-
tend school. Any problems with regular attendance are best sorted out between the school, the par-
ents/carers and the child.  If your child is reluctant to attend, it is never better to cover up their absence or 
to give in to pressure to excuse them from attending.  This gives the impression that attendance does not 
matter and usually makes things worse. We ask parents speak to us directly so that we can resolve any is-
sues together.  
 

Persistent Absenteeism (PA) 
A pupil is considered to be a ‘persistent absentee’ if they miss 10% or more of their schooling across the 
school year for whatever reason. Absence at this level is doing considerable damage to any child’s educa-
tional prospects and we need parent’s fullest support and co-operation to tackle this. 
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We monitor all absence thoroughly. Any case that is seen to have reached the PA threshold or is at risk of 
moving towards that level is given priority and you will be informed of this immediately. 
 
If your child has or is at risk of reaching the threshold for Persistent Absence, you will be asked to provide 
evidence for any future absence. This may be medical evidence for illness which can be in the form of pre-
scription, medicine packaging or hospital letter.  Where we have concerns about your child’s health, we 
may ask for your permission to contact your GP.  
 

Absence Procedures 
If your child is absent, you must: 

 Contact us as soon as possible on the first day of absence and give an expected return date. You must 
explain clearly the reason they are off e.g. do not say ‘ill’ but specify the illness.  

 You need to call every day thereafter to advise school of your child’s progress. 

 Alternatively, you can call into school and report to reception, who may arrange for a member of staff 
to speak with you. 

 
Alpha Building (Nursery & Reception): 
The gate opens at 8.45am each morning. The register is taken at 9am. If a child arrives after 9am but before 
9.10am they will be marked with a late ‘L’. If a child arrives after 9.10am it will be recorded as unauthorised 
‘U’ and the time the child arrived will be recorded.  
 
Omega Building (Year 1-6): 
The gate opens at 8.40am each morning. The register is taken at 8.50am. If a child arrives after 8.50am but 
before 9am they are marked with a late ‘L’. If they arrive after 9am it will be recorded as unauthorised ‘U’ 
and the time the child arrived will be recorded.   
 
A parent/carer should telephone the school office to report their child’s absence (before registration) with 
an explanation given as to why they are absent. This will be recorded in the register.  
 
If your child is absent, we will: 

 Telephone, text or email you on the first day of absence if we have not heard from you as we operate a 
‘first day calling’ procedure 

 Invite you in to discuss the situation with our Attendance Officer and/or Headteacher if absences per-
sist. 

 Refer the matter for legal proceedings if attendance moves below 95% and at 10% of absences are un-
authorised.   

 

Family Contact Details 
There are times when we need to contact parents about lots of things, including absence, so we need to 
have your contact numbers at all times. Please help us to help you and your child by making sure we always 
have current telephone number / email contact – if we do not then something important may be missed. 
This is especially important for your child’s health and safety. There will be regular checks on telephone 
numbers throughout the year. You are also asked to provide two other contacts in case of emergency 
where we are unable to contact you.  
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Lateness 
Poor punctuality is not acceptable. If your child misses the start of the day they can miss work and do not 
spend time with their class teacher getting vital information / instructions and news for the day. Late arriv-
ing pupils also disrupt lessons and it can be embarrassing for the child.  
 
How we manage lateness 
The school day starts at 9am in the Alpha Building (Nursery & Reception) and 8.50am Omega Building (Y1-
6). To help parents, we have a ‘soft start’ to the day with the gate in the Omega Building opening at 8.40am 
and the gate in the Alpha Building opening at 8.45am.  
 
Registers are marked at 8.50am in the Omega Building and 9am in the Alpha Building. Your child will re-
ceive a ‘late’ mark if they are not in by that time. 
 
At 9.00am the registers will be closed in the Omega Building and 9.10am in the Alpha Building.  If your child 
arrives after that time, they will receive an unauthorised absence mark that shows them to be on site but 
not counted as a present for statistical / legal purposes. This means that you could face the possibility of a 
Penalty Notice if the problem persists. 
 
If your child has a persistent late record, you will be asked to meet with the Headteacher to resolve the 
problem, but you can approach us at any time if you are having problems getting your child to school on 
time. 
 

Exceptional Leave in Term Time 
There is no entitlement in law for any leave of absence from school in term time. Taking leave in term time 
will affect your child’s schooling as much as any other absence and we expect parents to help us by not tak-
ing children away in school time.  
 
Remember that any monetary savings you may make by taking a holiday in school time are offset by the 
cost to your child’s education. Previous good attendance or your child’s education ability are not consid-
ered when the school makes the decision. If you have siblings at other schools you must seek permission 
from all the schools and it is possible that one school may grant it and another may not.  
 
All applications for a leave of absence must be made in advance to the Headteacher and will only be con-
sidered if there are exceptional circumstances. In making a decision, the school will consider the circum-
stances of each application individually, including any previous pattern of leave in term time.  If exceptional 
leave is agreed you will receive a letter from the school.  If you do not get a letter DO NOT, assume that 
permission has been granted.  Only the Headteacher can decide if they will grant exceptional leave – no 
one else in school has permission to do so and leaving an application form is not permission to take leave.  
 
Any period of leave taken without the agreement of the school, or in excess of that agreed, will be classed 
as unauthorised and may attract sanctions such as a Penalty Notice. Your child’s school place may be also 
be at risk. 
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School Targets and Initiatives 
The school has targets to improve attendance and your child has an important part to play in meeting 
these targets. 
We have set a whole school attendance target of 96% attendance and we will keep you updated regularly 
about progress to this level and how your child’s attendance compares. Our target is to achieve better than 
this because we know that good attendance is the key to successful schooling and we believe our pupils 
can be amongst the best in the country.  
 
 
Policy reviewed    November 2020 
Agreed review schedule   3 yearly 
Next review due    November 2023 
 
 

Appendix - Impact of Covid 19 on our Attendance Policy 
Government advice on attendance during the pandemic is subject to change at short notice. Any changes 
that impact on our policy and or Local authority legal responsibilities will be shown on our website and via 
school newsletters.  
 
Our current changes as of September 2020 are: 
 
Staggered start & staggered finish: 
 

Class Start 
Time 

End Time 

Nursery  9.05am 12.05pm           (15 hours) 
3.05pm             (30 hours) 

Reception 8.55am 3.15pm 

Year 1 9.00am 3.30pm 

Year 2 

Year 3 8.50am 3.20pm 

Year 4 

Year 5 8.40am 3.10pm 

 
We will work closely with the Pupil Attendance Service (PAS) and other Camden and health support agen-
cies to ensure that children are able to access education.  If you are worried about your child’s attendance 
at school and the impact of Covid 19 please speak to your child’s class teacher, the school office or Mrs 
Watkins on wellbeing@emmanuel.camden.sch.uk so we can look at what additional measures or support 
can be put in place.    
 
 

mailto:wellbeing@emmanuel.camden.sch.uk

