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DEPTFORD PARK PRIMARY SCHOOL 

ATTENDANCE POLICY 
 

Purpose    
 
At Deptford Park Primary School every day of education really does matter.  
Deptford Park Primary School seeks to encourage all pupils to be at school every 
day as this is a significant factor in raising achievement by improving punctuality and 
levels of attendance. 
 
The school will strive to provide a welcoming, caring environment in which each 
member of the school community feels wanted and secure with a sense of 
belonging.  School staff will work with pupils and their families to ensure each pupil 
attends school regularly and punctually and we will challenge and support those 
parents/carers and pupils who give low priority to attendance and punctuality. 
 
An effective system of communication with pupils, their parents/carers and 
appropriate agencies is in place to provide mutual information, advice and support. 
 
Aims 
 

• To improve the attendance of those children whose attendance falls below 
96% 

• Use a clear and consistent approach to gathering and analysing attendance 
related data to inform the action we need to take 

• Maintain an agreed framework which defines agreed roles and responsibilities 
and promotes consistency of approach 

• Provide support, advice and guidance to parents/carers and pupils 

• Promote and celebrate good attendance and punctuality 

• to promote effective partnerships with the Attendance Welfare Service and 
other outside agencies with the intention of improving attendance and 
removing barriers 

• Recognise the needs of individual pupils when planning reintegration following 
periods of significant absence 

• Promote a positive and welcoming atmosphere in which pupils feel safe, 

secure, valued, and belong.  
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• Raise and maintain a whole school awareness of the importance of good 

attendance and punctuality. 

• Ensure that attendance is monitored effectively and reasons for absences are 

recorded promptly and consistently. 

• Act early to address patterns of absence including persistent and severe 

absence and support families to address and overcome difficulties preventing 

regular attendance at school.  

• Build strong relationships with families to ensure pupils have the support in 
place to attend school confidently, happily, and ready to achieve their full 
potential.  

 
 
 
What the Law says about School Attendance 
 
By law, all children of compulsory school age must receive a full time education. 
Section 444(1a) of the Education Act 1996 says, “if a child of compulsory school age, 
who is a registered pupil at a school, fails to attend regularly, without reasonable 
justification, then his/her parent is guilty of an offence and can be prosecuted”. 
 
Children are required to attend school for 190 days (380 sessions) in any academic 
year. Any exceptions to this can only be taken with the full agreement of the 
Headteacher. 
 
The law entitles every child of compulsory school age to an efficient, full-time 

education suitable to their age, aptitude, and any special educational need they may 

have. It is the legal responsibility of every parent to make sure their child receives 

that education either by attendance at a school or by education otherwise than at a 

school. 

Where parents decide to have their child registered at school, they have an 

additional legal duty to ensure their child attends that school regularly, on time. This 

means their child must attend every day that the school is open, except in a small 

number of allowable circumstances such as being too ill to attend or being given 

permission for an absence in an exceptional circumstance from the school. 

The Department for Education (DfE) has produced statutory guidance for maintained 

schools, academies, independent schools, and local authorities. It is called “Working 

together to improve school attendance” and it includes a National Framework in 

relation to absence and the use of legal sanctions.  

Our School Attendance Policy reflects the requirements and principles of that 

guidance and refers to the DfE’s statutory guidance on school attendance parental 

responsibility measures. These documents are contained within the following 

legislation setting out the legal powers and duties that govern school attendance: 

▪ Part 6 of The Education Act 1996 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
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▪ Part 3 of The Education Act 2002 
▪ Part 7 of The Education and Inspections Act 2006 
▪ The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 

2013, 2016, 2024 amendments) 
▪ The Education (Penalty Notices) (England) (Amendment) Regulations 2024 
 

It has been developed in consultation with school governors, teachers, local 

Headteacher Associations, the local authority and parents and carers. It seeks to 

ensure that all parties are aware and informed of the school’s expectations and 

commitment to support parents and pupils to promote and monitor pupil attendance. 

In addition, all schools follow the DfE’s statutory safeguarding guidance, Keeping 

Children Safe in Education, which emphases the importance of understanding the 

potential vulnerabilities of children who are missing or absent from education.  

For our children to gain the greatest benefit from their education it is vital that they 

attend regularly and be at school, on time, every day the school is open, unless the 

reason for the absence is unavoidable. It is a rule of this school that pupils must 

attend every day, unless there are exceptional circumstances, and it is the 

Headteacher, not the parent, who can authorise the absence.  

A leave of absence is granted at the Headteacher’s discretion, including the 

length of the time the pupil is authorised to be absent for.  As a leave of absence 

will only be granted in exceptional circumstances it is unlikely a leave of 

absence will be granted for a holiday.  

 
 
Punctuality 
 

• The school day starts at 8.50 am, with the school gate opening at 8.45 am.  
 

• The e-register will be taken by the class teacher, all children not present at 
that time will be marked absent and the register closed and sent to the office. 

 

• A pupil is considered late if he/she arrives at school later than 8.50 am, in this 
case their names and time of arrival will be entered in the late book.  The 
school admin team will record late children on the e-register.  Should a child 
arrive once the school gate is closed, they must come via the school office to 
be signed in. 

 

• If a pupil arrives later than 9.30 am this will be recorded as an unauthorised 
absence in the register.  In this event a U will be put in the e-register 

 

• Punctuality is monitored by the Lewisham Attendance and Welfare Officer. 
 
 
 

https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
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Absence 
 

• If a child is going to be absent from school the parent/carer is expected to notify the 
school before 9.30 am on the first day of absence (and on any further day of 
absence should pupil continue to be absent).  Absences can be notified by calling 
the school office, and press 1 for the absence line.  Alternatively and email can be 
sent to: info@deptfordpark.lewisham.sch.uk. 

 
The name and contact details of the school staff member pupils and parents 

should contact about attendance on a day-to-day basis is: 

Name  Sadie Harvey 

Email address or contact details Info@deptfordpark.lewisham.sch.uk 

Designated Senior Leadership responsible for attendance: Cat Washbrook 

Email address or contact details headteacher@deptfordpark.lewisham.sch.uk 

 
If the school does not receive this phone call, school will contact the parent to 
ascertain the reason for the absence. 
 
▪ If we are unable to contact parents by telephone, we will telephone the emergency 

contact numbers and a home visit may be made, in the interests of safeguarding. 
▪ A referral will be made to Local Authority if no contact has been made with 

parents by the 10th day of absence (or sooner if deemed appropriate), at which 
point your child will be reported as “missing from education.” 

Only the school, within the context of the law, can approve absences, not 
parents/carers.  The fact that a parent/carer has offered a note or other notification 
(telephone call/letter/email) in relation to a particular absence does not, by itself, 
oblige the school to accept it.  The school will make a reasoned judgement regarding 
each absence considered on both individual merits and any pattern of attendance 
behaviour. 
 
There is an expectation that over the course of an academic year a child’s 
attendance will be 96% or more.  A pupil whose attendance falls below 90% is 
classified by the Government as a Persistent Absentee.   
 
Once attendance falls below 90% the school can request medical evidence for each 
absence until such a time as improvements are seen.  Should a pupil finish the 
school year with attendance below 90% (a persistent absentee) medical evidence 
will be required the following academic year. 
 
 
 
 

mailto:Info@deptfordpark.lewisham.sch.uk
mailto:headteacher@deptfordpark.lewisham.sch.uk
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Unauthorised Absences  
 
There are times when children are absent for reasons which are not permitted by 
law.  These are known as “unauthorised absences”. This is not an exclusive list but 
examples of these include: 
 

• Holidays 

• Birthdays 

• Shopping/family day out 

• Waiting for a delivery or repair 

• Haircuts 

• Accompanying family members to appointments 

• Sleeping in after a late night 

• Unexplained absences 

• Parents/carers who do not bring/return children before/back to school before 
or after a medical appointment where circumstances show that they can come 
back 

• Absence prior or following to a period of school closure or authorised leave 
unless satisfactory evidence to justify has been provided 

 
Request for Leave of Absences during Term Time 
 
The School Attendance (Pupil Registration) (England) Regulations 2024 set out the 
statutory requirements for schools.  All references to family holidays and extended 
leave have been removed. The amendments specify that headteachers may not 
grant any leave of absence during term time unless there are "exceptional 
circumstances. 
 
We have long school holidays and parents/carers are encouraged to take their 
holidays during these times.  A term time holiday may result in pupils falling behind in 
their learning and also losing out in friendship groups.  However, in exceptional 
circumstances the Headteacher may agree to leave of absences being taken outside 
these but it is at their discretion. Attendance and punctuality will be monitored before 
authorisation is given and again on the child’s return to school. 
 
Children attend school for only 190 days a year and the rest of the year is available 
for holidays. 

 
The Headteacher has the authority to authorise absences in exceptional 
circumstances during term time.  Parents/carers should complete an absence 
request in an exceptional circumstance form on the school website and submit 
before any travel is booked.  Children on authorised leave will be marked C in the 
register.  Permission cannot be granted after the leave has been taken. 
Where a parent removes a child after their application for leave was refused or 
where no written application was made to the school, the absence will be recorded 
as unauthorised. It is likely that penalty notices will be requested, in line with the 
National Framework and Lewisham Code of Conduct, in respect of each parent 
believed to have allowed the absence. 
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Sanctions may include issuing each parent (for each child) with a Penalty Notice for 

£160, reduced to £80 if paid within 21 days (for the first offence). A second Penalty 

Notice issued within a three-year period will result in a fine of £160 per parent, per 

child. If a third offence is committed the matter may be referred to the local authority 

for consideration of prosecution via the Magistrates Court.  

 
The school has the right to request medical evidence should a child be unwell 
immediately prior or following a school holiday or exceptional absence. 
 
 
Attendance Welfare Service (AWO) 

 
Regular meetings take place between the Attendance & Punctuality Officer at DPPS 
and the AWO.  If a child’s attendance falls below 90%, or if there are concerns about 
a child’s punctuality, this will be discussed with the AWO.  Appropriate action will be 
agreed and actioned, e.g. a parent/carer may be asked to meet with the AWO and or 
Attendance and Punctuality Officer, or the Headteacher.  
 
Fixed Penalty Notices are in operation by Lewisham Education and may be issued to 
parents/carers if they take their child away without first gaining authorisation or in the 
case of unauthorised absences. 
 
 

Local authority attendance support services 

Local authority attendance specialists work strategically by offering support to 

schools, to reduce persistent absence and improve overall attendance. 

Parents are expected to work with the school and local authority to address any 

attendance concerns.  Parents should proactively engage with the support offered, 

aiming to resolve any problems together. This is nearly always successful. If 

difficulties cannot be resolved in this way, the school may consider more formal 

support and/or refer the child to the Local Authority. If attendance does not improve, 

legal action may be taken in the form of a Penalty Notice or prosecution in the 

Magistrates Court.  

 
Roles and Responsibilities 

 
The Headteacher or their designated representative is responsible for: 

 

• Collating data related to attendance and punctuality 

• Disseminating information/data to parents/carers, school staff and Governors, 
e.g. initial information when a child starts at the school or data relating to 
attendance and punctuality, reports to Governors 

• Sending letters to parents/carers 
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• Meeting with the parents/carers of children whose attendance/punctuality 
causes concern 

 
 
The Class Teacher is responsible for: 
 

• Maintaining the attendance register 

• Encouraging good attendance and punctuality 

• Speaking with parents/carers and liaising with Attendance & Punctuality 
Officer at DPPS 

 
 
The Attendance and Punctuality Officer at DPPS is responsible for: 
 

• Liaising with teachers of pupils whose attendance is a cause for concern 

• Liaising with parents/carers of children whose attendance is a cause for 
concern 

• Liaising with the AWO 

• Liaising with other schools 
• Communicating attendance and punctuality information with key staff,  

eg, class teacher, SENDCO and leadership team as appropriate 


