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ATTENDANCE POLICY
This Policy is intended for the entire school including EYFS (children of statutory school

age)

Introduction

We expect all children on roll to attend every day, when the school is in session, as long
as they are fit and healthy enough to do so. We do all we can to encourage the children
to attend, and to put in place appropriate procedures. We believe that the most
important factor in promoting good attendance is development of positive attitudes
towards school. The school is committed to promoting good attendance and follows the
guidelines set by the statutory guidance Working Together to Improve School/
Attendance (2024) which is found on the school’s website.

As prescribed by the DFfE Regulations on School Attendance, the governing body are
responsible for making sure the school keeps an attendance register that records which
pupils are present at the start of both the morning and the afternoon sessions of the
school day. This register will also indicate whether an absence was authorised or
unauthorised. The Governing Body has taken into account the Equality Act and the UN
Convention on the Rights of the Child.

Staff will be regularly reminded of the importance of their class register as a legal
document. At the beginning of each year, staff will be reminded how to use their
register, and what to do in case mistakes are made. A model example of how to take
the register will be provided.

Parents will be reminded of the policy at the beginning of each academic year and new
parents will be given a copy.

Morning registration begins at 8.20 and will remain open until 8.30. A child will be
marked as late if they arrive after this time. If a child arrives after 8.50, they must be
marked in as late by the current teacher, or with the relevant code if known (such as a
medical appointment or school visit). If a child is still not in school after 8.50, the code N
will be used. When a child arrives late, this will be updated to code U unless a reason is
known. For Nursery and Pre-Nursery, the register is taken at 9am. The afternoon
register is taken again at 12:30pm for the EYFS , 12:45pm for KS1 and 1:35pm in KS2.

Registration data is monitored weekly by Christopher Brown (Senior Attendance Officer)
(cbrown@naimajps.co.uk). Safeguarding concerns will be uploaded to the school’s
safeguarding system, which may include school avoidance or persistent absence.
Individual children will be identified if there is reason to do so.

Definitions

Authorised absence

e An absence is classified as authorised when a child has been away from school for a
legitimate reason and the school has received notification from a parent or guardian.
For example, if a child has been unwell and the parent writes a note or telephones
the school to explain the absence.

For a known, future absence to be authorised written permission must be granted
from the Headmaster or class teacher (for example, a prospective secondary school



https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/518586/Advice_on_school_attendance.pdf
mailto:cbrown@naimajps.co.uk

visit). Consequently, not all absences supported by parents will be classified as
authorised. For example, if a parent takes a child out of school to go shopping
during school hours, this will not mean it is an authorised absence.

The school must be made aware of a child’s absence from school. If no reason has
been given, either to the class teacher or office, parents will be contacted in the
morning of a child’s absence to provide an explanation as to why their child is not at
school.

Registers are monitored each morning by office staff. If there is an unexplained
absence, the class teacher will be asked if they know of the reason. If no reason is
known, the child’s parents will be contacted. Parents should contact the school each
day their child is off, even if it is for the same reason (e.g. illness).

Parents must email the class teacher or the office (secretary@naimajps.co.uk) to
explain an absence.

The following are classified as authorised absence, including their registration code:

I — Iliness.

M — Attending medical/dental appointment.

C — Leave of absence for exceptional circumstances.

R — Religious observance.

E — Suspended or permanently excluded.

T — Parent travelling for occupational purposes.

S — Study leave.

C1 — Participating in a regulated performance or undertaking regulated employment abroad.
J1 — Attending an interview for employment or admission to another educational institution.
C2 — Pupil is absent from school for part of the week (on a part-time timetable).

The following are NOT classified as absences:

B — An offsite educational activity.

K — Alternative provision arranged by the LA.

L — Late arrival before the register is closed (during the 20 mins ‘grace’ period).
P — Approved sporting activity.

V — Attending an educational visit or trip.

W — Work experience.

Unauthorised absence

An absence is classified as unauthorised when a child is away from school without
the permission of both the school and a parent.

Therefore, the absence is unauthorised if a child is away from school without good
reason, even with the support of a parent.

Unauthorised absences must be followed up by the class teacher or office staff. For
example, if a child has an unauthorised absence and the code ‘N’ is used, the class
teacher must provide a reason for the child’s absence, within 5 days.

If a child is not in school before the beginning of their first lesson they will be
marked as having an unauthorised absence. In the event of this regularly occurring,
the class teacher may arrange a meeting to discuss the concerns and advise
strategies for getting the child into school before registration.

Absence due to illness will be authorised unless the school has a genuine concern
about the authenticity of the illness. If the authenticity of the illness is in doubt, the
school may ask parents to provide medical evidence, such as a doctor’s note,
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prescription, appointment card or other appropriate form of evidence. We will not
ask for medical evidence unnecessarily. If the school is not satisfied about the
authenticity of the illness, the absence will be recorded as unauthorised and parents
will be notified of this in advance.

The following are classified as unauthorised absence, including their registration code:
G — Holiday not granted by the school.

N — Reason for absence not yet established.

O — Absent in other or unknown circumstances.

U — Arrived in school after the register closed (after 20 mins ‘grace’ period).

The following are classified as ‘not a possible attendance”:

X — Pupils of non-compulsory school age absent when they are not timetabled to attend (e.g.
EYFS).

Q — Lack of access arrangements by LA.

D — Dual registration, so attending another school where registered

Y1 — Transport normally provided not being available.

Y2 — Widespread disruption to travel.

Y3 — Part of school premises being closed.

Y4 — Whole school site being unexpectedly closed.

Y5 — Pupil is in criminal justice detention.

Y6 — Public health guidance or law not to attend.

Y7 — Any other unavoidable cause [this includes absence due to non-payment of fees (reason
stated in accompanying field)].

If a child is absent/High absence %

When a child is absent unexpectedly, the class teacher will record the absence in the
register as unauthorised. A member of staff will contact home to ask why the child is not
in school. If a parent or emergency contact cannot be contacted, the Missing Child Policy
will be enforced.

When the child returns to school, a written note or email should be brought from a
parent or guardian to explain the absence. Once the note has arrived the teacher will
then record the correct authorisation code in the register, unless the child has gone on a
vacation / holiday without having received prior permission granted from the Head
teacher. The note will be kept as reference and sent to the office once it has been
received.

A note, or email, may be sent to the school prior to the day of absence. For example, if
a child has a medical appointment.

If there is any doubt about the wellbeing of an absent child, the class teacher should
take immediate action by notifying the school office. The school will then be in contact
straight away with the parent or guardian, in order to check on the safety of the child.

Parents must note that a 10% absence means equivalent of one day or more per
fortnight across a full school year. The expected attendance is at least 92.9% (national
average). Where attendance is as low as 90%, the school may put additional targeted
support in place, which includes working with the local authority. Parents will be notified
when their child’s attendance falls below 90%.




The school will ensure that those missing school because of mental or physical ill health,
or those with SEND, will be given extra support, by considering the individual needs of
pupils. The school must alert the Local Authority about any pupil who misses 15
consecutive or cumulative days due to iliness, as they may need additional support from
the Local Authority, in line with the statutory guidance on arranging education for
children who cannot attend school because of health needs. Contact details of parents
whose children have had 15 days or more illness absence will be passed on to the Local
Authority.

Meetings will be arranged with the parents of children who have persistently high
absences. If necessary, processes will be put in place to support those children who are
‘school refusers’ or who may need counselling or wider support to encourage regular
school attendance.

3.8 Attendance Concern
Where there are attendance issues but no immediate safeguarding concerns, Naima JPS will
follow their usual attendance processes with the relevant school attendance support team.

- Westminster: schoolattendance@westminster.gov.uk
- Kensington & Chelsea: earlyhelp@rbkc.gov.uk

In the event that absence from school raises a potential safeguarding risk and where there
are immediate concerns for a child’s welfare it is essential that action is taken without delay:

- Westminster: accesstochildrensservices@westminster.gov.uk 0207 641 4000

- Kensington & Chelsea: socialservices@rbkc.gov.uk 020 7361 3013

Requests for leave of absence

We believe that children need to be in school for all sessions, so that they can make the
most progress possible. However, we do understand that there are situations where a
parent may legitimately request leave of absence for a child for exceptional
circumstances e.g. death of a relative, overseas family wedding or event. We expect
parents to contact the school at least a week in advance in writing, normally this request
will be granted.

Parents do have the right to withdraw their children from school via permission from the
Head. We naturally prefer parents to take their family holiday in the normal school
holiday periods, but if this is not possible, requests should be directed to the head
teacher at least a week in advance in writing. It is school policy for the Head to judge
each request on its own merit and decide whether or not to grant authorisation.

Long-term absence

When children have an iliness that means they will be away from school for over five
days, the school will do all it can to send material home, so that they can keep up with
their school work.

If the absence is likely to continue for an extended period, or be a repetitive absence,
the school will encourage the parents to make arrangements so that the child can be
given some tuition outside school.
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Repeated unauthorised absences

Parents shall be emailed reminders about the importance of their child

regularly attending school at the beginning of each term. Current government
statistics suggest that yearly attendances which fall between 90-75% can threaten
academic success, or potentially cause a serious hindrance and limit of academic
ability.

The school will contact the parent or guardian of any child who has an unauthorised
absence. If a child has a repeated number of unauthorised absences the parents or
guardians will be reminded of the importance of regular school attendance. Should
unauthorised absences increase further, the parents shall be asked to visit the school
and discuss the problem.

If unauthorised absences still continue, the governors, supported by the LA, reserve the
right to consider taking legal action against any parents or guardians who repeatedly fail
to send their child/children to school on a regular basis.

Monitoring and review

It is the responsibility of the Head to monitor overall attendance. The Head will report to
the governing body if the situation requires greater intervention. Attendances will be
monitored throughout the school year by class teachers. Attendance data will be
routinely monitored to look at how often children are off school and for what reason by
Christopher Brown (Senior Attendance Officer). Any concerns or patterns will be

reported back to class teachers, the Head and DSL (Gemma Babani, Senior Attendance
Champion). This is noted on My Concern and the parents are notified by an email. At the
end of every term, parents will be sent an email if their child’s attendance falls below
90% with a reminder that absence affects children’s progress and learning. Parents are
encouraged not to take children out of school to go on family holidays.

The school will keep accurate attendance records on file for a minimum period of six
years from the end of the school year in question.

Class teachers will be responsible for monitoring attendance in their class and for
following up absences in the appropriate way. If there is concern about a child’s
absence, they will contact the school office immediately. Children identified as having
worrying attendance, or those with notable absent patterns (for example, regularly
missing days the class does P.E.) will be noted to the DSL/ Senior Attendance
Champion.

This policy will be reviewed by the governing body every two years, or earlier if
considered necessary.

Attendances are published at the end of each academic year in the child’s report. In
Year 6/Year 5, these reports provide attendance references during the secondary
transfer and the Head will be required to honestly provide attendance data to
prospective schools, once a reference has been requested.

Should the school become aware of long-term private fostering (private fostering is the
term used when someone who is not a parent or a 'close relative' - e.g. great aunt,




cousin, mum's friend or a neighbour- is looking after a child or young person under the
age of 16 for 28 days or more) the school will inform child services.

The Local Authority has the right to take extracts from and examine registration and
attendance data.

Electronic registers will be backed up at least every month and saved on the system.

Children Missing From Education

Children Missing Education are children of compulsory school age who are not registered pupils
at a school and are not receiving suitable education otherwise than at a school (DfE Children
Missing Education Guidance 2024).

All staff should be aware that children going missing, particularly repeatedly, can act as a vital
warning sign of a range of safeguarding possibilities such as county lines. It may also include
abuse and neglect, which may include sexual abuse or exploitation and child criminal
exploitation. It may indicate mental health problems, risk of substance misuse, risk of travelling
to conflict zones, risk of female genital mutilation or risk of forced marriage. Early intervention
is necessary to identify the existence of any underlying safeguarding risk and to help prevent
the risks of a child going missing in future.

Please discuss with the DSL if you suspect any of the above may be the case for a child at
Naima JPS. Gemma Babani is the DSL at Naima JPS.

Parents have a duty to ensure that their children of compulsory school age are receiving
suitable full-time education. Some parents may elect to educate their children at home and may
withdraw them from school at any time to do so, unless they are subject to a School
Attendance Order.

At school, where possible we hold two emergency contact numbers for each child. We will in
the first instance always call the parents, if we cannot make contact we will then contact the
emergency numbers held on the child’s file.

Our Procedure

We enter pupils onto the admission register at the beginning of the first day on which the
school has agreed, or been notified, that the pupil will attend the school.

We monitor pupils’ attendance by registering children twice a day at the start of school and
after lunch break. Parents are asked to call in or email to let teachers know if their child is off
sick or if they have an appointment. Parents who do not call up will receive a call from the
office to find out why their child is not at school. Pupils who have poor attendance are then
logged onto My Concern. Every two weeks Christopher Brown (KS2 Teacher and Senior
Attendance Officer) checks registers of Year 1 and above to look at how often children are off
school and for what reason. He reports back to class teachers, the Head and DSL, Senior
Attendance Champion of any child who appears to be off school frequently. This is noted on My
Concern and the parents are notified by an email. At the end of every term parents are sent an
email with a log of their child’s attendance/ absence record- parents are reminded that absence
affects children’s progress and learning. Parents are encouraged not to take children out of
school to go on family holidays.




We will inform the LA of any pupil who is absent regularly without permission for a continuous
period of ten school days or more. This includes providing the LA with a contact address and
the name of the child. We will also report any pupils who joins or leaves our school at a non-
standard transition times. Should any child leave our school at non-standard transition times,
we ensure we know which school the child is transferring to.

At any point of concern over a child’s welfare or whereabouts staff must inform the DSL, if the
child is missing from education with no reason given and uncontactable. Children missing
education from school could act as a vital warning sign that they are involved in county lines, or
some kind of child abuse, including; sexual abuse or exploitation, criminal exploitation, FGM,
forced marriage, mental health problems, substance misuse or travelling to conflict zones.

At school, where possible we hold at least two emergency contact numbers for each child. We
will inform the local authority of any pupil who is absent regularly without permission for a
continuous period of ten school days or more. We will also contact our LA if we remove or add
a child to our admissions register at a non-standard transition time.

Our admission and attendance registers are held electronically.

Should any child be missing in education, Naima JPS will notify the CME ( Children Missing
Education) Officer at Westminster and Kensington & Chelsea missing.education@rbkc.gov.uk by
following the CME mapping process (Appendix B).and completing the reasonable enquiries
form.

The Children Missing Education Officer will also carry out checks against the GIAP website.

Additionally, the CME Officer will attempt to make direct contact with the child’s family by
telephone, email, letter and home visiting. Once a child has been confirmed as missing
education, they will be added to the Child Missing Education database.

Children at particular risk of missing education

There are many circumstances where a child may become missing from education so it is vital
that local authorities make judgements on a case by case basis. Although not exhaustive, the
list below presents some of the circumstances that local authorities should consider when
establishing their CME policies and procedures:

a) Pupils at risk of harm/neglect — Children may be missing from education because they
are suffering from abuse, neglect or exploitation. Where this is suspected schools should
follow local child protection procedures. However, if a child as in immediate danger or at
risk of harm, a referral should be made immediately to children’s social care (and the
police if appropriate). Local authority officers responsible for CME should check that a
referral has been made and, if not, they should alert children’s social care. The
Department’s statutory guidance Keeping Children Safe in Education 2026

b) provides further advice for schools and colleges on safeguarding children.

c) Children of Gypsy, Roma and Traveller (GRT) families — Research has shown that many
children from these families can become disengaged from education, particularly during
the secondary school phase. It is therefore important that schools inform the local
authority when a GRT pupil leaves the school without identifying a new destination
school, particularly in the transition from primary to secondary so that they can attempt
to facilitate continuity of the child’s education. Although many are settled, some GRT
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families move regularly and their children can be at increased risk of missing education.
Local authority Traveller Education Support Services (TESS), where these exist, or the
named CME officer within the local authority, can advise schools on the best strategies
for ensuring the minimum disruption to GRT pupils’ education, for example dual
registration with other schools or the provision of electronic or distance learning
packages where these are available.

Children of Service Personnel — Families of members of the Armed Forces are likely to
move frequently — both in the UK and overseas and often at short notice. Schools and
local authorities should contact the MoD Children’s Education Advisory Service (CEAS) on
01980 618244 for advice on making arrangements to ensure continuity of education for
those children when the family moves.

Missing children and runaways — Children who go missing or run away from home or
care may be in serious danger and are vulnerable to crime, sexual exploitation or
abduction as well as missing education.

Children and young people supervised by the Youth Justice System — Children who have
offended or are at risk of doing so are also at risk of disengaging from education. Local
authority Youth Offending Teams (YOTs) are responsible for supervising those young
people (aged 8 to 18).

Children who cease to attend a school — there are many reasons why a child stops
attending a school. It could be because the parent chooses to home educate their child.
However, where the reason for a child who has stopped attending a school is not
known, the local authority should investigate the case and satisfy itself that the child is
receiving suitable education.

h) Children of new migrant families — children of new migrant families may not have yet
settled into a fixed address or may have arrived into a local authority area without the
authority becoming aware, therefore increasing the risk of the child missing education.

Regulation 8(1)(i) and 12(6) to (8) of the Education (Pupil Registration) (England) Regulations
2006, Equality Act 2010 and UN Convention on the Rights of a Child.




Appendix A : Westminster Council contact numbers

FAO: School Attendance Champion

With the recent publication of the DfE’s Working Together to Improve School Attendance
August guidance, all schools are now required to submit admissions and attendance returns to
the local authority. We recognise this is a change in the way that we have historically worked
together and while it doesn't, at present, provide the opportunity for the local authority to
provide casework support, felt it would be helpful to provide an overview and summary of these
reporting requirements and key points of contact to support your school in meeting these
expectations:

New Pupil & Deletion Returns: Notifying the local authority when a pupil’s name is added to or deleted
from the admission register outside of standard transition times.

Westminster: schooladmissions@Westminster.gov.uk 0207 745 6432
Kensington & Chelsea: school.admissions@rbkc.gov.uk 0207 745 6433

Attendance Returns: Providing the local authority with the names and addresses of all pupils of
compulsory school age who fail to attend school regularly or have been absent for a continuous period of
ten school days where their absence has been recorded with one or more of the codes

statistically classified as unauthorised

School attendance | Roval Borough of
Kensington and Chelsea
Email: school.attendance@rbkc.gov.uk

School Attendance | Westminster City Council
Email: schoolattendance(@westminster.gov.uk

Persistent Absence: Where pupils miss 10% or more of school (equivalent to 1 day or more a fortnight
across a full school year).

Kensington & Chelsea Statutory School
Attendance Manager: Charlotte Auguste
Contact: Charlotte.Auguste@rbkc.gov.uk 07976
060213

Westminster Statutory School Attendance Manager:
Simone Paul
Contact: spaul@westminster.gov.uk 07852 206 544

Severe Absence: Pupils who are absent from school more than they are present (those missing 50% or
more of school)

Family Information Hub | Early Help | Westminster | Family Information Hub | Early Help | Kensington
City Council & Chelsea
Contact: accesstoearlyhelp@westminster.gov.uk Contact: earlyhelp@rbkc.gov.uk

Sickness Returns: Providing the local authority with the full name and address of all pupils of
compulsory school age who have been recorded with code I (illness) and who the school has reasonable
grounds to believe will miss 15 days consecutively or cumulatively because of sickness.

Westminster: Family Information Hub | What happens if a child/young person is missing school due to
illness?

Kensington & Chelsea: Family Information Hub | What happens if a child/young person is missing school
due to illness?

Minor sickness and school attendance | [Minor Sickness & School Attendance |
Westminster City Council IKensington & Chelsea
Contact: illnessabsence(@westminster.gov.uk |Contact: illness.absence@westminster.gov.uk
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Additional Reporting Requirements: Please refer to the following points of contact in Bi-Borough
School Place Planning & Access to Education

Health Needs Notification: Where a long term health condition impacts on education Arranging
education for children who cannot attend school because of health needs

Bi-Borough Medical Needs Co-ordinator: Filiz Bayram
Contact: Fbayram@westminster.gov.uk 07971 920 531

Child Missing Education: The whereabouts and circumstances of a child is unclear or unknown for a
continuous period of 20 school days Children Missing Education

Bi-Borough Child Missing Education Lead Officer: Filiz Bayram
Contact: Missing.Education@rbkc.gov.uk 020 7745 6448

Elective Home Education: When a parent or carer elects for their child to receive suitable and sufficient
education otherwise than at school Elective Home Education

Bi-Borough Elective Home Education Lead Officer: Filiz Bayram
Contact: home.education@rbkc.gov.uk 0207 745 6439

Pupil Exclusions: Where a pupil’s name is deleted from the school admissions register because of a
permanent exclusion School suspensions and permanent exclusions

Bi-Borough Senior Exclusions Officer: Paul Worts
Contact: Paul.worts@rbke.gov.uk 020 7745 6614

Simone Paul
Statutory School Attendance Manager

A: 4 Frampton Street, NW8 8LF
M: 07852 206 544
E: spaul@westminster.gov.uk

Westminster School Attendance: https://www.westminster.gov.uk/children-and-education/school-
attendance

Bi-Borough Services to Schools: http://services2schools.org.uk/

Admissions & Access to Education: https://www.westminster.gov.uk/contact-school-admissions-and-
access-education-team

FAIRER early help

WESTMINSTER City of Westminster

More information on Early Help in Westminster can be found here: Family Information Hub | Westminster
Early Help Service

All referrals into Children’s Services in Westminster other than Child Protection cases, should be via a Multi-
Agency Assessment and Referral Form (MAARF).



https://assets.publishing.service.gov.uk/media/657995f0254aaa000d050bff/Arranging_education_for_children_who_cannot_attend_school_because_of_health_needs.pdf
https://assets.publishing.service.gov.uk/media/657995f0254aaa000d050bff/Arranging_education_for_children_who_cannot_attend_school_because_of_health_needs.pdf
mailto:Fbayram@westminster.gov.uk
mailto:Fbayram@westminster.gov.uk
https://www.gov.uk/government/publications/children-missing-education
mailto:Missing.Education@rbkc.gov.uk
https://www.gov.uk/government/publications/elective-home-education
http://home.education@rbkc.gov.uk/
https://www.gov.uk/government/publications/school-exclusion
mailto:%20Paul.worts@rbkc.gov.uk
mailto:spaul@westminster.gov.uk
https://www.westminster.gov.uk/children-and-education/school-attendance
https://www.westminster.gov.uk/children-and-education/school-attendance
http://services2schools.org.uk/
https://www.westminster.gov.uk/contact-school-admissions-and-access-education-team
https://www.westminster.gov.uk/contact-school-admissions-and-access-education-team
https://fisd.westminster.gov.uk/kb5/westminster/fis/service.page?id=cg7FlWe-RQM
https://fisd.westminster.gov.uk/kb5/westminster/fis/service.page?id=cg7FlWe-RQM

You can register and create an account here: Family Information Hub | Multi-agency Referral Form

(MARF)

APPENDIX B

Child Missing Education: Reasonable Enquiries Mapping process
Actions to take when a pupil's absence is unexplained, or their school destination or

new address is unknown.
Schools and Local Authorities must work jointly to identify CME.

CheckKklist of enquiries to be made by the school within 5 days

Action Check v

Calls made to numbers held on the school’s record

Make phone calls to all listed emergency contact numbers.

Coordinate with other agencies involved with the family, especially if the child has a Social
Worker or is known to Early Help, Children Services, Virtual Schools, YJS, SEN, or Police.
Conduct welfare checks if necessary.

Check with schools that have siblings or relatives enrolled.

If the pupil’s location is not known and it is safe to proceed, consider conducting a home
visit. (guidance to be linked here)

Consult all staff members who had contact with the pupil and the School Attendance
Officer.

Consider exploring informal sources, consulting classmates, utilizing appropriate social
media platforms, and engaging with other parents.

Reasonable enquiries to be made by the school within 5 to 10 days

Action Check v

Write to the emergency contact if known.

Notify the parent or carer of the student in writing about the concern regarding their
unexplained absence and mention that a referral to the Children Missing Education
Team may be necessary if no response is received.



https://fisd.westminster.gov.uk/kb5/westminster/fis/advice.page?id=OTnzCnyHz3w
https://fisd.westminster.gov.uk/kb5/westminster/fis/advice.page?id=OTnzCnyHz3w

Contact the Local Authority CME officer for further guidance.

This policy is reviewed and updated frequently.







	3.8      Attendance Concern
	Child Missing Education: Reasonable Enquiries Mapping process

