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All absences, whether authorised or not will affect a child’s overall
Why Attendance MAtters....ieeveececeiccecceeeeee aftendance percentage.

If your child is absent from school due to a medical appointment, they
will not achieve 100% attendance for that week and therefore will not

Attendance Monitoring ProCess .......cocceeevveeveenveneen. .
receive areward as a result of the absence.

The only children who are exempft from this, are those who have

Reporting ADSENCE .......cccuveeieeiieeeeeeeeee e lifelong/long-term medical conditions* which requires them to attend
hospital appointments. In order to receive an atfendance reward, the
following criteria must be met:

Lates and Medical Appointments.......ccvveveveeneeenee. ) ) , " ,
- Apupil has a lifelong/long-term* medical condition which

requires them fto attend hospital appointments

How Medical Absence Affects Aftendance - A pupil has hospital appointments that they need to attend

REW OIS .ottt eeeee e eeeeeeeeaeeeeees and there is no flexibility as to the time and date of these
hospital appointments

- A pupil has medical evidence that they have hospital
appointments they need to attend and a copy of the
evidence is given to school in advance of the appointment

- A pupil attends school before and after the hospital
appointment where possible (at the discretion and judgement
of the Attendance and Welfare Officer)

- The hospital appointment is pre-planned and scheduled in
advance. It is part of the on-going freatment/monitoring of
the medical condition

- Emergency hospital appointments in response to an
unexpected issue that has arisen do not count in this
exception to the issuing of rewards

*A medical condition that will require more than one academic year
of treatment

Please note: GP appointments will not be taken into consideration



Lates Procedure

The school gates open at 8:45am. Primary pupils should
arrive fo school for a 9:00 am start. Arriving between
9:01 am and 9:30 am will result in a late mark. Arriving
after 9:30am will be recorded as Late After Register
Closes, this mark is equivalent to an unauthorised
absence.

Medical Appointments

As per our Attendance & Punctuality policy, we ask
that medical appointments are made outside of school
hours where possible; where this is not possible, the
school require at least 2 days notice for all medicall
appointments excluding emergency appointments.
You must inform the school of any emergency
appointments in the first instance.

Why does Attendance matter?

There is a clear link between poor attendance at
school and lower academic achievement, in a

nutshell - how can our children learn if they are

-

not here?

Of pupils with absence over 50%, only 3% manage to achieve
five or more GCSE's at grades A*- C including Maths and
English

A child who is absent a day of school per week misses an
equivalent of two years of their school life

Poor examination results limit young people’s options and poor
attendance suggests to colleges and employers that these
students are unreliable

Poor school attendance is also closely associated with crime -
a quarter of school age offenders have truanted repeatedly

What we are doing?

At Salisbury Manor we are working hard to identify early concerns and
issues which may be affecting your child’s attendance.

We continuously promote the importance of good
attendance throughout the school

We have robust monitoring processes in place

We ensure extensive support is offered to those who
experience difficulties with punctuality and/or attendance
We issue termly attendance updates for parents/carers.



Code Attendance % What does this mean?

Your child has
excellent attendance

Monitored by teacher/coach
and school office

Half-termly certificate for
outstanding attendance and
punctuality are awarded
Children who achieve 100%
attendance and punctuality
for the entire term receive a
special certificate in
recognition of their efforts

Your child has good
aftendance

Monitored by school office
and aftendance officer

If your child’s attendance drops below 97% (our whole school target), you will

receive a lefter fo notify you that you will be monito

ring your child’s aftendance.

- Your child’s
aftendance is a
concern

- This is the
equivalent of
between V2 a day
to 1 day absent
per fortnight

Letter 1, 2 and 3 are sent fo
parents/carers (reflective of
what their child’s
attendance is).

When a child's attendance
falls below 92% parents meet
with the Attendance and
Welfare Officer.

Fixed Penalty Notice where
appropriate.

Referral to the Governors
Attendance Panel (where
there has been insufficient
improvement).

If your child’s attendance fails to improve you will be required to attend fortnightly meetings and
your child will be placed on an attendance support plan. Your case may be passed onto
Waltham Forest and Welfare Service who will then take further action to bring about a
prosecution for non-school attendance/unsatisfactory school attendance.

- Your child’s
aftendance is a
serious concern

- Your child is
classed as a
‘Persistent
Absentee’

- This is the
equivalent of
more than 2 a
day absent per
week

Meeting with the
Attendance officer and/or
EWO

Attendance Support Plan
set up in school

Fixed Penalty Notice
(Wwhere appropriate)
Court Action (where
appropriate)

CAF (where appropriate)
Referral to the Governors
attendance panel

Reporting Absence

You must noftify the school by 8am if your child is unable to attend.
The school should be updated on each and every day of

absence.

Important: Parents/Carers wishing to report absences over the
phone must do so via the Pupil Absence Line as detailed below.

To report absences by telephone, call the Office
Line on 0208 527 7433 and select Option 1 - you

Phone must clearly state your child’s name, class and
reason for absence. You do not need to speak to a
member of staff to report an absence.

Email Absence related emails should be sent to

attendance@salisburymanorprimary.org.uk (this
includes notifying school of appointments/medical
evidence)

On return to school you will need to complete an online Return to
School form, this will be emailed to you or can be found in the
main recepftion.

Please be reminded that absences of more than 2 days require
medical evidence such as a copy of prescription and/or an
appointment card.
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