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Key References: In addition to this policy Cobham Montessori School has due regard 
for, and refers to the following legislation and guidance, any additional details found in the 
following publications: 
 
This policy is based on the Department for Education’s (DfE’s) statutory guidance on working 
together to improve school attendance (applies from 19 August 2024) and school attendance 
parental responsibility measures. The guidance is based on the following pieces of 
legislation, which set out the legal powers and duties that govern school attendance: 

 Part 6 of the Education Act 1996 
 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, 

and 2016 amendments) 
 The Education (Penalty Notices) (England) (Amendment) Regulations 2013 
 It also refers to: 
 School census guidance 
 Keeping Children Safe in Education 
 Mental health issues affecting a pupil's attendance: guidance for schools 

 
 
 

Links are current as of August 2024 
  



 

Last updated August 2024 2 Attendance and Absence Policy 

 

 

1.0 Importance of Attendance 
Children need a continuity of experience in order to fully benefit from the education offered 
at Cobham Montessori School.  Children thrive within the stability of the community in terms 
of both the adults and children who are present each day.  Regular, punctual attendance 
will establish good habits that will support children throughout their lives.  For these three 
reasons we emphasise the importance of consistent and high attendance over the school 
year. 

1.1 Scope 

Children below compulsory school age in the Children’s House may attend on a sessional 
basis and, whilst we encourage regular attendance in all communities, there are no 
restrictions on parents removing their children during term time for family holidays. 

The requirements of this policy apply to children who have reached primary school age (i.e. 
their 4th birthday occurred prior to 1st September of current school year).   

1.2 The Government expects us to: 

• Promote good attendance and reduce absence, including persistent absence (less 
than 90%);  

• Ensure every pupil has access to full-time education, to which they are entitled; and,  
• act early to address patterns of absence.  

 

2.0 Procedures  
Parents will:  

 Ensure that their children attend school regularly  

 Notify school on the first day of absence before 9.00 am by phone or email sent to 
attendance@cobhammontessori.co.uk 

 Complete an Approval for Absence Request form (Appendix B) for absence during 
term time for exceptional circumstances 

 If requested, hand in medical evidence for 4 or more days consecutive absence due 
to illness   

 Meet with the Head of School to discuss their child’s attendance when necessary  

 

Class Teachers will:  

 Complete a register in Transparent Classroom at the start of each session (morning 
and afternoon)  

 Monitor daily patterns of attendance and report any concerns that arise to the Head 
of School. 

 Provide work for children to do at home if an absence is due to a long illness, 
disability or other circumstances. 

 Make parents aware of concerns over attendance during termly progress meetings or 
sooner if required. 

 Ascertain the reason for a child’s absence if not already provided by phoning parents 
and other provided Emergency Contacts on the first day of absence. 
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 If no contact has been possible, use professional judgement as to whether to alert 
police or other services 

 

Office Staff will:  

 Input admissions data on the Admissions Register 

 Review and analyse registers each term for monitoring purposes  

 Monitor alongside the Head of School patterns of attendance and lateness  

 If requested by a class teacher, make first day absence calls and record reasons for 
absence  

 Instigate procedures with parents of children whose attendance is of a concern.  

Head of School will:  

 Monitor official registers and take actions where concerns have been identified  

 Inform parents of individual pupils’ attendance record in the end of year schools 
report  

 Inform/Meet with parents whose children’s attendance causes concern  

 Involve Surrey County Council’s Inclusion Service where appropriate 

 

2.1 Late Procedures  

 Children who arrive late (after the doors close at 9.15am) must wait with their 
parents until it is convenient for the child to be taken to class.  

 Children who frequently arrive late will be monitored;  

 Children who arrive late after the registers have closed due to a medical 
appointment will be marked M (in). 

 Any child arriving after 9:15am for any reason other than a medical appointment will 
be marked U (late after registers closed).  

 Children who have to leave for any reason throughout the day should be signed out. 
This is strongly discouraged.  

 Parents are requested to make dental or medical appointments outside of school 
hours wherever possible.  

 

2.2 Holiday in Term Time Procedures  

Children attend school for approximately 37 weeks in the calendar year.  There are many 
weeks for holidays – 2.5 over Christmas, 2.5 over Easter, and more than 6 over the Summer.  
In addition, there are the half-term breaks and the bank holidays.  We encourage parents 
to make the most of these holiday periods, and to avoid booking holidays during term time. 

Children are generally not allowed days absence for holidays or other elective reasons.  Any 
absence, other than for illness or emergency medical attention, will be coded as (G) – Family 
holiday not agreed or (O) Unauthorised.  

Parents may choose to complete an ‘Approval for Absence Request’ stating why they are 
removing their child during term time.  This is given to the Head of School.  Only exceptional 
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circumstances will be authorised, such as family weddings/funerals or other significant 
events which could not be arranged outside of term time. 

If an ‘Approval for Absence Request’ is rejected, then the absence; should the parent still 
proceed with the removal of their child during term time, is recorded as unauthorised (Code 
G or O) as appropriate. 

 

2.3 Children with attendance below 90% 

Persistent Absenteeism will be monitored by the Head of School.  A child going missing from 
education is a potential indicator of abuse or neglect.  School staff will follow the school’s 
procedures for dealing with children that go missing from education, particularly on repeat 
occasions, to help identify the risk of abuse and neglect, including sexual exploitation, and 
to help prevent the risks of their going missing in future.  

All Schools are required to make the local authority aware of every registered pupil who 
fails to attend school regularly and any children who have been absent from school, where 
the absence has been treated as unauthorised for a continuous period of not less than 10 
school days Education (Pupil Registration) (England) Regulations 2006 regulation 12.  

This attendance policy is part of broader suite of Safeguarding policies including the schools 
Child Protection Policy.  

 

2.4 Illness 

It is a school’s decision whether to accept a reason for a child’s absence and whether to 
authorise that absence.  In the majority of cases a parents’ note explaining that their child 
was ill can be accepted without question or concern (we may request medical evidence to 
be provided for absences of more than 4 days).  In exceptional circumstances further 
evidence of a child’s illness may be requested.  

 

3.0 Part Time Attendance for Children of Compulsory School Age  
As a rule, we will not offer part-time places to children of compulsory school age.  All pupils 
of compulsory school age are entitled to a full-time education.   

In very exceptional circumstances there may be a need for a temporary part-time timetable 
to meet a pupil’s individual needs: for example, where a medical condition prevents a pupil 
from attending full-time education and a part-time timetable is considered as part of a re-
integration package or the child has a SEND which cannot be met by the school in the short 
term (for example while specialist resources including specialist staff are being sourced).  A 
part-time timetable must not be treated as a long-term solution.  Any pastoral support 
programme or other agreement must have a time limit by which point the pupil is expected 
to attend full-time or be provided with alternative provision.   

In agreeing to a part-time timetable the school has agreed to a pupil being absent from 
school for part of the week or day and therefore will record it as authorised absence. 
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Appendix A – Registration Codes 

The following codes are taken from the DfE’s guidance on school attendance. 

Code Definition Scenario 

/ Present (am) Pupil is present at morning registration 

\ Present (pm) Pupil is present at afternoon registration 

L Late arrival Pupil arrives late before register has 
closed 

B Off-site educational activity 
Pupil is at a supervised off-site 
educational activity approved by the 
school 

D Dual registered 
Pupil is attending a session at another 
setting where they are also registered 

J Interview Pupil has an interview with a prospective 
employer/educational establishment 

P Sporting activity 
Pupil is participating in a supervised 
sporting activity approved by the school 

V Educational trip or visit 
Pupil is on an educational visit/trip 
organised, or approved, by the school 

W Work experience Pupil is on a work experience placement 

 

Code Definition Scenario 

Authorised absence 

C Authorised leave of absence 
Pupil has been granted a leave of absence 
due to exceptional circumstances 

E Excluded 
Pupil has been excluded but no alternative 
provision has been made 

H Authorised holiday 
Pupil has been allowed to go on holiday 
due to exceptional circumstances 
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I Illness 
School has been notified that a pupil will 
be absent due to illness 

M Medical/dental appointment 
Pupil is at a medical or dental 
appointment 

R Religious observance Pupil is taking part in a day of religious 
observance 

S Study leave Year 11 pupil is on study leave during their  
public examinations 

T 
Gypsy, Roma and traveller 
absence 

Pupil from a traveller community is 
travelling, as agreed with the school 

Unauthorised absence 

G Unauthorised holiday Pupil is on a holiday that was not approved 
by the school 

N Reason not provided 

Pupil is absent for an unknown reason (this 
code should be amended when the reason 
emerges, or replaced with code O if no 
reason for absence has been provided 
after a reasonable amount of time) 

O Unauthorised absence 
School is not satisfied with reason for 
pupil's absence 

U Arrival after registration Pupil arrived at school after the register 
closed 

 

Other – not counted in possible attendance: 

Code Definition Scenario 

X Not required to be in school Pupil of non-compulsory school age is not 
required to attend 

Y 
Unable to attend due to 
exceptional circumstances Enforced Closure 

Z Pupil not on admission register 
Register set up but pupil has not yet joined 
the school 
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Appendix B 

Approval for Absence Request 

 

Name of Child: 
 
 
 

Community: 
 
Children’s House / Elementary 
 

Proposed Dates of Absence: 

 
From: 
 
To: 
 

Time of Absence: 
 
All Day / Part of Day 
 

Reason for Absence: 

 
 
 
 
 

Details of Exceptional 
Circumstances (if applicable): 

 
 
 
 
 

School Response: 

 
Approved by: 
 
 
Not Approved – with reasons: 
 
 
 

Follow Up Action Needed: 

 
 
 
 

 


