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Statement of Intent 
 
Galatians 6:9 states: "Let us not become weary in doing good, for at the proper time we will reap 
a harvest if we do not give up." This verse serves as a reminder to remain committed to doing 
what is right, even when weary, promising a reward for faithfulness. We seek to cultivate this 
disciplined approach to school life as an important part of positive work ethic and valuing its 
returns in terms of productivity both now and in future employment.  
 
Immanuel Christian School is committed to the continuous raising of achievement and the 
building of character for all our pupils. Regular attendance is crucial if our pupils are to be 
successful and benefit from all the opportunities presented to them. 
 
We know good attendance is fundamental to a successful and fulfilling school experience. 
Therefore, we actively promote 100% attendance for all our pupils, using a variety of awards to 
promote good attendance and punctuality as we celebrate this success. Pupils and classes of 
pupils are encouraged and incentivized through end of term attendance certificates and house 
points awarded for 98%, 99% and 100% attendance in incremental point allocations. 

 
This policy complies with the statutory guidance found in Working Together to Improve School 
Attendance 2024. 
Working together to improve school attendance (2024) 
The policy is available on our school website. All parents are sent this policy when their children 
start at the school and there is an annual reminder to all parents at the start of each academic 
year. 
 
Senior Attendance Champion 
The Senior Attendance Champion is Jo Gulliford.  
Email: joannagulliford@immanuelschool.org.uk  
telephone: 01454 311710 
 
Registration  
The register is a legal document and may be called for examination by an Inspector.  Each class 
teacher is responsible for keeping his or her class register up to date.  Accurate registers are vital 
for fire drills. 
 
Morning registration is at 8:45 a.m. for primary pupils and 9.00 for secondary pupils. Afternoon 
registration is a 1.00 for secondary and 1.15 for primary pupils. 
 
A pupil who arrives up to half an hour after the close of the register is to be marked L. If they are 
later than this it should be marked as “unauthorized absence”. If a pupil is repeated late, please 
notify the head. 
 
The register is to be completed online, twice daily. Registration codes are on the online register 
and as below. 
 
There is a wipe-clean manual fire register to be used for any absent pupils. Pupils are listed on 
this register and in the case of a class absence their name will be crossed out using a whiteboard 
marker until the end of the day when the register is wiped clear again. In the case of a fire drill 
or in the event of a fire, these registers are taken outside as the pupils exit the building and are 
used to confirm all pupils present have left the building. 
 
All entries will be preserved for 6 years and will include all pupils, irrespective of age. A data 
analysis will be undertaken, focusing on individuals and cohorts with attendance problems in 
order to target improvement for those pupils who need it most 
The LA have the right to examine and take extracts of attendance registers from the school. 

https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
mailto:joannagulliford@immanuelschool.org.uk
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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 LA about any pupil who misses 15 consecutive or cumulative days due to illness, 
as they may need additional support from the LA.  
When the policy is due for review and update, the views of parents and pupils should be sought. 
In developing and implementing this policy, the school must consider its obligations under the 
Equality Act 2010 and the UN Convention on the Rights of the Child.  
N.B. This policy also covers EYFS children as from Sept 2025.  
 
 
Parental Responsibility 
Parents have a legal duty to ensure that their children attend school regularly and arrive on 

time. Regular attendance is essential to the all-round development of the child and they 

should be allowed to take full advantage of educational opportunities available to them in 

order to make good progress in their learning. Poor attendance undermines their educational 

attainment and progress. 
 
It is the parents’ responsibility to contact the school on the first and subsequent days their 

child is absent. This should be done by phone, email or in person by 9.30am. Parents of pupils 

that are primary age must contact the class teacher. Parents of pupils of secondary age must 

contact the form tutor on a day-to-day basis for illness or known appointments: 

Starlings: Mel Walford mwalford@immanuelschool.org.uk 

Kingfishers: Sarah Bushell (Monday-Wednesday) or Val Bretton (Thursday – Friday) 

sarahb@immanuelschool.org.uk valb@immanuelschool.org.uk  

Puffins: Kirsty Judge kirstyj@immanuelschool.org.uk 

Kites: Andy Joy andyj@immanuelschool.org.uk 

KS3: Sarah Salkeld sarahs@immanuelschool.org.uk 

KS4: Alan Homersley alanh@immanuelschool.org.uk 

 

Contacting whenever there is an absence is a safeguarding issue requirement so that all parties 

know that each child is safe and that their whereabouts is known. Parents should regularly 

update the school and inform the school when their child is returning. 

 

For more detailed support on attendance parents should contact the Attendance Champion, Jo 

Gulliford (contact details above). 
 
 

The Role of the School Staff 

At ICS there is a whole school responsibility and approach for improving school attendance. The 

Attendance Champion (Jo Gulliford) has overall responsibility for monitoring attendance issues. 
 
Class teachers or form tutors complete a register at the beginning of each morning and 

afternoon session. Marking the attendance registers twice daily is a legal requirement as 

documented in The School Attendance (Pupil Registration) (England) Regulations 2024. 

Teachers mark pupils present, absent or late. The class teacher or form tutor notifies the 

Headteacher of children whose attendance is causing concern. 
 
It is the overall responsibility of the Headteacher to ensure: 

• The register is recorded electronically each day. 
• Attendance and lateness records are up to date.  
• If no reason for absence has been provided, parents are contacted on the first day of 

absence by phone call, usually by 9.30am.  

mailto:mwalford@immanuelschool.org.uk
mailto:sarahb@immanuelschool.org.uk
mailto:valb@immanuelschool.org.uk
mailto:kirstyj@immanuelschool.org.uk
mailto:andyj@immanuelschool.org.uk
mailto:sarahs@immanuelschool.org.uk
mailto:alanh@immanuelschool.org.uk
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• Where there has been no communication, queries are sent to parents requesting 
reasons for absence.  

• The appropriate attendance code is entered into the register (see National Attendance 
Codes – Appendix 1). 

• Parents are informed annually of the child’s attendance figure. 

 

In the case of attendance problems, the school will prioritise pupils or pupil cohorts who need 
more support. Our intent is to pre-emptively deal with issues in order to prevent cases of 
persistent or severe absence. However, if such cases were to occur, the attendance champion 
would work closely with individuals and families to better understand the barriers to attendance. 
As dictated by the severity of the case and causes (if attendance is lower than 90%) this would 
be done in conjunction with the local authority. 

 

Lateness 
Primary pupils are expected to arrive by 8.45am and secondary pupils by 9.00am. All pupils that 

arrive late must be able to provide a reason for lateness. 

 
At ICS the registers are taken at 8.45am and 1.15pm for primary pupils and 9.00am and 1pm for 

secondary pupils. The registers will close at 9.15am and 1.45pm for primary pupils and 9.30am 

and 1.30pm for secondary pupils. 
 
Pupils arriving after the register has been taken but before it has been closed will be marked as 

‘late before registration has closed’ (Code ‘L’) by their class teacher or form tutor. Pupils arriving 

after the registers close must report to their class teacher or form tutor where their name and 

the reason for lateness will be recorded. Pupils arriving after the register has closed will be 

marked as ‘late after registration’ (Code ‘U’). 
 
Frequent lateness will be discussed with parents to find a workable solution. 
 
Authorising Absence 
Only the Headteacher can authorise absence using a consistent approach. The Headteacher is 
not obliged to accept a parent’s explanation. A letter or telephone message from a parent does 
not in itself authorise an absence. If absences are not authorised, parents will be notified. If no 
explanation is received, absences will not be authorised. 
 

The Headteacher may authorise absence in “exceptional circumstances” but this must be 

requested in advance and agreement to each request is at the discretion of the Headteacher. It 

is particularly detrimental to the education of pupils who have begun GCSE courses to be taken 

out during term-time. Each case will be judged on its merits and the Headteacher’s decision 

is final. 
 
 
Absence during term time for a half day or day will only be granted if the attendance is 

usually above 97%. In rare cases in response to specific family needs up to 3 days may be 

authorised. 
 
Circumstances where permission for absence may be granted: 

• Service personnel returning from a tour of duty abroad where it is evidenced the 
parent will not be in receipt of any leave in the near future that coincides with school 
holidays. 

• Where an absence from school is recommended by a health professional as part of a 
parent’s or child’s rehabilitation from a medical or emotional issue. 

• The death or terminal illness of a person close to the family. 
• To attend a wedding or funeral of a person close to the family. 
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• Any strong personal reasons why a family might need to take a child away from school 
for a short break. 

Any examples provided are illustrative rather than exhaustive. It is acceptable to take a pupil’s 
previous record of attendance into account when the school is making decisions. It is 
important to note that the Headteacher can agree the absence of a child in exceptional 
circumstances and this discretion can be used also to determine the length of the authorised 
absence. 
 

Section 444 of the Education Act 1996 says that parents are guilty of an offence of failing to 

secure regular attendance at school unless they can prove that the child was absent: 

• with leave (the school has given permission) 
• due to sickness or any unavoidable cause (the sickness or unavoidable cause must 

relate to the child, not the parent) 
• religious observance 
• failure by the Local Authority to provide transport 

 

In law, these are the only acceptable reasons for a child being absent from school. 
 
Persistent unauthorised absence (10% or more of the school year) will result in additional 

targeted support being put in place and a referral to the Local Authority School Liaison Officer. 

In some circumstances, it may be regarded as a safeguarding issue. 
 
Timeline of the Staged Approach for Managing Poor Attendance 

• 94 - 96% attendance: The Attendance champion to contact parent, if patterns of 

non-attendance emerge and where it is deemed appropriate. 

• 90 – 93.9% attendance: school intervention letters/meeting with parents. 
• Where there are concerns that a child’s attendance is below 90%, a meeting will be 

instigated with the A ttendance champion and SENCO before approaching the parents 
and reporting to the LA.  

 
Children Missing Education 
No child should be removed from the school roll without consultation with the Headteacher. 

Please see the circumstances below. 
 
Where a child is missing from education, Local Authority guidance will be followed, by 

completing a Child Missing Education referral for the following circumstances: 

•  If the whereabouts of the child is unknown and the school has failed to locate him/her.  
• The family has notified the school that they are leaving the area but no Common 

Transfer Form (pupil file) has been requested by another school. 
 
Full guidance on Children Missing from Education is found in the school’s Children Missing in 
Education policy. 
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Appendix 1 – Attendance codes 
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