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 Statement of Intent  
  
The Maplesden Noakes School is committed to providing the best curriculum and 
experience for all, and the best start  to an exciting future. We believe that if students are to 
benefit from this then good attendance is crucial. As a school, we will organise and do all 
that we can to ensure maximum attendance for all students. Any problems that impede full 
attendance will be identified and addressed as speedily as possible.  
  
One of our basic principles is to celebrate success. Good attendance is fundamental to a 
successful and fulfilling school experience. We actively promote 100% attendance for all our 
pupils and we use a variety of  termly and annual awards to promote good attendance and 
punctuality.  
  
The Governors, Headteacher and Staff in partnership with parents/carers have a duty to 
promote full attendance at The Maplesden Noakes School. We recognise that parents/carers 
have a vital role to play and that there is a need to establish strong home-school links and 
communication systems that can be utilised whenever there is concern about attendance.  
  
If there are problems which affect a student’s attendance we will investigate, identify and 
strive, in partnership with parents/carers and students to resolve the problem as quickly and 
efficiently as possible. We will adopt a clear focused approach aimed at returning the student 
to full attendance at all times.  
  
The school will challenge the behaviour of those pupils and parents/carers who give low 
priority to attendance and punctuality.  We fully support current government action to 
improve attendance, including measures designed to reduce holidays taken in term time.  
  
Parental Responsibility  
  
Parents/carers have a legal duty to ensure that their child(ren) 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.  
Poor attendance undermines their education and sometimes, puts pupils at risk, 
encouraging anti-social behaviour.  
  
It is the parents’/carers responsibility to contact the school each day their child is 
absent. This is a safeguarding issue so that all parties know that your child is safe.  
  
The Role of the School Staff  
  
The Maplesden Noakes School has overall responsibility for attendance. We will promote 
positive staff attitudes to students returning to school after absence.  
  
Class teachers complete a register at the beginning of each morning and afternoon session.  
Marking the attendance registers twice daily is a legal requirement.  Teachers mark pupils 
present, absent or late.  The class teacher notifies the Attendance and Welfare Officer  of 
children whose attendance is causing concern.  
  
It is the responsibility of the Attendance and Welfare Officer to ensure:  
  

▪ Attendance and lateness records are up to date   
▪ If no reason for absence has been provided, parents/carers are contacted on the first 
day of absence via a BROMCOM  text message. 
▪ Where there has been no communication from parents/carers, telephone calls are 

made or emails  are sent requesting reasons for absence and the absence is 
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recorded as unauthorised until we receive a reason for the absence.  If a student has 
been off school for longer than 3 days with no communication from the parent/carer 
as to a reason for their child’s absence then the Family Liaison Officer or a 
nominated member of staff will conduct a home visit after the 3rd day of 
absence where necessary or prior to this if the school has a safeguarding concern. 

▪ The appropriate attendance code is entered into the register (National Attendance 
Codes)  

▪ Consult with all members of the school community and the KCC PRU Inclusion and 
Attendance Service (PIAS) in developing and maintaining the whole school 
attendance policy.  

▪ Analyse data and evaluate attendance procedures regularly.  
▪ Work towards ensuring that all students feel supported and valued. Send a clear 

message that if a student is absent then he/she will be missed.  
▪ Regular updates of current attendance in assemblies with appropriate rewards 

given.  
  
In order for this policy to be successful, every member of the school staff, by their behaviour 
must make attendance a priority and convey to the students the importance of their 
education. This means ensuring that all teaching staff attend regularly, arrive on time to 
lessons and are well prepared. The expectation is that pupils attend regularly and arrive on 
time for registration/assemblies.  

  
Lateness  
  
With the exception of Monday timings, morning registers open at 8:30am and close at 9am. 
All pupils that arrive to school after 8:30am will be spoken to by their tutor, their name 
recorded and an appropriate sanction issued; this could be a warning or a detention. Should 
students receive 5 “lates” in any one term they will receive a 1 hour whole school detention 
and parents/carers will be notified of this via  email  or letter. 
 
Lateness on a Monday may be subject to a same day 30 minute detention directly after 
school. Any students arriving at the school gate after 8.28 am will have their name recorded 
and their uniform card signed.  Students are granted one exemption across two terms, three 
times a year.  The first late is recorded and a letter is issued to parents/carers informing 
them of the late arrival at school, any subsequent lates within the two terms will be subject to 
a fixed 30 minute detention which will be served the same day and parents/carers will be 
notified of this by email or letter.  Failure to attend this detention will result in the student 
being placed in isolation on the following day or their next attended school day. 
  
Pupils who arrive after 9am must report to the attendance office and will be marked as an 
unauthorised absence for the am session (Code U) which will have a direct affect on their 
attendance record, your child will then be required to make up the time they have missed 
from school and this sanction will be carried out at lunchtime.  
  
With the exception of Monday timings, afternoon registers open at 2pm and close at 2:10pm. 
Pupils arriving after afternoon register has closed will be marked as a late after registration.  
 

Frequent lateness will be discussed with parents/carers and can provide grounds for 
prosecution or Penalty Notice.  
  
Penalty Notice Proceedings for Lateness  
  

▪ 10 incidents of late arrival after the registers have closed in a term may lead to a 
referral to the Attendance Service (AS) for a Penalty Notice Warning Letter  
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▪ The Penalty Notice Warning Letter sets out 15 school days during which no 
unauthorised absence is to be recorded  

▪ If unauthorised absence is recorded during the 15 day period, Penalty Notice(s) will 
be issued (one per parent/carer per child)  

▪ Where a Penalty Notice is not paid within 28 days of issue, AS may instigate court 
proceedings  
  

Authorising Absence  
  
Only the Headteacher can authorise absence. Where there is doubt, the Headteacher, on 
behalf of the governing body, should take a consistent approach.  The absence must be 
unavoidable. The Headteacher is not obliged to accept a parent’s/carer’s explanation, a 
letter or telephone message from a parent/carer does not in itself authorise an absence. If 
absences are not authorised, parents/carers will be notified. If no explanation is received, 
absences will not be authorised.   
  
The following reasons are examples of absence that will not be authorised:  
  

▪ Persistent non-specific illness e.g. poorly/unwell  
▪ Absence of siblings if one child is ill  
▪ Oversleeping  
▪ Inadequate clothing/uniform  
▪ Confusion over school dates  
▪ Medical/dental appointments of more than 2 hours without medical evidence  
▪ Child’s/family birthday  
▪ Shopping trip  
▪ Family Holidays  

  
Truancy  
  
Truancy is defined by the Department for Education as unauthorised absence from school; 
that is “absence without leave from a teacher or other representative of the 
school”. Where truancy is detected the following will be actioned:  
  
First Offence – Work completed in time after school, parents/carers contacted. Attendance 
Officer or PIAS notified. 
  
Second Offence – Work completed in time after school, attendance report, parents/carers 
contacted and Attendance  Officer or PIAS notified 

  
Subsequent Offences – Work completed in time after school, and further official action. 
Meeting with parents/carers and other relevant punishments e.g. Removal of trips or 
activities.  
  
Absences  
  
If no contact is received from the parents/carers of an absent student on the first morning of 
absence we will:  
  

 

• If no reason for absence has been provided, parents/carers are contacted on the first 
day of absence via a BROMCOM text message. Where there has been no 
communication from parents/carers, telephone calls are made or letters are sent  
requesting reasons for absence and the absence is recorded as unauthorised until 
we receive a reason for the absence. If a student has been off school for longer than 
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3 days with no communication from the parent/carer as to a reason for their 
child’s absence then the Family Liason Officer Officer or a nominated member of 
staff will conduct a home visit on the 3rd day of absence where necessary.  
 

▪ If the above actions do not elicit an explanation for the absence, unexplained 
absences are recorded as unauthorised. These absences are monitored and 
followed up with a telephone call, letter or request to attend a meeting at the school 
with the Head of Year, Attendance and Welfare Officer and the KCC  School Liaison 
Officer, if necessary 
 

▪ If no contact is made with home after 10 days, we are required to report a child as 
missing in education (CME) to Kent County Council and they will investigate further 
conducting a home visit, if necessary. If a pupil is missing school for 20 consecutive 
school days (4 weeks) we will remove them from our roll. After consulting with PIAS 
re-admittance to the school will then need to be by application.  
 

▪ If the absence continues the case will then be further discussed and referred on to 
Kent County Council’s PIAS Attendance Team who will then take their own action.  

▪  
▪ After  5 days of absence, or where regular absence is a concern, parents/carers will 

be expected to provide the school with medical evidence.  
 

▪ Pupils who miss a week or more from school, no matter what the reason will be 
required to make up the time missed in order to catch up on any work they have 
missed.  
  

We ask that all medical appointments are made outside of school hours, if this is not 
possible we will require medical evidence and will only authorise half a day’s absence unless 
sufficient evidence is provided to warrant a whole day’s leave from school. Pupils who are 
absent for a whole day without appropriate medical evidence will receive the appropriate 
sanction.  
  
Pupils with attendance below 95% may be placed on an attendance report and will be 
required to make up the time they have missed from school in order to complete all the work 
they have missed. If there is no improvement in attendance whilst on the attendance report 
then the parent/carers will be required to attend an Attendance Improvement Meeting (AIM) 
with the schools Education Welfare & Attendance Officer. AIMS are conducted by the KCC 
SLO after attendance has not improved following an AS1 

  
  
Penalty Notices for Poor Attendance  
  

▪ Penalty Notices are issued in accordance with the Attendance Service Code of 
Conduct.   

▪ The Attendance Service issue a warning letter setting out 15 school days during 
which no unauthorised absence is to be recorded  

▪ If unauthorised absence is recorded during the 15 day period a Penalty Notice will be 
issued (one per parent/carer per child)  

  
Penalty Notices will be issued in the following circumstances:  
  

▪ Truancy   
▪ Parentally-condoned absences  
▪ Persistent lateness after the register has closed 
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▪ Being present in a public place without reasonable justification during the first 5 days 
of any fixed term or permanent exclusion.  

  
Where Penalty Notices are imposed, the regulations state that the penalty will be £120 to be 
paid within 28 days, reduced to £60 if paid within 21 days.  Penalty notices are issued to 
each parent/carer of each child.  Failure to pay the penalty in full by the end of the 28 day 
period may result in prosecution by the Local Authority.  
  
Leave of Absence/Holiday  
  
From September 2013 the Department for Education have amended the Pupil Registration 
Regulations, removing the Headteacher’s ability to authorise leave of absence for the 
purpose of a family holiday.   
  
Requests for holidays in term time will not be authorised.    
  
Holiday requests to certain high risk countries will be subject to further scrutiny particularly in 
the light of radicalisation and FGM and  the same would apply  to unexplained immediate 
holidays. 
 

The Headteacher may authorise absence in “exceptional circumstances” but this must be 
requested in advance, in writing and at least two weeks prior to the absence. Agreement to 
each request is at the discretion of the Headteacher, acting on behalf of the Governing Body 
(Education (Pupil Registration) (England) Regulations 2006).  Each case will be judged on 
its merits and the Headteacher’s decision is final. Once the decision not to authorise leave is 
taken, it cannot be authorised retrospectively.   
  
If the absence is not authorised and the holiday is taken anyway, the case  may be referred 
to the Attendance Service who will issue a Penalty Notice to each parent/carer for each child 
taken out of school.  
  
Penalty Notice Proceedings for Unauthorised Holiday Absence  
  

▪ Penalty Notices are issued in accordance with the Attendance Service Code of 
Conduct.  

▪ AS receives a request for an unauthorised holiday of 10 or more school  sessions (5 
days)  

▪ AS issue Penalty Notice(s) (one per parent/carer per child)  
▪ If Penalty Notice(s) is/are not paid within 28 days of issue, AS may instigate court 

proceedings  
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Absence Flow Chart 
 
 
 
 
 
  
  
 

  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

100%- 95% All illness related absence is 
authorised as long as the parent/carer has 
contacted the school.  

95%  -Letter 1 is sent advising the parent of 
the pupil’s current attendance and potential 
concerns. 

90% - Letter 2 is sent advising the parent that 
every absence will require medical evidence 
in order for it to be authorised. 

<90%- A Penalty notice warning letter is sent 
advising the parent of the number of 
unauthorised sessions the pupil holds. 

A penalty notice or AS1 is requested once a 
student has accumulated 10 unauthorised 
half day sessions in a short space of time.  
School Liaison officer offers support to 
improve attendance at this stage. 
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Letter 1: 
  
  
  
Date: 
  
Dear: 
  

The Maplesden Noakes School and Kent County Council place great importance on 

attendance and expect all students to attend on a regular basis. If a particular 
student’s attendance falls below 90% he or she becomes subject to regular 
monitoring at our fortnightly attendance review meetings.  
  
We need to inform you that (Insert pupil’s name) attendance is currently at  %.  You 
may not have realised it had reached this level. (insert pupil’s name)’s attendance 
will be checked again at the next review meeting, when we hope to see an 
improvement.  
  
We appreciate that absence may be due to medical reasons and illness, however, 
we feel it is important to bring this issue to your attention.   
  
Statistics show that student’s attendance has a direct impact on their education.  
  
If you require information as to whether your child should attend school during a 
period of illness, please read the NHS guidelines at 
http://www.nhs.uk/Livewell/Yourchildatschool/Pages/Illness.aspx  
  
Yours sincerely,  
  
  
  
  
Attendance Officer  
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Letter 2: 
 

 

Date: 
  
Dear: 
 
  
Further to our letter advising (insert student’s name)’s attendance had fallen below 
90%, it is with regret that we must now inform you, due to their low attendance level, 
which is currently %, no further absences will be authorised unless medical evidence 
is provided.  
  
If(insert student’s name)’s attendance does not significantly improve you may be 
invited to attend a meeting at The Maplesden Noakes School. Additionally, you may 
be at risk of receiving a Penalty Notice.  
  
Where Penalty Notices are imposed, the regulations state that the penalty will be 
£120 to be paid within 28 days, reduced to £60 if paid within 21 days. Penalty 
Notices are issued to each parent of each child. Failure to pay the penalty in full 
by the end of the 28 day period may result in prosecution by the Kent County 
Council.  
  
If you wish to discuss any of the points raised in this letter, please do not hesitate to 
contact us.  
  
Yours sincerely,  
  
  
  
  

 

Attendance Officer  
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 Letter 3: 
 
 

   
Date: 
   
Dear: 

   
 
At our school we consider attendance of utmost importance, therefore we are 
bringing this information to your attention.   
   
Our monitoring process has shown that (insert student’s name) has been absent 
from school for over 10 unauthorised half day sessions. We refer you to legislation 
regarding Penalty Notices.   
   
‘As from 2005, Kent Local Authority (LA) introduced Penalty Notices for unauthorised 
absence from school of at least 10 sessions (5 days) during any 100 possible school 
sessions.’  A separate Penalty Notice can be issued to each parent and for each 
child.   
   
On receipt of the Notice, the penalty will be £120, reduced to £60 if paid within 21 
days.  Failure to pay the penalty in full at the end of the 28 day period may result in 
prosecution by the LA.   
   
Please note this is a warning letter that a Penalty Notice could be requested if further 
unauthorised absence occurs.   
   
Yours sincerely   
   
   
   
   
Attendance Officer   
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PENALTY NOTICE REFERRAL LETTER 
 

 

 

Date: 
  
Dear: 
  
  
We are writing to advise you we will now be making a request for a Penalty Notice to 
be issued.  
  
We refer you to legislation regarding Penalty Notices;  
  
‘As from 2005, Kent Local Authority (LA) introduced Penalty Notices for unauthorised 
absence from school of at least 10 sessions (5 days) during any 100 possible school 
sessions.’  A separate Penalty Notice can be issued to each parent and for each 
child.  
  
On receipt of the Notice, the penalty will be £120, reduced to £60 if paid within 21 
days.  Failure to pay the penalty in full at the end of the 28 day period may result in 
prosecution by the LA.  
  
Yours sincerely,  
  
  
  
  
Attendance Officer  
 
 


