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The academy’s aims 

and objectives.  

MAPS regards regular attendance and punctuality as crucial to the success of every child now 
and in the future. Irregular attendance leads to pupils missing important lessons and 
therefore not fulfilling their true potential. The academy consistently promotes the benefits of 
good attendance, setting high expectations for every pupil, communicating those 
expectations clearly and consistently to pupils and parents, systematically analysing their data 
to identify patterns to target their improvement efforts, and working effectively with the local 
authority and other local partners to overcome barriers to attendance.  
  
In promoting good attendance, we aim to create a home -school partnership to secure a high 
level of attendance. We understand that this requires MAPS and home to work closely 
together. 
 

Whole-school expectation for attendance 

At Malcolm Arnold Preparatory School, our expectation is that every pupil attends school 

every day that the school is open, unless there is a statutory or unavoidable reason for 

absence. We expect all pupils to achieve at least 96% attendance, and we consider regular 

and punctual attendance to be an essential part of a child's education, wellbeing and 

future success. Parents and carers have a legal responsibility to ensure that their child 

attends school regularly, and we ask families to avoid any unnecessary absence, including 

holidays and other leave during term time. Where attendance begins to fall below our 

expectation, or where patterns of absence are identified, the school will act promptly: we 

will work with families to understand and remove barriers, provide appropriate support 

and set clear expectations for improvement. Where unauthorised or irregular absence 

reaches the relevant thresholds, the school will consider referral to the Local Authority in 

accordance with West Northamptonshire Council procedures and the National Framework 

for Penalty Notices. 

AT MAPS, we will:   

• Maintain a whole school culture that promotes the benefits of high attendance.  
• Emphasise the importance of, and secure from our pupils, the whole school 

attendance target of 96%.  
• Encourage pupils to take full advantage of their educational opportunity.   
• Communicate to all relevant parties (teachers, parents, pupils) the legal position with 

respect to attendance and the categories of absence which are deemed 
“authorised”.   

• Engage with parents/carers to raise awareness about their legal responsibilities with 
respect to their child’s attendance and punctuality.   

• Facilitate communication between home and school to work in close partnership to 
achieve high attendance.  

• Support the pupils to understand the importance of excellent attendance in school. 
Where appropriate they will be involved in discussions around attendance e.g., during 
class attendance reviews and in celebration assemblies. Pupils will have a supportive 
culture of their peers and know they can speak to staff if they have any concerns 
regarding attendance.  

 
 
To support us in this, we ask that families:    

• Ensure their child attends every day the school is open except when a statutory 
reason applies.  
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• Notify the school as soon as possible when their child must be unexpectedly absent 
(e.g., sickness).  

• Only request leave of absence in exceptional circumstances and do so in advance by 
requesting a form from the office. 

• Book any medical appointments around the school day where possible. Any medical 
appointments taken during the school day must be evidenced with an appointment 
letter, text etc. 

• Work with the school and Local Authority to help them understand their child’s 
barriers to attendance when attendance becomes a concern.  

• Proactively engage with the support offered to prevent the need for more formal 
support when attendance is a cause for concern.  

• Parents seeking an in-year transfer must continue to send their child to their current 
school until the transfer is confirmed. 
  

 In return MAPS will:   

• Contact home on the first day of absence if no message has been received. 

• Follow up promptly any concerns that families have that may be affecting their 

child’s attitude/feelings of wellbeing in our school.    

• Regularly and consistently remind children of the importance of good attendance and 
punctuality.    

• Employ the services of a Family Support Worker to assist families who are struggling 
to send their child(ren) to school on time and every day.   

Roles and 
responsibilities of 
staff and members 
of the Academy 
Scrutiny Committee.   
  

Roles and responsibilities  

The principal  

The principal is the strategic leader of the school, ensuring that school procedures, ethos and 

policies are implemented to ensure positive experiences for pupils. The principal will ensure 

that the attendance team fulfils their duties and responsibilities.  They will ensure teachers 

are aware of their responsibilities in taking the register each morning and afternoon. They will 

co-ordinate the attendance procedure and review the policy annually. They will review the 

data supplied on the academy attendance each term and review the actions that have been 

taken. They will plan to improve the overall attendance of the academy. They will 

communicate the academies attendance to the ASC.  

 

The Inclusion team (DSLs) alongside the principal 

They will work with parents, teachers, pastoral or safeguarding staff including external 
professionals (e.g., school nurse, EIPT) and senior leadership team to ensure fluid 
communication in relation to the school attendance in general and to establish reasons for 
absence. They will ensure effective monitoring and record all attendance concerns, scheduling 
home visits where deemed appropriate. They will identify pupils who need support from 
wider partners as quickly as possible and make the necessary referrals for support. If 
necessary, they will follow procedures in line with West Northamptonshire Council 
procedures such as setting attendance targets, parent agreements and use of fixed penalty 
notices etc. 

They will meet with families who have fallen below the expected attendance threshold, 

writing a plan to provide support and clear expectations for the improvement in attendance 

for the family.  
They will attempt to make contact with families who have not provided a reason for the 
absence by the required time each day and follow these up with a visit to the home where 
necessary. are responsible for coordinating the procedure for CME or a missing child; 
providing the context for the child/children involved. 

 
SLT and the Inclusion Team are responsible for behaviour and pupils who are absent while 
they are suspended.  Additionally, both DSLs and attendance lead will work together to ensure 
safeguarding of a suspended pupil and support to reintegrate the pupil back into school.  
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The Attendance Officer (SASS)  

A child may be referred to SASS if their attendance is at or below 90% at any point in the 
school year, or if they have had at least 5 days of unauthorised absence in any ten week 
period and where all support from the Attendance Lead has failed.  
 

The role of the SASS is to support the children to improve their attendance. SASS will work 
closely with families to achieve this aim. This support is likely to include attendance clinics in 
school, home visits and attendance orders where necessary. An attendance order makes 
explicit an expected attendance rate. In some circumstances it will be necessary to initiate 
legal proceedings where attendance remains a significant concern despite a range of 
supportive measures being taken. Should this be the case the SASS team will work closely with 
other Education Welfare Officers who form part of Northamptonshire West’s Educational 
Entitlement Service.   
 

The main objective of all action is to ensure that pupils attend school on a regular basis.  

 

The role of the class teacher 
Class teachers are responsible for taking the register each day in the morning and after lunch. 
They have a responsibility to do this accurately and at the correct time and to report any 
concerns to a DSL. Class teachers should relay any information they have regarding absence to 
the attendance lead and school office straight away. The class teacher will monitor and report 
any patterns with absence causing concerns for further investigation. Where there are 
immediate concerns, the class teacher should act and respond in line with safeguarding 
procedures. The class teacher will promote positive peer relationships and monitor signs of 
bullying, poor mental health, difficulties accessing learning and safeguarding to ensure 
positive school experiences and thus support good attendance.  

 

The Attendance lead on the ASC and the wider involvement of the ASC have a responsibility to 

investigate the attendance data and to question and challenge the ways in which the 

academy plan to improve attendance. The attendance lead on the ASC should be aware of the 

school’s attendance procedures and support high expectations. Governors should support 

and challenge senior leaders to secure good attendance. Governors require an understanding 

of the school’s attendance data and governors should have the knowledge and skills to be 

able to review and analyse this. 
 

  

The name and 
contact details of 
the academies 
designated senior 
leader responsible 
for attendance.  
  

Tracey Hudson 

 office@malcolmarnoldprep.co.uk 

01604 931130  

 

Information and 
contact details of 
who pupils and 
parents should 
contact:  

 

 

  

  

 All absences should be reported by parents/carers to the school office before 8.45am on the 

first day of absence, further calls should be made to the school office each morning the child 

is absent from school. The office admin team check answer phone messages of absences 

between 8:00am and 8.45am. A late system is also in operation to monitor punctuality, 

address concerns and look for patterns. 
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The academy’s 
attendance and 
punctuality 
expectations of 
pupils and parents.  
  

 

 

 

 

 

 

 

 

 

Pupils should arrive at the academy between 8:35am and 8:45am  

Registers are taken at 8:45am and any child arriving after this time needs to enter via the 

school office and will be marked as late.  

Our registers are open for 30 minutes from 8:45-9:15am in line with DFE recommendations.  

If the pupil is late arriving due to a valid reason such as an unavoidable medical appointment, 

the absence will be authorised.  

If the pupil is late for no good reason and arrive after the register is closed, they will be 

marked with the unauthorised ‘Late after registers close’ code (U).  

DfE attendance codes can be viewed at DfE guidance 

 

Requests for absence should be made in writing to the principal.  

All requests for leave of absence taken in term time must complete an ‘exceptional 

circumstance leave request form’ from the office for the attention of the principal at least 4 

weeks prior to the required date.  

Only exceptional circumstances warrant a leave of absence. The principal will consider each 

application individually, considering the specific circumstances and relevant background 

context behind the request.  

Family holidays should be taken during school holidays. These will not be authorised, and a 

Fixed Penalty Notice may be served.  

 

The academy’s day 
to day processes for 
managing 
attendance and 
absence.  
  

Attendance and absence  

First day calling   

Parents are required to phone the school office (01604 931130) on each day of a child’s 

absence before 8.45am. A voice message can be left.  If a message has not been received a 

pastoral phone call or home visit will be carried out.   

 

Class teachers are responsible for ensuring their class register is completed promptly at 

8.45am, using Bromcom.  

Any child arriving after 8.45am will be marked late by the school office.  

Bromcom system is checked - any absent child is identified. Phone calls will be made to 

parents of any child not in attendance if there has been no notification. Home visits may 

commence by the Attendance Lead and additional member of staff for any child if the family 

has not been contactable by phone. Absences will remain unauthorised if we do not receive a 

valid reason for the absence or if no contact has been made with the parent. Any child, who is 

subject to CIN/CP Plan who is absent will be discussed with the DSL who will contact the 

assigned social worker, and any child missing will be reported to the Police immediately to 

ensure actions are set in place to ensure the safety and wellbeing of these children. 

 

Leaving school early   
 

Any child needing to leave school early for unavoidable reasons i.e., medical appointment, 

must have a letter of proof which needs to be copied by the office staff. All parents/carers 

must collect their child from the office. The appointment will be logged on the register. 

Children who require regular medical appointments or are leaving school early on a frequent 

basis, will be requested to meet with the attendance lead to discuss specific arrangements. 

 

  

https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
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The academy 
promotes and 
incentivises good 
attendance in the 
following ways.   
  

Teachers will encourage all children to be in school by ensuring all children feel valued in 
school. Where children have been absent, staff will welcome the child back and let them 
know they have been missed.  
  

Attendance data is shared weekly with families on the newsletter.  
 

The academy’s 
strategy for using 
data to target 
attendance 
improvement.  
efforts to the pupils 
or pupil cohorts 
who need it most.  

Academy leaders including the DSL, ensure all welfare information, such as pupil records 
concerning attendance, first aid, behaviour and achievement, is routinely collated and 
analysed to identify children who are suffering or at risk of suffering harm.  
 
The DSL team meet weekly to discuss any concerns that have happened over the past days 
and what actions have happened as a result of these. These meetings are in addition to the 
emails and conversations that the team have as and when something happens or when 
someone has noticed something that might need an action. These discussions always include 
attendance and behaviour and the impact this is having on the child and the bigger picture 
for that child. Our Attendance team track and picking up patterns of behaviours and 
absences in children and families that are not necessarily on our vulnerable child or family 
lists. This allows us to also track and monitor the families that may need early help levels of 
support before situations escalate.  
 
All first aid and medical is checked and looked at for any concerning patterns or behaviours. 
All concerns, discussions and decisions made, and the reasons for those decisions, should be 
recorded in writing. Records should be reviewed so that potential patterns of concerning, 
problematic or inappropriate behaviour can be identified, and addressed. PITs records and 
rolling notes are used to monitor children across the school; concerns that are required to 
also be logged on safeguard are also added there as well. These actions, including decisions 
and next steps are then also added to safeguard and reviewed until it is decided we have 
reached a suitable outcome. 
 

The academy’s 
strategy for 
reducing persistent 
and severe absence 

Where a pupil’s attendance or punctuality falls below our average expectation, a phone 

call may be made by the Attendance team to discuss these concerns and offer support 

where appropriate. 

 If the pupil’s attendance does not improve this will be followed up with letters via MCAS 

informing parents/carers that further absences will be unauthorised and that they are at 

risk of becoming a persistent absentee (10% or more absences) or a severe absentee 

(50% of more absences). 

 A meeting may also be arranged with the Attendance team and another member of the 

Pastoral Team to ensure the parent/carer is informed of support available to them to 

ensure their child attends school regularly and on time. This may also result in an 

Attendance Contract being drawn up and appropriate attendance targets set.  

 

 

 

The academy will 
seek fixed penalty 
notices for absence 
and other sanctions 
in the  
following 

circumstances  

  

WNC definition for irregular absence 

If you take your child out of school for an accumulative total of 5 days or more (10 

sessions) over a period of ten weeks, the school will deem this as irregular attendance 

and will consider a referral to the Local authority for consideration of legal action. This 

could include: 

A Penalty Notice payable up to £160 fine. 

Prosecution under section 444 (1) Education Act 1996, where if convicted you may be 

fined up to £1,000. 
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Prosecution under section 444 (1) (a) Education Act 1996 where if convicted you may be 

fined up to £2,500 and/or 3 months’ imprisonment. 

Whole school's expectation 

MAPS expects every pupil to attend school every day the school is open unless a 

statutory reason applies. The whole-school attendance target is 96%. Leave of absence 

should only be requested in exceptional circumstances and must be requested in 

advance. Family holidays during term time will not be authorised and may result in a 

Fixed Penalty Notice. 

National Framework for Penalty Notices 

With the introduction of the new National Framework for Penalty Notices issued by DfE, 

the following changes will come into force for School Penalty Notice Fines issued after 

19 August 2024. 

National Threshold 

There will be a single consistent national threshold for when a penalty notice must be 

considered by all schools in England of 10 sessions (a school day is 2 sessions - morning 

and afternoon) of unauthorised absence within a rolling 10 school week period. 

These sessions do not have to be consecutive and can be made up of a combination of 

any type of unauthorised absence. The 10-school week period can span different terms 

or school years. 

First Offence 

The first time a Penalty Notice is issued for unauthorised absence the amount will be: 

£80 per parent, per child if paid within 21 days. Increasing to £160 per parent, per child 

if paid within 28 days. Any non-payment of the Penalty Notice may be referred to the 

Magistrates Court 

Second Offence (within 3 years) 

The second time a Penalty Notice is issued for unauthorised absence the amount will be: 

£160 per parent, per child paid within 28 days. Any non-payment of the Penalty Notice 

may be referred to the Magistrates Court 

Third Offence and Any Further Offences (within 3 years) 

The third time an offence is committed a Penalty Notice will not be issued and the case 

could be presented straight to the Magistrate’s Court. 

Prosecution under s444 (1) Education Act 1996, where if convicted you may be fined up 

to £1,000. Prosecution under s444 (1) (a) Education Act 1996 where if convicted you 

may be fined up to £2,500 and/or 3 months’ imprisonment. 

Children missing in 
education 

The Attendance Lead will make every effort to communicate with parents/carers as well as 

other emergency contacts that we hold for the child. Phone calls and home visits will be 

made daily until the child’s whereabouts are known. If the whereabouts of the child remain 

unknown, the Attendance Lead will report the child to the Local Authority as CME. If there is 

an immediate cause for concern this process may happen from the 1st day of absence, 

social care/ police may be contacted should we deem this necessary. Academies should 

agree with their local authority the intervals at which they will inform the local authorities of 

pupils who fail to attend regularly or have missed ten consecutive school days without 

permission. The academy and local authority must make reasonable enquiries to establish 

the whereabouts of the child. Confirm conditions under which the academy should notify 

the local authority when a pupil is deleted from the admission register. The academy must 

notify the local authority within 5 days when a pupil is added to the admissions register at 

non-standard transition point. 
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