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1. Attendance
1.1 The scope of ‘attendance’
The school is open for the following groups of children during the times listed below. Children
of compulsory school age are required to attend during the times specified.
Pre-Nursery: 8:40 am – 12:30 pm
Morning Nursery: 8:40 am – 12:30 pm
All day Nursery: 8:40 am – 3:00 pm
Reception: 8:40 am – 3:10 pm
Form 1: 8:40 am – 3:15 pm
Junior Prep: 8:40 am – 3:20 pm
Senior Prep: 8:40 am – 4:00 pm
Children are welcomed into the school from 8:20 am and should all be in attendance by
8:40, when registration period will begin.
1.2 Children below compulsory school age
Children in the early years benefit from regular attendance at Nursery as it supports both
their developing friendships with peers and their opportunities for early learning. Arriving
between 8:20 and 8.40 am will give your child the opportunity to settle into their day in a
relaxed manner and gives you time to talk to their Teachers on a daily basis. Arriving late can
be very unsettling for both your child and others and will mean the Teachers can not give
your child individual attention as they will already be busy teaching the group. Consistency of
attendance and punctuality in the mornings will help your child be happy at Nursery, make
friendships and maximise their opportunities for learning.
1.3 The pattern for school holidays
The School term dates are published in advance and must be observed. The holidays are
set in accordance with Bellevue School guidelines and careful consideration is taken to other
local schools both independent and state schools. The distribution of weeks varies from time
to time according to factors beyond the School’s jurisdiction.
1.4 Absence, other than because of illness (see Appendix 1 for more details)
Good attendance is essential to ensure pupils make good academic progress and are well
integrated into the School. All requests for absence must be made in writing and reach the
Headteacher at least one week in advance, except in emergencies. Requests for exceptional
absence (i.e. absence other than for religious holy days, medical/dental appointments, or for
illness) should be received as early as possible, and in any event at least a fortnight before
the relevant dates. Leave of absence for Holy Days is only granted if the Holy Day is to be
observed by the family. Permission for absence is not usually given for holiday purposes,
and parents are asked to honour the term dates published by the school.
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The guidance School Attendance (DfE, July 2019) indicates that such a request for leave of
absence cannot be granted unless there are exceptional circumstances. The DfE guidance
does not allow retrospective leave of absence requests or notifications from parents to be
recorded as authorised.
Absence will affect pupils’ academic progress so leave of absence for holidays during term
time, or early departure for or late return from holidays will be granted only under very rare
and exceptional circumstances (e.g. attendance at a family wedding or other important family
event). Only the School may authorise absence from school, a power which is delegated to
schools by government and on which it is inspected. The School relies on parents and carers
to avoid at all costs obliging the School to categorise absence as unauthorised.
As the School’s Terms and Conditions make clear, unsatisfactory attendance may lead to a
pupil being required to leave the School. Any pattern of unauthorised absence is
unsatisfactory.
Monitoring and reporting longer-term absences are the responsibility of Form teachers and
senior Pastoral staff working with Office staff from both sites. These processes will be
overseen by the Headteacher and the team of Designated Safeguarding Leads. Any
attendance concern related to the safeguarding and welfare of a child should result in an
immediate contact with the appropriate Local Authority.
1.5 Other relevant policies
This policy should be read in conjunction with other School policies including those relating
to the Safeguarding; Missing Child: Curriculum; Behaviour and Educational Visits.

2. Attendance Register
2.1 The School maintains an attendance register in accordance with the Education (Pupil
Registration) (England) Regulations, 2006 and Children Missing Education, DfE, September
2016).
2.2 All pupils are formally registered twice per school day (am & pm). The School records
this information via iSAMS.
2.3 Staff are expected to make daily checks of accuracy of the register for their Form and
weekly reviews to account for any absences where ‘no reason has yet been provided’ (N
code).
2.4 N codes or missing marks must not be allowed to remain indefinitely; senior teachers will
contact Form teachers if the registers that they are responsible for are not maintained
correctly in order to investigate and, if necessary, provide appropriate training and support.
Persistent failure to maintain an accurate register will trigger the School’s disciplinary
procedures.
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Appendix 1:
Good attendance and punctuality is essential to ensure that pupils make good academic
progress and are well integrated into the School.
In addition to regular monitoring, attendance statistics are formally checked each term by
pastoral staff and governance, while the particular circumstances of individual pupils and
families will always be taken into account, parents and carers can expect the following series
of actions to take place:
Stage 1: Pupils with attendance below 95% (equivalent to 9 school days absent in one
academic year) - Contact by email or telephone call from class teacher to advise that the
pupil’s attendance is becoming a cause for concern. Discussion of pupil’s circumstances and
an agreement to improve attendance.
Stage 2: Pupils with attendance below 92% (equivalent to 14 school days absent in one
academic year) - Contact by telephone with a follow up email from Head of Pastoral.
Discussion of pupil’s circumstances and agreement to improve attendance.
Stage 3: Pupils with attendance below 90% (equivalent to 18 school days absent in one
academic year). Meeting with parents, Head of Pastoral and Headteacher. Discussion of
pupil’s circumstances, including possible consideration of amendments to the pupil’s
academic and co-curricular programme at Norfolk House. Agreement of an attendance
improvement plan. Monitoring and attendance targets put in place. Additional support and/or
sanctions applied as necessary.
Stage 4: Pupils with attendance below 85% (equivalent to 26i school days absent in one
academic year) - Following a formal review with Headteacher, a referral to Haringey Council
will be made if it is deemed necessary.
Pupils with poor punctuality - Class teachers and pastoral staff will contact parents to
discuss any concerns and help to put plans in place to reduce lateness.

