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Statutory Compliance: DfE Statutory Guidance *'Working together to improve school attendance'* (updated 2024/2026), The School Attendance (Pupil Registration) (England) Regulations 2024, The Education (Penalty Notices) (England) Amendment Regulations 2024, Part 6 of the Education Act 1996, and Keeping Children Safe in Education.
Aims & Culture
Hillsgrove Primary School is committed to maintaining a whole-school culture of high expectations for attendance and punctuality. Regular school attendance is crucial for academic progress, social development, and pupil wellbeing.
Key Roles and Responsibilities
Principal (Kathryn Laurie): Holds overall statutory responsibility for attendance implementation; authorises fixed-penalty notice referrals; oversees communication with Bexley Local Authority regarding severe absence and EHCP attendance monitoring.
Designated Senior Leader for Attendance (Kathryn Laurie): Leads attendance strategy, evaluates tracking data, and coordinates multi-agency support via admin@hillsgrove.bexley.sch.uk.
Attendance Officer (Charmaine Powell): Conducts daily register checks, analyses attendance trends, liaises with the Education Welfare Officer (EWO), and issues formal attendance notices.
Family Liaison Officer (Mandy Beadle): Delivers direct pastoral support to families experiencing complex barriers to attendance.
Class Teachers: Record accurate session registers twice daily at 8:50 AM and at the start of the afternoon session (12:45 PM - 1:35 PM).
Parents / Carers: Legally obligated to ensure their child receives full-time education; must notify the school of unplanned absence before 8:45 AM daily; must provide a minimum of two emergency contact numbers.
Daily Registration and Punctuality
School Day Timings: 8:45 AM – 3:15 PM.
Morning Register Opens: 8:50 AM | Morning Register Closes: 9:00 AM.
Late Arrival (Code L): Pupils arriving between 9:00 AM and 9:20 AM are marked as Late (L).
Unauthorised Absence / Arrived Late After Register Closed (Code U): Pupils arriving after 9:20 AM are recorded as Unauthorised Absence (U), which impacts the child's overall attendance percentage and may trigger statutory penalty action.
Absence Reporting & Follow-Up Procedures
Unplanned Absence: Parents must call 020 8303 4949 before 8:45 AM on each day of absence.
First-Day Response: If a pupil is absent without explanation, the office staff will telephone parents by 10:00 AM. If contacts cannot be reached, a home visit or safeguarding referral may be initiated.
Medical Evidence: Required for absences exceeding 5 consecutive days or where a pupil's attendance falls below 90% (e.g., appointment card, prescription, medical letter).
Statutory Term-Time Leave of Absence & Sanctions
In line with the DfE National Framework, the Principal cannot grant leave of absence during term time unless exceptional circumstances apply. Term-time holidays will not be authorised.
National Threshold for Penalty Notices
A Penalty Notice will be considered when a pupil meets the national threshold of 10 sessions (equivalent to 5 school days) of unauthorised absence within a rolling 10-school-week period.
First Offence: Fine of £80 per parent per child if paid within 21 days, rising to £160 if paid within 28 days.
Second Offence (Same Parent, Same Child within 3 Years): Fine of £160 per parent per child payable within 28 days.
Third Offence (Within 3 Years): Penalty notices will not be issued. The Local Authority will escalate directly to legal prosecution under Section 444 of the Education Act 1996 (fines up to £2,500, community orders, or up to 3 months imprisonment).
Persistent Absence (PA) and Severe Absence (SA) Interventions
Persistent Absence: Pupils missing 10% or more of school (overall attendance below 90%).
Severe Absence: Pupils missing 50% or more of school (overall attendance below 50%).
Staged Intervention Framework
Targeted Monitoring: Every 3 weeks, attendance data is reviewed by the Attendance Champion and EWO.
Formal Attendance Meetings: Parents of pupils at risk of PA are invited to an Attendance Panel to agree a supportive Attendance Action Plan.
Notices to Improve: Issued where support is offered but parents fail to engage, giving a 3 to 6-week trial period for attendance improvement before penalty notices are served.
Multi-Agency Referrals: Direct collaboration with Bexley Children's Social Care and Early Help where absence is linked to wider safeguarding or complex family challenges.
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