


Introduction
 
At Mylnhurst, education is viewed as a partnership between the family and the school. We
are committed to providing the highest quality of education and look to parents/guardians
to support this objective.
 
The school undertakes to comply in all matters relating to admission and attendance with ISI
Regulatory Requirements (Part 3, paragraph 17) and the DfE Working together to improve
school attendance (May 2022). 
 
All pupils are required to be in school before 8.40am. The school day ends at 3.30pm for
Nursery to Prep 2 and 4:00pm for Prep 3 to Prep 6. Many pupils remain later to take part in
extra–curricular activities under the supervision of a member of staff. 
 
Pupils are not allowed to leave the site during the school day, unless accompanied by a
member of staff or a parent/guardian for a trip/visit or sporting fixture. In these
circumstances, details will have been provided to parents/guardians in advance.  
 
Responsibilities of the School 

● In compliance with DfE ‘Working together to improve school attendance’ guidance,
the school maintains an Admissions Register, in the form of the School Database,
using iSAMs software. 

● The School recognises its legal duty to report certain attendance issues to the local
authority – specifically, an unauthorised absence for a continuous period of ten days
or more (other than for reasons of sickness or leave of absence), failure to attend
regularly, and deletion from the school register when the next school is not known.
In this last case, the school is required to report the circumstances as soon as
possible to the local authority in which the pupil lives. 

● The School will monitor and report on attendance to staff, parents and the local
authority. 

● The designated senior leader with overall responsibility for championing and
improving attendance is Kirsty Holland (kholland@mylnhurst.co.uk).

● The School will work with parents to encourage attendance by providing a calm,
orderly, safe and supportive environment where pupils want to be and are keen and
ready to learn. 

● The School will promote excellent attendance by rewarding those children who
continue to achieve full attendance each term.

● The School recognises that children missing education can act as a warning sign to a
range of safeguarding issues. 
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Registration
 
All pupils are registered twice a day by their class teacher, using online registration, before
the start of morning school and immediately after lunch by whichever member of staff is
teaching them. A record is kept of all absences. The register opens at 8.30am and will be
closed at 8.45am, after which a pupil will be marked as late. The register is taken again at
the beginning of the afternoon session (between 1:30pm and 2:00pm).   
 
All absences are noted by the School Office and are logged on the MIS (iSAMS). 
Unauthorised absences are investigated by the school office on the day they arise.  
 
Responsibilities of Parents 

● Parents have a legal duty to ensure that their child attends school regularly, at the
school at which they are registered. 

● Children must attend every day that the school is open (unless they are ill or
permission has been granted in advance). 

● Parents must ensure their child is in school prior to the morning register being
closed at 8.45am, after which they will be marked as late. 

● If a child is unwell, parents/guardians should e-mail or telephone the school office
before 8.30am on the first day of absence. On return to school, the pupil should
bring a letter signed by a parent/guardian, or via email, giving a reason for the
absence. The school will always telephone on the first day of an unexplained
absence if an explanation has not been given. Parents or guardians should provide
a minimum of two emergency contact telephone numbers during the admissions
procedure. Parents or guardians are responsible for keeping these up to date. 

● Requests for absence (i.e. medical and dental appointments) must be made in
writing and reach the school at least 3 days in advance.

● Requests for exceptional absence (i.e. absence for days other than medical or
dental appointments) should be sent to the Headmaster at least two weeks in
advance. 

● The school will always aim to send parents/guardians details of term dates at least
a year in advance so that family holidays can be arranged without disrupting a
child’s education. The general policy of the Board of Directors is not to allow
holidays to be taken during term time. 

This policy will be reviewed annually, by the Senior Management Team, in line with the
school’s review schedule for policies.
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