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Kingswood Primary Academy   Attendance Policy   A clear, accessible version for families
Why attendance matters
At Kingswood Primary Academy, we want every child to thrive. Good attendance helps children make progress, build confidence, and feel part of the school community. Parents and carers have a legal responsibility to make sure their child attends school every day and on time.
Our expectations
[image: ]Parents/carers should:
· Ensure their child attends school every day and arrives by 8:45am
· Contact school before 9am on each day of absence 
· Phone: 01536 742677
· Email: admin@kingswoodprimaryacademy.org
· Arrange appointments outside school hours where possible
· Provide more than one emergency contact
· Keep school informed about any issues affecting attendance
Pupils should:
· Attend every day
· Arrive on time and be ready for learning
How to report an absence
· Contact the school each day your child is absent
· [image: ]Tell us if the absence is planned (e.g., medical appointment)
· Provide evidence if requested (e.g., appointment card)
Lateness
· Arriving after 9:05am = marked as late (Marked as L with time recorded)
· Arriving after 9:25am = recorded as an unauthorised absence (Marked as U)
Repeated lateness will lead to a meeting with school staff.
Authorised absences
These may include:
· Illness
· Medical or dental appointments
· Religious observance
· Traveller families attending occupational commitments
Unauthorised absences   These include:
· Family holidays in term time (unless in exceptional circumstances)
· Absence without a valid reason
· Arriving after registers close
Holidays in term time will not be authorised except in very rare cases.
Exceptional circumstances (considered by the Principal)
Examples include:
· Serious illness
· Bereavement of a close family member
· Significant personal emergencies
If attendance becomes a concern we will:
· Contact parents
· Offer support from our Family Support Worker
· Work with external agencies if needed
· Monitor attendance closely
If support does not lead to improvement, the Local Authority may issue penalty notices or take legal action.
How we monitor attendance
We regularly review attendance data to identify:
· Patterns of absence
· Pupils who may need support
· Vulnerable children who require further monitoring
Parents are updated on attendance every half term.
Who to contact
	Attendance Officer: Angie Middleton 
admin@kingswoodprimaryacademy.org 
	01536 742677


	Attendance Lead / Principal: Miss Kerry Langley klangley@kingswoodprimaryacademy.org
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