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This policy applies to all pupils, including those in the EYFS.  
 
Stratford Preparatory School recognises that high levels of school attendance are significant to raising 
standards in education, and ensuring all pupils can fulfil their potential. It is an assumption so widely 
understood but insufficiently stated that children need to attend school regularly to benefit from their 
education. Missing out on lessons leaves pupils vulnerable to falling behind and achieving less.  
We are proud of our attendance record which is generally very good, and are grateful to our supportive 
parents and carers who work with us to promote and encourage good attendance by their children. 
School staff will work with pupils and their families to ensure each pupil attends school regularly and 
punctually. 
 
At Stratford Preparatory School we see education as a partnership between family and school. We are 
committed to providing the highest possible quality of education for our pupils and we seek the support 
of parents in ensuring their children arrive punctually and attend school every day, as far as possible. 
All pupils are required to arrive at school by 8.45am; the school day ends between 3.30-3.40pm, though 
many pupils remain later to take part in extra-curricular activities under the supervision of a member of 
staff or another authorised adult. With the exception of those attending Aftercare which finishes by 6pm, 
pupils are generally expected to leave at 4.30pm. 
 
Registration 
 
All pupils are registered twice a day by their form teacher (or another member of staff) before the start 
of morning and afternoon lessons. Attendance data is stored in our paper registers. Guidance for 
registration is regularly given and registers are checked termly. 
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Outings and Sports Fixtures 
 
Pupils are not allowed to leave the site during the school day unless accompanied by a member of staff 
or parents for outings or sporting fixtures, the dates of which have been given to parents in advance.  
Parents are asked to complete a blanket permission slip for all non-residential outings at the beginning 
of each academic year. Full details of all outings, sports fixtures and activities are sent to parents in 
advance. 
 
 
Illness 
 
Parents are asked to telephone the school by 8.45am or to email secretary@stratfordprep.co.uk on 
each day of absence (unless the illness is such that the parent knows their child will be absent from 
school for longer than one day). If a pupil is absent without an explanation, we will always telephone 
home to ascertain the reason for absence and to fulfil our safeguarding obligations. 
 
Change in personal circumstances  
 
The School is required by law to record address and contact telephone details of all residences where a 
pupil usually lives. Parents are asked to inform us immediately of any change of address or 
circumstances where a pupil will be living at an additional residence to the recorded one.   
  
Requests for Absence  
 
Doctor/Dentist Appointments: Parents are asked to avoid making appointments in school hours 
where possible.  When it is unavoidable, parents are asked to telephone or write to the Headmaster or 
to email secretary@stratfordprep.co.uk as far as possible in advance.  
  
Holidays and Other Requests for Absence: Parents are asked to avoid taking their child away from 
school or on holiday during term time.  We always publish the term dates on the website over a year in 
advance in order that parents can arrange holidays without disrupting their child’s education.    
  
Requests for absence must be made by letter or e-mail (secretary@stratfordprep.co.uk) to the  
Headmaster as far as possible in advance (except in an emergency, when parents are asked to 
telephone the Headmaster).  Leave of absence is authorised at the discretion of the Headmaster and is 
not an automatic right of parents.  It is the school’s policy to discourage holidays to be taken during 
term time.   
  
Unauthorised absence 
 
A child missing from education is a potential indicator of abuse or neglect.  Where there is a pattern of 
unexplained or unauthorised absence, teachers must inform the Headmaster (Designated 
Safeguarding Lead) who will investigate the reasons for such absence by meeting with the child’s 
parents to identify any abuse or neglect issues.  Any concerns will be shared with social services.   
  
Stratford Preparatory School recognises its legal duty to report certain attendance issues to the Local 
Authority; these include ten days of unauthorised absence (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.   
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Deletion from School Register 
 
Stratford Preparatory School will inform the Local Authority (where the school is located), prior to 
deleting a child’s name from the admission register, when the child is taken out of school to be home 
educated, when the family has moved away, when the child has been certified as medically unfit to 
attend school or if the child is permanently excluded. In addition, Stratford Preparatory School is 
required to notify the Local Authority of a pupil moving from the school to another school, together with 
the start date for the new school, except where this occurs at the end of year 6.    
  
 
 


