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Attendance & Family Support Guidance
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At Sunningdale School, our vision is for every pupil to ‘Be More…’, in whatever way is important to them. Every pupil is unique and their goals will look different. They might want to be more communicative, be more active, be more creative, be more engaged, be more happy, be more comfortable, be more flexible, be more resilient, be more sociable, or all the above at the same time. We create highly individualised and personalised plans for each pupil, helping them to achieve goals that are meaningful to them and supporting them to thrive.

At Sunningdale School, we know that regular attendance plays an important role in learning, development and achieving the best possible outcomes for our pupils. Being in school consistently helps pupils build relationships, develop independence, access specialist support and make progress towards their individual goals. 

We also recognise that some of our pupils have complex medical needs, disabilities or other circumstances that can affect their ability to attend school regularly. We understand that the same attendance level may not be achievable for every pupil. We work closely with families and professionals to support each pupil to achieve the best attendance possible. We are reviewing our internal monitoring systems to ensure that unavoidable medical appointments and agreed medical absences are considered separately, providing a more accurate reflection of a pupil's engagement with school.

This booklet explains our attendance procedures, how we can work together to support good attendance, and where families can find help if attendance becomes a concern
Absence from School
We recognise that pupils may occasionally need time away from school due to illness, medical appointments, family circumstances or other exceptional reasons. Where appropriate information is provided, these absences will usually be authorised.
Examples of authorised absence include:
· Illness or medical needs
· Medical, dental or healthcare appointments
· Religious observance
· Family bereavement
· Exceptional family circumstances agreed by the school
· Other exceptional circumstances approved by the Headteacher
Absences may be recorded as unauthorised where no valid reason is provided. This includes holidays during term time that have not been approved by the Senior Leadership Team (see page 9 for further holiday guidance)
Where attendance concerns arise, we will work in partnership with families to identify and address any barriers to attendance. However, continued unauthorised absence may result in formal attendance procedures and involvement from the Local Authority where appropriate.








Supporting Attendance
At Sunningdale School, we understand that there may be times when your child finds it difficult to attend school regularly. We are here to support you and your family and will always aim to work in partnership with you to understand any challenges or barriers that may be affecting your child’s attendance. 
Our Family Partnership Adviser and Attendance Team are available to listen, offer advice and help you access the right support when needed. This could include:
· regular conversations and check-ins with you
· agreeing an individual support plan
· helping with routines around getting to school
· working with other professionals and services where additional support may be helpful
We believe that open and positive communication with parents and carers is key, so please speak to us as early as possible if you have any concerns about your child’s attendance. By working together, we can help your child feel supported, attend school regularly and make the most of their learning, connections and opportunities at Sunningdale.
For attendance advice or support, please contact our Family Partnership Advisor, Molly Wheeler:
· molly.wheeler@sunningdaleschool.com
· 0191 528 0440




Reporting an Absence
If your child is unable to attend school, please let us know as soon as possible on the first day of absence.
You can do this by:
· Calling the school office on 0191 528 0440, selecting Option 1: Pupil Absence, and leaving a message with your child's name and reason for absence.
· Emailing office@sunningdaleschool.com with your child's name and reason for absence.
Providing clear information helps us ensure that our attendance records are accurate and that we can offer support where needed. If a pupil is absent from school with no reason provided, you will receive a phone call and email communication via Arbor, requesting a reason for absence.
Requesting Planned Absence
A request for absence should be made in advance wherever possible. This includes:
· Pre-arranged medical appointments.
· Holidays during term time (see ‘holiday pathway’ on page 9 for more information)
To request an absence, please email office@sunningdaleschool.com and include:
· Your child's name.
· The dates of the requested absence.
· The reason for the absence, including appointment letters if relevant. 
· Details of any exceptional circumstances that you would like the Headteacher to consider.
Please note that requests for absence are considered on an individual basis and approval is not automatic.

Persistent Absence
A pupil is classed as persistently absent when their attendance falls to 90% or below during the academic year.
Regular attendance is important because missed time in school can affect learning, relationships, communication, independence and progress towards individual goals.
We recognise that some pupils have complex medical needs or other significant barriers to attendance. In these circumstances, absences may be unavoidable. Where this is the case, we will work closely with families, healthcare professionals and other agencies to ensure that the pupil's needs are understood and that appropriate support is in place.
Where a pupil's attendance falls below 90%, the school's attendance team will review attendance patterns, monitor absences and work in partnership with families to develop an attendance support plan where appropriate. Our aim is always to provide understanding, practical support and positive solutions that help every pupil achieve the highest level of attendance possible for them.









Table of Attendance Support

	Attendance
	Attendance Category
	What This Means

	95-100%
	Excellent Attendance
	Pupils are attending regularly and are unlikely to miss significant learning opportunities.

	93-94.99%
	Good Attendance
	Attendance is positive, but there is some missed learning. We encourage families to maintain or improve attendance where possible and offer any support needed.

	>90-92.99%
	Developing Attendance
	Attendance is beginning to affect learning and progress. School may discuss attendance with families and explore any support needed.

	>75-90%
	Persistent Absence
	Additional monitoring and support will be put in place to improve attendance.

	>50-75%
	At Risk of Severe Absence
	A significant amount of learning is being missed. Intensive support and multi-agency involvement may be required.

	Below 50% 
	Severe Absence
	Urgent support from school and other agencies will be considered.




Please note: Our attendance team are currently reviewing how we monitor attendance internally. In future, unavoidable medical appointments and agreed medical absences may be considered separately and not included in internal attendance calculations. 
Statutory attendance figures will continue to be recorded in line with national requirements.

What is Expected of Parents and Carers?
Parents and carers have a legal responsibility to ensure that their child attends school regularly and receives an appropriate education.
We ask all parents and carers to:
· Report every absence to school by 9:30am on the first day of absence and on each subsequent day (unless otherwise agreed) that their child is absent from school.
· Provide a reason for any absence by telephone or email, preferably in advance where this is possible (for example, a planned hospital admission or appointment).
· Notify the school of any medical or other appointments and, where possible, provide supporting evidence.
· Ensure that family holidays are taken during school holiday periods wherever possible. Requests for absence during term time will be authorised in exceptional circumstances (see holiday pathway on page 10).
· Ensure their child is ready for school transport at the agreed collection time.
· Ensure their child has everything they need for the school day.
· Ensure their child arrives at school on time every day they are expected to attend.
· Work in partnership with the school to identify and overcome any barriers that may affect their child's attendance.
At Sunningdale School, we recognise that some pupils may face challenges that impact attendance. We encourage families to contact us as early as possible if they need support so that we can work together to help their child achieve the highest level of attendance possible for them.




Holidays During Term Time
All holiday requests will be considered on an individual basis by the Senior Leadership Team. When making a decision, we will take into account:
· The reason why the holiday is being requested during term time.
· The pupil's current attendance record.
· The individual needs and circumstances of the pupil.
We recognise that every family's situation is different and will carefully consider each request before making a decision.	
Parent holiday request form submitted 
We ask this is submitted at least 4 weeks in advance (recommended)
Please Include reasons and dates



	




Holiday request reviewed by School leadership team
Parent notified if decision is authorised/unauthorised in line with school policy




			
                                                                                                                                                                          
	

1st or 2nd holiday request (within 3 years)
Letter sent to parents outlining guidance, support and expectations.
Absence recorded (authorised or unauthorised as per policy).

3rd request (within 3 years)
If this is a third authorised request, absence will be logged as approved.
If this is a third unauthorised request for 5 consecutive days or more (within a 3-year period), school will refer to Local Authority.



	


Medical Information and Guidance 

Chicken Pox – Absent until all spots have crusted over
Conjunctivitis – Can attend but must inform school
Diarrhoea & Vomiting – Absent 48 hours from last episode 
Glandular Fever – Can attend but must inform school
Hand, Foot and Mouth – Can attend but must inform school
Impetigo – Until lesions are crusted & healed or 48 hours after commencing antibiotics
Measles or German Measles – 4 days from onset of rash 
Mumps – 5 days from onset of swelling
Scabies – until after first treatment 
Scarlet Fever – 24 hours after commencing antibiotics
Slapped Cheek – can attend but school should be informed
Whooping Cough – 48 hours after commencing antibiotics
Flu – Until recovered
Head Lice – can attend but school should be informed
Threadworms – can attend but school should be informed
Tonsilitis – can attend but school should be informed 
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Sunningdale
School

A specialist provider for children aged 2-11 years
with profound, multiple and severe learning needs
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