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Purpose:

This policy aims to show our commitment to meeting our obligations with regards to school attendance
through our whole-school culture and ethos that values good attendance, including:

Setting high expectations for the attendance and punctuality of all students

Promoting good attendance and the benefits of good attendance

Reducing absence, including persistent and severe absence

Ensuring every pupil has access to education and achieving their full potential

Acting early to address patterns of absence

Building strong relationships with families to make sure pupils have the support in place to attend
school

We will also promote and support punctuality in attending lessons

This policy is directed by the statutory guidance of the DfE (2024), Working Together to Improve School
Attendance.

Attendance Expectations

Harrow expects regular attendance to ensure that students have the best chance of making good progress.
Attendance should therefore aim to be above 96%. If attendance falls below this threshold, the school’s
attendance intervention procedure is implemented (see appendix).

Procedures

Designated Senior Leader (US Deputy Head of Pastoral & LS Pastoral Coordinator)

The designated senior leader is responsible for:

Supporting staff with monitoring the attendance of individual students.

Monitoring the impact of any implemented attendance strategies.

Working with the parents of students with special educational needs and/or disabilities (SEND) to
develop specific support approaches for attendance for pupils with SEND, including where
school transport is regularly being missed, and where pupils with SEND face in-school barriers.
Communicating the school’s high expectations for attendance and punctuality regularly to
students and parents through all available channels.

Leading, championing and improving attendance across the school.

Setting a clear vision for improving and maintaining good attendance.

Evaluating and monitoring expectations and processes.

Having a strong grasp of absence data and oversight of absence data analysis.

Regularly monitoring and evaluating progress in attendance.

Establishing and maintaining effective systems for tackling absence and making sure they are
followed by all staff.
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Heads of House/Phase Leaders

Liaising with pupils, parents/carers and external agencies, where needed.

Building close and productive relationships with parents to discuss and tackle attendance issues.
Creating intervention or reintegration plans in partnership with students and their parents/carers.
Delivering targeted intervention and support to students and families (REACH plans).

Teachers

All class staff are responsible for recording attendance for morning bill and submitting the correct
codes (see Appendix 1) and submitting this information on iSAMS.

Morning registration must be completed by 8:00am.

Upper School staff must complete the register for each period within 10 minutes of the lesson

If a student is absent from the lesson but shows present on the register, then activate the alert
button.

Contribute to and support the continued development of a warm, welcoming, exciting and safe
environment for all children.

Welcome each child into the class by name and with a smile.

Promote and reward good attendance at all opportunities; Welcome children who have been
absent with warmth — “it's great to see you — we have missed you and | am really pleased you are
better/back” and never say “Where have you been? You have missed so much work....”

Be aware of absences of each child or patterns in absence in their group and make sure the child
is supported in catching up on missed work.

Support children with attendance targets by completing attendance reports.

Communicate with Head of House/Phase Leader where necessary if there are any issues resulting
from the absence that other staff should know (concern about work missed, response of other
children, possible responses of colleagues) but also where there are possible safeguarding
concerns reporting to the school’s DSL.

Attendance Team

Office staff will:

Parents

Take calls from parents regarding absence on a day-to-day basis and record it on iISAMs
Monitor the attendance mailbox and update the iSAMs system

Notify the DSL if there are any contextual safeguarding issues which might explain erratic or
poor attendance.

Contribute to and support the continued development of a warm, welcoming, exciting and safe
environment for all students.

Greet the children by name and always with a smile and a greeting.

Make a special effort to provide a warm welcome to children returning with anxiety issues, if
necessary, walk the child to the lesson if this is a cause of anxiety.

Reassure families that the school will monitor the child’s welfare carefully during the course of
the day and communicate with the family if there are any issues.

Contact parents when attendance falls below thresholds.

Inform Heads of House/Phase Leaders of patterns or those who fall below the threshold.



Parents are expected to:

Make sure their child attends every day on time

Report the child’s absence to the attendance email address (attendance@harrowshenzhen.cn )
with their full name class, reason for absence and expected return date.

Provide the school with more than 1 emergency contact number for their child.

Ensure that, where possible, appointments for their child are made outside of the school day.
Where not possible, inform the school of the child’s absence in advance by emailing the
attendance mailbox.

If their child’s absence rates are increasing and are causing concern, an attendance contract
(REACH plan) may be used to support parents to make improvements.

Keep to any attendance contracts that they make with the school.

Planned Absence

Medical Appointments

Attending a medical or dental appointment will be counted as authorised as long as the parent
notifies the school in advance of the appointment.
Parents can notify the school of a medical or dental appointment by emailing the attendance team
(attendance@harrowshenzhen.cn )
Notify the school of:

o the reason for the absence

o the length of their absence

o when the child is expected to return to school
However, we encourage parents to make medical and dental appointments out of school hours
where possible.

Where this is not possible, the student should be out of school for the minimum amount of time
necessary.

The parent must also apply for other types of term-time absence as far in advance as possible of
the requested absence.

Approved Educational Activity

Any request for absence needs to be made to the Head of Lower or Upper School with at least 1
weeks’ notice.

The request should be made to the attendance team (attendance@harrowshenzhen.cn )

Once the Head of School has ‘replied all’ to confirm whether the absence is approved or not;

The Attendance Officer will change the register to indicate any planned/authorised absences (in
advance where possible) so that the class teacher/form tutor can see this (and amend if incorrect,
e.g. a student arrives when absence anticipated).

The attendance officer will notify the parents to confirm acknowledgement of the absence and
whether it has been authorised or not.

Unexplained Absences
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e The Attendance Officer will run an attendance report after registration each day from 08:15am
and follow up on any unexplained absences, checking the Lesson 1 attendance in the first instance
to corroborate the absence.

e The Attendance Officer will contact the parents/guardians of any student absent without prior
notice to ascertain the reason for an unexplained absence and amend the register accordingly (e.g.
‘Medical’ if the student is sick) with details provided in the notes section.

Lateness and punctuality
A pupil who arrives late:

e A student is considered late if they arrive after 8:00am.
e The attendance team will mark them late and record the time they arrive.
e [fa student arrives for the lesson after 5 minutes, then they will be considered late.

Number of Lates Consequence

2" jate o
Tutor conversation in P6.

4" 1ate Head of House reflection during lunch for 20minutes from the time of
their arrival

A email home from the Head of House to express concerns about
punctuality, its impact on organisation and holistic development, and
how it will be recorded in the school report.

6" Late Head of House reflection on Wednesday’s from 4.00-4.30 (30minutes
from their arrival) This will rotate amongst HoH

A phone call home from the Head of House to express concerns about
punctuality, its impact on organisation and holistic development, and
how it will be recorded in the school report.

8" jate SLT reflection with a standard SLT punctuality email to be sent home.

10" Late Parent meeting with the Head of House to discuss the ongoing issue and agree on a
plan for improvement.

120 1ate Formal meeting with the Head of Upper School, Deputy Head of Upper School, or
Deputy Head (Whole School) to discuss further interventions.

Exceptional Circumstances




A leave of absence is granted at the headteacher’s discretion, including the length of time the pupil is
authorised to be absent for. We define ‘exceptional circumstances’ as unexpected, unavoidable, and
outside of your control, such as hospitalisation, a serious illness or a bereavement of a close relative.

Attendance Monitoring

The designated leader will monitor attendance patterns and ensure the correct action is taken. Ensuring
clear communication with parents.

Consecutive Unauthorised Absence

Number of Days Action
Day 1 Phone call to parents from attendance team
Day 2 Phone call to parents from attendance team
Day 3 Automatic email and call from attendance team
Day 4 Automatic email and call from attendance team
Day 5 Head of House call and arrange a meeting
Attendance Thresholds
Green 96%+ No Action Taken
Amber 90-95% Call home/meeting
Red 89% or below HoH/PL call home
Critical 80% or below Meeting with Head of LS/US
Year 10-13

The following measures are in place if students fall below the expected attendance for lessons:
e 75% or below — the student will be entered as an external candidate for examinations

e 70% or below — the student will not receive a transcript grade for that learning period (Winter or
Summer)

e 60% or below — the student may not be allowed to progress into the next academic year

e 50% or below — the student will not receive a personalised written letter of recommendation or
reference

Each student will be handled on a case-by-case basis, and all extenuating factors and mitigating
circumstances will be taken into account.

Consecutive Unauthorised Absence- Day 1

Subject: Unnotified Absence of [Child’s Name]



Dear Parents,

I am writing to inform you that [Child’s Name] was absent from school today and we have not received any
notification regarding this absence. We have tried to contact you by telephone.

Regular attendance is crucial for academic progress and overall development. We understand that there may
be valid reasons for their absence, and we kindly request that you inform us as soon as possible about the
reason for today’s absence.

Please contact the school attendance team (attendance@harrowshenzhen.cn ) or reply to this email with the
necessary details. Your prompt response will help us ensure the safety and well-being of all our students.

Thank you for your attention to this matter. If you have any questions or need further assistance, please do
not hesitate to contact us.

Yours Sincerely,
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Consecutive Unauthorised Absence- Day 2

Subject: Unnotified Absence of [Child’s Name|

Dear Parents,
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I am writing to inform you that [Child’s Name] has been absent from school for 2 days and we have not
received any notification regarding this absence. We have tried to contact you by telephone.

Regular attendance is crucial for academic progress and overall development. We understand that there may
be valid reasons for their absence, and we kindly request that you inform us as soon as possible about the
reason for today’s absence.

Please contact the school attendance team (attendance@harrowshenzhen.cn ) or reply to this email with the
necessary details. Your prompt response will help us ensure the safety and well-being of all our students.

Thank you for your attention to this matter. If you have any questions or need further assistance, please do
not hesitate to contact us.

Yours Sincerely,
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Consecutive Unauthorised Absence- Day 3

Subject: Unnotified Absence of [Child’s Name]

Dear Parents,
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I am writing to inform you that [Child’s Name] has been absent from school for 3 days and we
have not received any notification regarding this absence. We have tried to contact you by
telephone.

Regular attendance is crucial for academic progress and overall development. We understand that
there may be valid reasons for their absence, and we kindly request that you inform us as soon as
possible about the reason for today’s absence.

Please contact the school attendance team (attendance@harrowshenzhen.cn ) or reply to this email
with the necessary details. Your prompt response will help us ensure the safety and well-being of
all our students.

Thank you for your attention to this matter. If you have any questions or need further assistance,
please do not hesitate to contact us.

Yours Sincerely,
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Consecutive Unauthorised Absence- Day 4

Subject: Unnotified Absence of [Child’s Name]
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Dear Parents,

I am writing to inform you that [Child’s Name] has been absent from school for 4 days and we
have not received any notification regarding this absence. We have tried to contact you by
telephone.

Regular attendance is crucial for academic progress and overall development. We understand that
there may be valid reasons for their absence, and we kindly request that you inform us as soon as
possible about the reason for today’s absence.

Please contact the school attendance team (attendance@harrowshenzhen.cn ) or reply to this email
with the necessary details. Your prompt response will help us ensure the safety and well-being of
all our students.

Thank you for your attention to this matter. If you have any questions or need further assistance,
please do not hesitate to contact us.

Yours Sincerely,

TR RT[FERRAESI R AR BAAGRE B
BHMFEK!

! REGRATERE, [FEARIELELNRRIIKR LR, RNEMEHRKEXT
BERERENRIEBE. FMNBNBET EIERARE, ERERI.

MENEEXNZENZARATNEBAREXRER. RBERTEGFELINRYGRE, F
L BIEERREMBEAE KR EREH R RE

BEBENTHAREKREREHEN: KX E attendance@harrowshenzhen.cn, = E 1]
SEAMMHRMEAXFE. ENENEESEMTRNBRELFZENZTE 5B,

BHEHEAERNXT. NRCHEARNABES— SN, ERTSRIEER.
BB A

Consecutive Unauthorised Absence- Day 5
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Subject: Unnotified Absence of [Child’s Name]
Dear Parents,

I am writing to inform you that [Child’s Name] has been absent from school this week and we have not
received any notification regarding this absence.

Regular attendance is crucial for academic progress and overall development. We understand that there may
be valid reasons for their absence, and we kindly request that you inform us as soon as possible about the
reason for today’s absence.

Please contact the school attendance team (attendance@harrowshenzhen.cn ) or reply to this email to
arrange a meeting with the pastoral mentor to discuss this further.

Thank you for your attention to this matter. If you have any questions or need further assistance, please do
not hesitate to contact us.

Yours Sincerely,
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94% Below Letter
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[Date]
Dear Parents

I hope this letter finds you well. I am writing to inform you about a concern regarding your child,
[Child’s Name], and their recent attendance record at Harrow International School Shenzhen. Our
records indicate that [Child’s Name]'s attendance has dropped to between 90% and 95%.

Regular attendance is crucial for your child’s academic success and overall development. When
students miss school, they miss out on valuable learning opportunities, including classroom
instruction, discussions, and activities that are essential for their understanding and progress. Even
a few missed days can significantly impact their ability to keep up with the curriculum and can
lead to gaps in their knowledge.

We understand that there may be valid reasons for absences, and we are here to support you and
[Child’s Name] in any way we can. If there are any specific issues or challenges that are
contributing to these absences, please do not hesitate to reach out to us. We are committed to
working together to ensure that [Child’s Name] can attend school regularly and benefit fully from
their education.

The school will be contacting you shortly to discuss how we can support you and your child.
Yours Sincerely,
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89% Below Letter

Dear Parents,

I hope this letter finds you well. I am writing to express a serious concern regarding your child,
[Child’s Name], and their recent attendance record at Harrow International School Shenzhen. Our
records indicate that [Child’s Name]'s attendance has dropped below 89%.

Consistent attendance is vital for your child’s academic success and overall development. When
students miss school frequently, they miss out on critical learning opportunities, including
classroom instruction, discussions, and activities that are essential for their understanding and
progress. This level of absenteeism can lead to significant gaps in their knowledge and hinder their
ability to keep up with the curriculum.

We understand that there may be various reasons for these absences, and we are here to support
you and [Child’s Name] in addressing any challenges you may be facing. It is important that we
work together to improve [Child’s Name]'s attendance to ensure they can fully benefit from their
education and achieve their full potential.

The school will be contacting you shortly to discuss how we can support you and your child.
Yours Sincerely,
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81% Below Letter

Dear Parents,

I hope this letter finds you well. I am writing to express a serious concern regarding your child,
[Child’s Name], and their recent attendance record at Harrow International School Shenzhen. Our
records indicate that [Child’s Name]'s attendance has dropped below 80%.

Consistent attendance is vital for your child’s academic success and overall development. When
students miss school frequently, they miss out on critical learning opportunities, including
classroom instruction, discussions, and activities that are essential for their understanding and
progress. This level of absenteeism can lead to significant gaps in their knowledge and hinder their
ability to keep up with the curriculum.

We understand that there may be various reasons for these absences, and we are here to support
you and [Child’s Name] in addressing any challenges you may be facing. It is important that we
work together to improve [Child’s Name]'s attendance to ensure they can fully benefit from their
education and achieve their full potential.

The Head of School will be contacting you shortly to arrange a meeting to see how we can
support you and your child.
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Excellence Across All Areas
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