
Progress & Achievement  

Progress and achievement depends upon good attendance. The school works   
rigorously to ensure that high levels of attendance are maintained and an          
excellent standard of punctuality is modelled by all of our students. We act swiftly 
to identify and address unauthorised absence or low attendance and will seek an            
immediate resolution to this issue. 

The monitoring of attendance is supported by our sophisticated tracking system 

which enables every student to have an understanding of their attendance on a 

weekly basis. Our attendance diamond, is a visual reminder to students of how 

important it is to keep their attendance and progress or as close to, 100%. 

Every student should aim for 100% attendance and punctuality. Parents do have a 

legal responsibility to ensure their child attends school. A child’s potential can  

only be reached if high levels of attendance are maintained. 

The attendance and punctuality of students is monitored daily by Form Tutors, 

Year Leaders, and the Attendance Team. We work closely with the Local Authority who support us if we need 

to issue a fixed penalty notice for students who are persistently absent from school. The Local Authority is also 

responsible for pursuing court action if poor attendance continues. 

We encourage and reward excellent attendance and punctuality with achievement points which are awarded 

at the end of each term to students. These achievement points contribute towards whole school rewards, such 

as end of year trips and non-uniform days. 

Attendance Information Pack 

As a parent or carer you are committing an 
offence if you fail to  ensure that your child 
attends regularly, even if they are missing time at 
school without your permission or knowledge. 

If a students attendance drops below 95% or has 
had 5 or more days off in the current and           
previous term, a sequence of letters are issued as 
a prompt that   attendance is dropping and needs 
to improve. 

If a students attendance drops below 90%, they 
are then described as a ‘Persistent Absentee’. 
These students are reported to the Local             
Authority who will consider whether or not to 
take legal action against the parents or carers. 

A Fixed Penalty Notice may be served if 15        

sessions of unauthorised  absence are reached 
over a two term period and no further written       
warning will be issued before a fine is applied for. 

If a fine is applied for and imposed, £60 will be      
required to be paid within 21 days (escalating to 
£120 if paid after 21 days and within 28 days. If 
the fine remains unpaid then court action may   
result. 

If the students attendance does not  significantly 
improve, then court action may result in larger 
fines and even Imprisonment. 

Most students attend school regularly and       
punctually. Regular attendance to school will 
avoid any legal action being taken.                                

ATTEND TO ATTAIN. 

Absence & The Law 

What this pack covers 

 Holidays 

 Appointments 

 Medical evidence 

 Authorised &               

Unauthorised absences 

 Lateness 

 Healthcare Plans 

 Medicine 

 How to inform us 

 Guidance on infection 

control 

 Forms  



Prolonged Absence 

You are required to contact us    

everyday by either  phone, text, 

school app or email if your child is 

not going to be in that day for     

illness or other reasons.  

 

If we do not hear from you in the 

morning the whole day will be 

marked as unauthorised. 

Appointments and Non-Attendance 

We encourage you to arrange routine dentist, opticians, doctors and orthodontist appointments out of school hours 

or during school holidays. 

If your child is unwell or absent due to an urgent reason for non-attendance, please contact the school by 8.30am 

on each morning of absence on 01438 726999 (option 42for Marriotts School, then option 1). When your child         

returns to school please provide any associated medical evidence, which should be handed in to reception or to   

Mrs Higham, the Attendance Officer. 

If your child needs to leave school during the day, please write a note and       

inform their Form Tutor beforehand.   Before your child leaves the school site 

they must obtain a signature from their Form Tutor or Year Leader  confirming 

approval to leave school during the day. Students then need to sign out at       

reception as they leave. 

Reasons  for absence 

May we remind you that when 

phoning or messaging in for a     

student who is off  school we need 

an actual reason for the absence.  

If you just tell us the student is ill/ 

unwell/not well / poorly etc this 

will not be classed as an  

authorised  absence.  

Holidays 

Any requests for leave of  absence 
during term time should be in writing 
to the Headteacher. Via our leave of 
Absence form.  It will be the decision 
of the Headteacher as to whether the 

leave is   authorised.                          
However, as a matter of policy,      

Marriotts will not authorise leave of  
absence for holidays in term time.   

Depending on the length of the        
holiday, a Fixed Penalty Notice or 

even a fine could be imposed. 

Issues at School 

If you choose to keep your child 

out of school while issues are 

being resolved this will be 

classed as unauthorised unless it 

is agreed with by a member of 

senior leadership.  

 

If you feel there is an issue that 

must be resolved before your 

child can attend you must      

contact he school straight away 

so measures can be put in place. 

Lateness 

The school day starts at 

8:30am.                                    

Any student who arrives after 

this time but before 9:30am 

will receive a late mark.       

Students who arrive to school 

after 9.30am will have an                  

unauthorised attendance mark 

for the morning session,      

unless medical evidence can 

be  provided.                                      

The school day ends at 

3:00pm. 



Attendance Competition 

Marriotts Emoji’s is the   
attendance competition. 

The Emoji characters are here, 
everyone is trying to help 

‘Meh’, 
 reach the goal of becoming 
‘Heart Eyes’ (‘I love this’) the 
best emoji for attendance.  

This is a whole school         
competition with all forms 

from years 7 to 11 taking part.   
It’s just a bit of fun to see who 

is leading the way with   
attendance. 

And of course the league      
tables will be running again,  
to see which form group can 

finish top of the Premier Table 
and win a prize –  

It’s all to play for again so, 
Attend to Attain! 

 

Gateway/ School Comms 

The Information shown on      

Gateway is not the same as         

authorised and unauthorised   

absence. 

 

Gateway shows you explained 

and unexplained absences. Just 

because an absence is explained 

does not mean that it is an       

authorised absence.  It just 

means you have explained the 

absence or if you have not it will 

be marked as  an unauthorised 

absence which is then classed as 

an explained absence. 

 

Medical appointments - If you have an urgent appointment that can 

not be taken out of school hours you will still be required to be in school 
both before and after the appointment where possible.  If you are not in 
before/after your appointment  this will be classed as unauthorised.  
 
You must provided an appointment card/letter for your absence to be 
classed as medical otherwise you will be marked in as late or as an       
unauthorised absence.  
 
 

Being sent home - Will only be authorised if the school has  contacted 

you  and advised that your child is being sent home.  
 
If your child calls you and you come and collect them this will not be   
authorised.  Should your child call you please advise them that they  
should not be using their phone and need to go to student services or  
reception to be seen where a member of staff  who will assist and access 
if the student needs to go home.  
 

No Phone Policy - Marriotts has a no phone policy so students should 

not be using phones during whilst at school. 

Expectations 

Resources from #HandsUp4HealthyMInds are at the 
back of this booklet 



What is Medical Evidence 

Once you are on the fixed penalty notice warning system you will need 

to provide medical evidence for us to be able to authorise time off.  

Medical evidence can be  

 Prescription 

 Hospital letter 

 Signed note rom the GP or nurse 

 Medicine with the prescribed sticker on it. 

 Appointment card with name and date on it. 

If you are unsure please ask to speak to a member of the  attendance 

team for more information. 

If you are on Medical evidence fine warnings the following will not be 

authorised and we do not recommend seeing your GP and wasting NHS 

time.  

 Sickness  - (48 Hrs from the last episode) 

 Diarrhoea - (48 Hrs from the last episode) 

 Coughs and common cold (not covid related) 

Students that come in with sickness an/or upset tummies will be sent 

home and this will still be classed as an unauthorised absence. 

Please see attached guidance on infection control in school for more 

information on Illnesses. 

Medication in School 

Students requiring medication 

to be administered in school can 

either use the form in this pack, 

download a  Parental          

agreement for Medication      

administration form from the 

website or collect from            

reception/ student services. 

All medicine must be 

handed into                      

Reception / Student        

services 

The only medication         

allowed to be on students 

are                                        

Inhalers or Epi Pens. 

Health Care Plans 

If your child has an individual health care need we require you to complete an  

Individual Health Care Plan from the school.  

This will include everything we will need to know about your child's medical 

condition so we can give the correct care whilst in school.  

Forms are available from reception/ student services or a meeting can be      

arranged for more complex needs.  

Please contact reception if you need to book a meeting.  

Questions & Concerns 

If you have any questions or       

concerns regarding this pack or 

your child's attendance please   

contact us  using the following   

details. 
attendance-

team@marriotts.herts.sch.uk 

 

Mrs R. Higham  

Attendance Officer 

r.higham@marriotts.herts.sch.uk 

 

Mrs N Pestell  

Attendance Admin Assistant 

n.pestell@marriotts.herts.sch.uk 
 

For General School Information  

Tel: 01438 726999 

admin@marriotts.herts.sch.uk  

Attend Today –  

Achieve Tomorrow! 


