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Attendance and Absence Policy 
 

Importance of Attendance 

 

Young people need a continuity of experience in order to fully benefit from the education 

offered at Edinburgh Montessori Arts School. Young people thrive within the stability of the 

community in terms of both the adults and young people who are present each day. For 

these two reasons we emphasise the importance of consistent and high attendance over 

the school year. 

 

Edinburgh Montessori Arts School (EMAS) is committed to fostering a safe and supportive 

learning environment where regular attendance is essential for student development and 

academic progress. This policy aligns with Scottish Government guidance on attendance, 

including Included, Engaged, and Involved, and incorporates safeguarding procedures to 

ensure student well-being 

Attendance Expectations 

• All students are expected to maintain an attendance rate of at least 90%. 

 

• Parents/guardians must notify the school before 9:00 AM if their child is absent. 

 

• Absences must be explained with a valid reason (e.g., illness, medical appointment, family 

emergency). 

 

• Extended or frequent absences require additional documentation (e.g., a doctor’s note). 
 

• Unexplained absences exceeding three consecutive days will be flagged for follow-up. 

3. Procedures for Monitoring & Safeguarding Attendance 

Daily Attendance Checks 

• Teachers take attendance at the start of the school day. 

• Attendance data is recorded in the school’s digital system and reviewed weekly. 
 

Response to Unexplained Absences 

• If a student is absent without prior notice, the school will contact parents/guardians by 

10:00 AM. 

• If no response is received, further attempts will be made throughout the day. 

• If a student is absent for three consecutive days without explanation, a welfare check may 

be conducted. 
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Attendance Below 90% 

• If a student’s attendance drops below 90%, the following steps will be taken: 

 

o A written notification will be sent to parents/guardians. 

o A meeting will be scheduled to discuss attendance concerns and offer support if 

needed. 

o If attendance does not improve, a formal intervention plan will be implemented. 

o Continued unexplained absences may result in withdrawal of enrolment. 

 

4. Authorised vs. Unauthorised Absences 

Authorised Absences (with prior approval/documentation): 

• Illness (with medical confirmation if necessary). 

• Family emergency or bereavement. 

• Religious observances. 

• Educational visits approved by the school. 

 

Unauthorised Absences (without valid reason or approval): 

• Truancy or refusal to attend school. 

• Holidays taken during term time without school permission. 
• Repeated unexplained absences. 

5. Safeguarding & Attendance Intervention 

• Concerns about attendance linked to student well-being will be escalated to the Child 

Protection Coordinator. 

• The school may work with external agencies (e.g., social services, educational welfare 

officers) if attendance concerns indicate a safeguarding risk. 

• Persistent failure to attend school without justification may trigger a Child Protection 

referral in severe cases. 

6. Parental Responsibilities 

• Ensure their child attends school regularly and punctually. 

• Inform the school promptly regarding any absence. 

• Provide necessary documentation for prolonged absences. 

• Engage with school interventions if attendance concerns arise. 

7. Review & Compliance 

This policy will be reviewed annually to ensure alignment with Scottish Government guidance and 

local safeguarding protocols. Failure to adhere to attendance expectations may lead to 

consequences, including the withdrawal of enrolment in persistent cases. 

For further information, contact the school office or the Child Protection Coordinator. 


