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ATTENDANCE POLICY 

Purpose 

To ensure students have good attendance and thus ensure that effective teaching and learning can take 
place. To provide parents, students and staff with clear guidelines on the school’s approach and 
commitment to improving and maintaining high levels of attendance. 

Principles 

The policy has been written in line with the school’s core values as well as taking into account the 
Education Act (1996), Student Attendance Records (1991), Student Registration Regulations (1997) and 
the Social Inclusion policy (1999).  

The School is committed to providing its students the best start in life by ensuring they attend school 
regularly and achieve success. A partnership with the school, parents, students and the Educational 
Support Services is essential. It is vital that students attend school on a regular basis and that absences 
are caused by legitimate and compelling reasons only.  A concerted effort should be made by students, 
parents/carers, and by school officials to avoid scheduling appointments and activities, which interfere with 
school attendance. The school will maintain a positive regard for students and their individual 
circumstances whilst insisting on high standards of attendance and punctuality.  

Regular attendance and punctuality are essential if a student is to achieve their potential grades. If a child 
does not attend school regularly, this will have an adverse effect on their learning and progress. Positive 
strategies will be used to reintegrate students who have poor attendance or have truanted. Assistance and 
support will be provided wherever necessary. Good attendance and punctuality will continue to have a high 
profile within school and will be celebrated regularly in assembly. Certificates and rewards will be issued to 
students with excellent and improved attendance rates. 

Good attendance is important because: 

• Statistics show a direct link between under-achievement and absence below 95% 

• Regular attenders make better progress, both socially and academically 

• Regular attenders find school routines, school work and friendships easier to cope with. Regular 
attenders find learning more satisfying 

• Regular attenders are more successful in transferring between primary school, secondary school, 
and higher education, employment or training 

Responsibilities 

The recent law changes make it essential for school to know the reason for every absence and we now 
have to distinguish between absences which are allowed by law (authorised) and those which are not 
(unauthorised). The law also requires us to publish true and accurate unauthorised absence figures. 

Listed below are the types of absence authorised by law and how the school will interpret these. All other 
types of absence are unauthorised. The school cannot legally authorise an absence if it does not comply 
with the law. It is the parent’s legal responsibility to ensure that their child attends regularly and failure to 
comply could result in court action. 
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Absences Authorised by Law 

Genuine Sickness 
School will authorise sickness for up to ten days (continuous or intermittent) but beyond that we may ask to 
discuss the situation with the parent. 
  
Unavoidable Cause 
This covers unexpected crisis in a student’s circumstances, which genuinely prevent attendance at school, 
e.g. fire, sudden death of a close relative or other major domestic upset and severe weather conditions, 
which make travel impossible. 
  
With School Permission in Advance 
This covers circumstances where parents want their child to take part in some event during school 
time. Parents must apply for permission in advance, in writing. 
School may authorise a leave of absence in advance, at the discretion of the Head Teacher, in exceptional 
circumstances such as:  
  

• For a student to participate in an approved public performance. 

• For a student to attend a job / college interview. 

• Exceptional family reasons e.g. funeral etc 

Roles and Responsibilities of Staff 

• The Head Teacher is responsible for the implementation and day-to-day management of the policy 
and procedures. 

• The Deputy Head Teacher, Heads of House and the Attendance Officer are responsible for 
overseeing: 

o Monitoring of whole school attendance. They will look at registers on a weekly basis and 
identify problem areas or queries. 

o Monitoring of year attendance. The attendance officer will look at attendance lists every day 
to identify patterns and consult with Heads of House and Form Tutors. 

o Contact of specific parents of identified poor attenders on the first day of absence if no 
notification has been received. 

o Liaison directly with the EWS after consultation with Heads of House. 
o Strategies for truants and poor attenders through consultation with Heads of 

House. Supporting students through the reintegration process back into full time education. 
o Letters to parents of identified poor attenders (defined as below 90%) setting targets and 

updating parents on progress. 
o Liaison with other external agencies e.g. Educational Psychologist, where applicable. 
o Completion of the Annual Attendance Return for the Department for Education. 

The Heads of House are responsible for: 

• Consulting with the Attendance Officer on a weekly basis in an attempt to ensure attendance targets 
are being met. 

• Managing tutors to follow the attendance procedures. 

• Publishing and promoting attendance figures. Raising the profile of good attendance and rewarding 
this in assemblies. 

• Working alongside the Deputy Head Teacher/Attendance Officer to identify and support students 
whose attendance falls below the baseline target. Identifying students who fall below 90% 
attendance for whom a letter home setting a defined target for attendance may have a positive 
impact. Monitoring the impact on attendance of the support measures. 

• Contacting parents where serious attendance concerns have arisen. 

• Monitoring first date absence call student lists. 

The Form Tutors are responsible for: 
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• Marking the registers promptly and accurately to ensure up to date records for all students. 

• Following all Attendance Policy procedures. 

• Acting promptly if there are any concerns over a student’s attendance and informing the Head of 
House/Attendance Officer immediately. 

• Contacting the Attendance Officer if a student has been absent for three days without any contact 
from home. 

• Keeping files on students up to date and accurate with all correspondence recorded. 

• Praising and encouraging good attendance. 

Subject Teachers are responsible for: 

• Accurately registering their teaching group at the start of every lesson and seeking 
information/contacting the Attendance Officer about absentees. 

• Reporting any unusual patterns or concerns of attendance to the Attendance Officer, Form Tutor or 
Head of House. 

The Role of the EWS 

The Education Welfare Service agrees an annual Service Level Agreement with the school and agrees the 
amount of EWS time allocated and priorities for improvement. The EWS is responsible for: 

• Following up referrals through the Attendance Officer and Head of House, making home visits 
where appropriate. 

• Working with individual students and their families at home in the case of school refusals and long-
term attendance problems. 

• Help co-ordinate the reintegration of students with absence problems. 

• Supporting and meeting with vulnerable students with attendance problems. 

• Support the school with other outside agencies e.g. home tuition etc. 

• Undertake all legal proceedings where the attendance levels of students are damaging their 
education.  

The Role of Parents 

Ensuring your child’s regular attendance at school is a parent/carer’s legal responsibility (Section 444 of the 
1996 Education Act) and permitting absence from school that is not authorised by the school creates an 
offence in law. 

Parents will: 

• Inform the school on the first day of absence 

• Discuss with the tutor/class teacher any planned absences well in advance 

• Support the school with their child in aiming for 100% attendance each year 

• Make sure that any absence is clearly accounted for by telephone, email or Insight portal on the first 
and subsequent days of absence, or by letter if a phone is unavailable 

• Avoid taking their child out of school for non-urgent medical or dental appointments 

• Only request leave of absence if it is for an exceptional circumstance.  

The attendance of Post 16 students will be monitored by the Head of Post 16 and Post 16 Administrator 
and will be linked directly to Bursary Fund payments, if applicable. All students that fall into this category 
will be given the full list of criteria for the authorisation of those payments. 

What to do if my child is absent? 
A child not attending school is considered a safeguarding matter. This is why information about the cause 
of any absence is always required. 
 
If your child is absent you must: 
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• Contact us as soon as possible on the first day of absence 

• Send a note in on the first day they return with an explanation of the absence – you must do this 
even if you have already telephoned us 

If your child is absent we will: 

• Telephone or text you on the first day of absence if we have not heard from you – this is because 
we have a duty to ensure your child’s safety as well as their regular school attendance 

• Invite you in to discuss the situation with our Attendance Officer and/or Head of House and Head 
Teacher if absences persist 

• Refer the matter to the Derbyshire County Council’s Attendance Legal Panels if absence is 
unauthorised and falls below 90%. 

 
Please note: If your child is not seen and contact has not been established with any of the named 
parents/carers, after three days of absence the school is required to start child missing in education 
procedures. We will make all 
reasonable enquiries to establish contact with parents/carers and the child, including making enquiries to 
known friends, wider family. 
 
Ten days’ absence 
We have a legal duty to report the absence of any pupil who is absent without an explanation for 10 
consecutive days. If the child is not seen and contact has not been established with the named parent/carer 
then the local authority is notified that the child is at risk of missing. Children’s Services staff will visit the 
last known address and alert key services to locate the child. So help us to help you and your child by 
making sure we always have an up-to-date contact number. There will be regular checks on telephone 
numbers throughout the year. 
 
Continued or on-going absence 
If your child misses 10% (three weeks/sessions) or more schooling across the school year, for whatever 
reason, they are defined as persistent absentees. Absence for whatever reason disadvantages a child by 
creating gaps in his or her learning. Research shows these gaps affect attainment when attendance falls 
below 95%. As such, we monitor all absence thoroughly and all attendance data is shared with the local 
authority and the Department for Education.  

Legal measures for tackling persistent absence or lateness 

We will use the full range of legal measures to secure good attendance including: 

• Parenting contracts set at Education Planning Meetings 

• Parenting orders 

• Penalty Notices 

• Education Supervision Orders 

• Prosecution. 

Rewards 

In promoting good attendance, all students maintaining 100% attendance will publicly receive certificates at 
the end of each term. Heads of House will publish and present awards in assemblies for the tutor group 
with the highest attendance each week. 

Lateness/Punctuality 

It is important to be on time at the start of the morning and afternoon school sessions and to lessons. The 
start of school/lessons is used to give out instructions or organise work. If your child is late they can miss 
work time with their class teacher getting vital information, cause disruption to the lesson for others, and it 
can be embarrassing leading to possible further absence. 

• The school day begins at 8:25am and all pupils are expected to be in school at this time. 

• Morning registration is at 8:25am and it closes at 8:45am. 
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• All lateness is recorded daily. This information will be required by the courts, should a prosecution 
for non-attendance or lateness be necessary. 

• Arrival after the close of registration will be marked as unauthorised absence and coded U in line 
with Derbyshire County Council and Department of Education guidance. This mark shows them to 
be on site, but is legally recorded as an absence. 

• If a pupil is late due to a medical appointment, they will receive an authorised absence, coded M. 
Please be advised that, where possible, doctors and dentists appointments are to be made outside 
of school hours or during school holidays. 

Monitoring and Evaluation 

The Head Teacher, Deputy Head Teacher, Heads of House and Attendance Officer will monitor the 
implementation of the policy. The Head Teacher will give regular attendance reports to governors 
throughout the year and a summative report at the end of the year. 
 
Stage 1 – Attendance Monitoring 
 

• The School has primary responsibility for monitoring attendance of the students in the class group, 
for collecting notes explaining absences, maintaining an accurate register and contacting home with 
concerns about attendance and punctuality. 

• Unexplained absence - first day contact by phone, text or a home visit is acknowledged as best 
practice.  The minimum requirement is that where a student is absent for 3 days and there has been 
no contact from home, then a 3 day response letter should be sent home. If students have a 
telephone number, then a phone call should be made. 

• If a teacher becomes concerned about absence then the student should be referred to the Head of 
House or Attendance Officer.  A level of school absence is inevitable due to medical or family 
circumstances, however, the Department for Education recommends acceptable levels of school 
attendance should be 92%.  

• The School has a clear policy to challenge and address bullying and poor behaviour in and around 
school. We continue to develop our practice which encourages good attendance, this can include 
class based activities and whole school activity to identify, praise and reward good attendance. 

• If a student has had 1-3 school days unauthorised absence the school is expected to contact the 
parent(s) by phone, letter or personal visit. If the absence continues the school should extend their 
enquiries to include attempts to contact extended family members and all efforts should be 
appropriately recorded. 

• A student should be referred to the Education Welfare Service if they have been absent for 10 
school days without any valid reason (including unauthorised absence).  If the EWO is not available 
to collect this referral, then this should be made directly to the Multi-Agency Team Leader.  

 

Stage 2 - Attendance Concerns 
 

• Parent/carer should be encouraged to visit school to discuss attendance and strategies for 
improvement.  It is important to establish the reasons for poor attendance, the general health of the 
student, home circumstances etc.  A target should be set for the student’s attendance, which is 
higher than the normal attendance by that student. 

• Parent/carer should be contacted, by phone, home visit or by a formal letter or an invitation into 
school for a meeting to discuss the concerns. A record should be kept of all contacts and relevant 
conversations, as this could be required in subsequent court proceedings. 

• A date for review of attendance should be set, no more than six weeks later. 
 

If attendance has improved, then a letter of commendation should be sent to parent/carer and student. 
(Return to STAGE 1.) 

 
If attendance has not improved, then options may include: - 

• Contact parent/carer to discuss the review and set a further date; 

• Discuss with the parent/carer, areas of concern and where other support might be appropriate; e.g. 
referral to appropriate agencies; 
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o Refer to Education Welfare Officer; 
� Criteria for referral to EWS:- 

• Unsatisfactorily explained or addressed medical absences 

• Erratic attendance 

• Unauthorised absences 
 


