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Excellent school attendance is essential to ensure uninterrupted progress and to enable
children to extend their potential. The DfE guidelines on Improving Attendance at School
state that 73% of students who have over 95% attendance achieve five or more GCSEs at
grades A* to C.
Children who frequently miss school, attending less than 92%, often fall behind with their
work and do less well in exams. Excellent attendance shows potential employers that young
people are reliable. All schools are required to record details of students’ attendance and
absence at school and challenge parents.
All children between the ages of 5 and 16 are required by law to receive a full time
education. Absence from school is only acceptable under the following circumstances;





Leave of absence has been authorised by the school/ school trips/ sporting
activities;
The child is ill or suffering from an injury, supported with medical evidence;
Unavoidable causes such as family bereavement, for which support can be put into
place;
The child’s family is observing a time of religious importance i.e Eid, Diwali (2 days).

The DfE advise that headteachers may not grant any leave of absence during term time
unless there are exceptional circumstances. Headteachers should determine the number of
school days a child can be away from school if the leave is granted.
www.gov.uk/government/publications/school-attendance
Safeguarding
All children, regardless of their circumstances, are entitled to a full time education which is
suitable to their age, ability, aptitude and any special educational needs they may have.
Local authorities have a duty to establish, as far as it is possible to do so, the identity of
children of compulsory school age who are missing education in their area.
A child going missing from education is a potential indicator of abuse or neglect. Staff should
follow the school’s procedures for dealing with children that go missing from education,
particularly on repeat occasions, to help identify the risk of abuse and neglect, including
sexual exploitation, and to help prevent the risks of their going missing in future.
It is essential that all staff are alert to signs to look out for and the individual triggers to be
aware of when considering the risks of potential safeguarding concerns such as travelling to
conflict zones, FGM and forced marriage.

The Guiding Principles of the policy are that the school will ensure:





We promote and develop positive attitudes towards school and learning;
Students, staff and parents understand the importance of excellent attendance and
punctuality;
Policies and procedures are in place to monitor attendance and respond to any
concerns and
Parents work in partnership with the school by attending meetings, liaising where
appropriate and being informative of absence procedures.
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The Aims of the policy are to:




Raise levels of achievement by ensuring the highest possible levels of attendance,
punctuality and involvement in school;
Ensure all school days have a clear purpose for attendance with interesting, well
planned work which meets the needs of the individual student and
Provide an environment in which children and young people feel safe, secure, valued
and respected, with the confidence to approach adults if they are in difficulties,
believing they will be effectively listened to.

In Implementing the policy the school will ensure:






We continually work to improve the attendance of individuals, groups of students and
the school as a whole;
Pastoral staff are aware of the safeguarding procedures for reporting students
missing from education, particularly on repeat occasions;
Accurate and up to date attendance records are kept and discussed on a weekly
basis;
Parents are informed of any attendance and punctuality issues. Home visits may also
be carried out if a students’ absence or reason for absence hasn’t been reported to
school and
Causes of non-attendance are identified and action taken.

In Monitoring and Evaluating the policy the school will:






Track attendance records on Sims to identify patterns and trends;
Report concerns and issues around non-attendance to the Governing Board;
Ensure that students have an overt voice and contribution in the monitoring and
evaluation of systems, processes and intervention;
Continually review pastoral systems in school to prevent and respond to nonattendance and
Report any decline in attendance via calls or e mails to the parent/ carer.

Roles and responsibilities:
The Governing Board




Ensure the Governing Board understand the Attendance Policy;
Receive regular reports on any incidents of non-attendance and
Help to promote and develop positive attitudes towards school and learning.

Senior Leadership Team






Implement the Attendance Policy and inform parents;
Monitor and review the Attendance Policy annually;
Set and monitor attendance targets: school, year group, form, individual student
Implement a system of rewards and sanctions;
Give attendance a high profile at assemblies, school events, parents evenings,
subject classes and school publications;
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Support the Directors of Curriculum and Achievement, and the Pastoral Manager on
issues of non-attendance and
Report on attendance to the Governing Board and the School Improvement Partner.

Directors of Curriculum and Achievement/ Heads of Year and Pastoral Year Leaders










Regularly give attendance a high profile at assemblies and school events;
Monitor year group attendance targets and record keeping;
Implement systems of rewards and sanctions;
Support Form Tutors on issues of non-attendance and with internal truancy,
remedying causes and applying sanctions;
Meet with parents to discuss attendance problems as soon as they are identified;
Meet with the Pastoral Manager weekly to review attendance of year groups;
Assist the Pastoral Manger with referrals to the Early Intervention Team;
Ensure work is provided for excluded students and long term absentees and
Look for patterns of absences.

Form Tutors



Be a good role model for students;
Give attendance a high profile by praising students who arrive on time and taking
prompt action when students are late or absent without explanation;
Maintain registers;
Inform the Pastoral Year Lead of any concerns regarding non-attendance and
Adhere to school safeguarding procedures in the event of students missing from
education.





Administration Team



Oversee administration of the Sims registers and
Alert parents via ‘Call Parent’ if their child is missing from registration.

Pastoral Team








Keep parents informed via phone call/ letter or meeting of any unexplained absences
before they become unauthorised;
Liaise with staff at off site provisions to ensure procedures for absence are followed;
Provide regular attendance information;
Monitor attendance and punctuality;
Work with colleagues to identify causes of non-attendance;
Arrange parental meetings and attendance panels and
Carry out home visits where needed.

Parents



Work in partnership with the school to ensure their children understand the
importance of excellent attendance and punctuality and comply with the systems and
procedures established to achieve positive patterns of attendance and punctuality;
Encourage and support their children leave for school on time every day to be in form
at 8.45am;
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Telephone the school on the first morning of the child’s absence, and provide
explanations for any subsequent absences;
Endeavour not to take children out of school in term time for leave or medical
appointments;
If medical appointments have to be made in school time, evidence must be provided
(letter/ appointment card);
Send children to school with the correct uniform and equipment;
Notify the school as soon as problems arise with attendance and to be available for
phone calls and meetings and
Ensure holidays are not requested during term time.

Students






Arrive before 8.45am for Registration each morning;
Be on time for all lessons;
If late, sign in at the Pastoral Admin Office and be aware of the detention system of
detention after 3 late arrivals (This could be an after school detention or pay back
time on the same day either at break or lunch);
If there is a need to leave early, and there has been prior parental consent, sign out
at the Pastoral Admin Office and
Speak to Form Tutors and Pastoral Year Leads about any problems with attendance
and punctuality.

Linked Policies
This policy is supported and should be read in conjunction with



Safeguarding and Child Protection Policy;
Behaviour Policy
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