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1. Attendance  
Every child has a fundamental right to be educated. Regular attendance is crucial to learning and enables 
a student to progress. Good attendance and punctuality also minimises the risks of student involvement 
in anti-social behaviour or becoming victims or perpetrators of crime or abuse.  Erratic attendance and 
poor punctuality create barriers to learning for the individual and are highly disruptive for the teacher and 
the class. All staff have a key role to play in promoting good habits not only by the example they set but 
also by condoning poor attendance or punctuality. Teacher disapproval is known to be highly effective in 
reducing absenteeism, and there is clear evidence to link high levels of attendance to achievement of 
attainment targets.  
  
Parents have a legal responsibility to ensure their child attends school regularly and on time. 
The school, in line with Government Policy, frequently reminds parents that there is no entitlement to 
take their children out of school for holidays during term time as this disrupts the child’s education. Ortu 
Gable Hall will not authorise term time holidays other than in exceptional circumstances. A fixed penalty 
notice may be issued in line with the Local Authority (LA) Penalty Notice Code of Conduct (see appendix 
1) should unauthorised holidays be taken. Unauthorised absence is absence without permission from a 
teacher or other authorised representative of the school - this includes all unexplained or unjustified 
absences, e.g. where the parent has not provided a reason or provided a reason that the school does not 
believe warranted the absence. Only the school can authorise an absence.  
  
1.1 Aims  

• To share the responsibility for promoting attendance and punctuality amongst everyone in the 
Academy and the broader school community.  

• To enable maximum student attendance through valuing high attendance rates.  
• To encourage students to take full advantage of their educational opportunity by attending 

regularly.  
• To recognise the external factors which influence student attendance and work in partnership with 

parents, the Attendance Welfare Officer and other agencies who may be able to assist in addressing 
difficulties.  

• To maintain the school attendance rate above 94% and work towards achieving a yearly standard 
of 95%  

• To report school attendance statistics to parents and LA as appropriate.  
  
1.2 Objectives  

• To provide an effective and efficient system for the monitoring of attendance. 
• To ensure staff register students accurately and efficiently.  
• To set attendance targets for individual students and year groups  
• To reinforce good attendance and punctuality and to encourage improved attendance by using 

such measures as; informal comments from pastoral and subject staff, letters of praise and 
attendance certificates. 

• To contact parents the same day when reasons for absence are unknown or unauthorised.   
• To identify patterns of non-attendance at an early stage and implement intervention strategies as 

appropriate.  
• To work closely with parents to resolve any personal/social difficulties where absence or lateness has been 

noted, engaging the support of external agencies where required.  
 

  



 

 

1.3 Student procedures   
  
1.3.1 Arrival, Registration and Lessons Students are expected to be on the premises before 8.45 am 
to be on time for registration. Students who are late for registration can be detained for 10 minutes at 
food break 1. Failure to attend this will lead to a 20 minute detention at food break 2. Persistent lateness 
can lead to early form where pupils start school at 8.15. Lateness may also be recorded as unauthorised 
absence. Repeated lateness is a serious matter and will be dealt with by the HOY. Punctuality to lessons 
is also required to avoid interruptions to learning for the student and other students in the class.  Subject 
staff will apply sanctions for poor punctuality.  
  
1.3.2 Lateness A student who arrives at school after registration has ended must report to Reception 
where they will be signed in. It is essential that a student receives a present mark for each session every 
day otherwise the student will be marked with an unauthorised absence.  
  
1.3.3 Medical or dental appointments should, wherever possible, be made outside of school hours. 
Where this is not possible the student must bring an appointment card or letter from the parent/carer to 
the form tutor in advance of the appointment. This must be signed by the tutor and taken to the school 
office prior to leaving the school site. The student will be signed out by the office staff. Students are 
expected to be at school prior to the appointment or return to school as soon as possible after the 
appointment is completed.  
  
1.3.4 Absence  
Illness or other unavoidable absence or lateness should be notified by the parent/carer immediately by 
telephoning the School Office before 9.00am. If a phone call is not received by the Attendance Manager 
an ‘In Touch’ message informing you that your child has not registered will be sent. The absence will be 
monitored closely until the school receives a response from the parent/carer. If a student is absent for 
several days and there has been no contact from parents/carers a home visit will be conducted by the 
Attendance Manager or Attendance Welfare Officer. For absences of 5 days or more medical evidence 
will be required in order for the absence to be authorised.  
  
1.4 Penalty Notices  
  
In accordance with the Local Authorities Penalty Notice Code of Conduct, Schools and Academies can 
issue Penalty Notices if a parent fails to secure a child’s attendance at a school at which they are a 
registered pupil and that absence is not authorised by the school;  
  
Further information on Penalty Notices can be found in appendix 1.  
  



 

 

1.5 Staff Procedures and roles  
  
Registration is a legal requirement and staff must ensure that their group, Form Tutor or 
subject, is registered accurately every session. Registers should be treated as legal 
documents – indeed they may be used as evidence in court cases. Staff must take their SIM’s 
class register every lesson.  
  
1.5.1 Lesson Monitor  

• Attendance registration is completed through SIM’s 
• All staff register students in form time and subject lessons through SIM’s and staff are expected to 

be proactive in encouraging good attendance by following up any absence or lateness with the 
student and if necessary the parent. The register is marked in accordance with codes as outlined 
in Appendix 2 

• Form Tutor registers should be taken in the first five minutes after the bell. Subject staff should 
take the register within 10 mins of the lesson starting. Students who arrive after this time (without 
good reason) should be marked as late and will be dealt with for by the Form Tutor / class teacher.  

• Students who arrive after Form Time is completed, must register at Reception. If arriving more 
than 30 minutes after the start of the day a note of explanation will be expected.   

  
1.5.2 The Attendance Officer is responsible for the SIMS attendance system which generates first day 
calls to parent of any student who has not arrived at school by 9.00am and where the parent has not 
contacted the school to give a reason for the absence. Home visits will be conducted where no contact 
can be made. The Attendance Officer will send letters where attendance has fallen below 90% and also 
generate data for staff and Government Agencies. The Attendance Officer maintains information and 
makes referrals on students whose attendance gives cause for concern.   
  
Specific tasks include:  

• Having general oversight of the attendance statistics and for monitoring these statistics on a regular 
basis   

• Producing attendance data for reports to the governors.  
• Monitoring the smooth operation of the school’s registration system and bringing about, in 

conjunction with the Vice Principal, any necessary changes to ensure its smooth and efficient 
operation.  

• Sending letters where attendance / punctuality falls below identified threshold levels.  
• Conducting unscheduled attendance checks as an effective way of monitoring post registration 

truancy. 
• Monitoring any student whose attendance is slipping (towards 90%) and so giving concern which 

might warrant additional intervention.  
• Having an overview of any student who has been referred to the external agencies regarding 

attendance and/or punctuality.  
• Contacting parents of students to inform them that their child’s attendance continues to slip 

towards 90% and inform them of pending additional action and/or offer support.  
• Liaising with the local police regarding any local or national truancy initiatives.  
• Initiating and collating paperwork related to possible court action.  
• Discussing and where appropriate scheduling home visits.  
• Referring students to the Attendance Welfare Officer for further action/support if no 

improvement has been made after initial interventions (see Attendance Intervention - appendix 3)  
 
  



 

 

1.5.3 The Attendance Welfare Officer (AWO) will pick up cases where interventions have taken 
place but attendance has not improved. The AWO will work with families to prevent statutory action 
being taken.  
  
Specific tasks include:  

• Working with parents/carers to improve their child’s attendance, in collaboration with the child, 
parent, academy and other relevant agencies    

• Undertaking home visits as designated by the school 
• Working alongside relevant staff to exchange information and determine appropriate levels of 

intervention  
• Meeting with staff, students and parents to identify individual problems and possible solutions  
• Making unsupervised contact with families in response to allocated referrals  
• Establish reasons for non-attendance, make assessments and agree a plan for facilitating a return 

to school using appropriate strategies  
• Conducting regular late checks and texting parents of students that arrive late  
• Referring to the LA for prosecution   
• Attending Child Protection / Children in Need meetings for open case students  

  
1.5.4 Heads OF Year (HOY) monitor the attendance of all students in their year group(s), and with 
tutors, set individual student attendance targets, analyse the information and implement appropriate 
interventions where necessary. This may include involving the parent, Attendance Officer, Vice Principal 
for attendance, or other external agency.  
  
HOY are also responsible for  

• Monitoring, in conjunction with the Attendance Officer, attendance figures for pupils in their year 
group who are below 90%.   

• Overseeing the school’s reward system for their year group as it relates to attendance / 
punctuality.  

• Where appropriate, meeting with students whose attendance is falling below 90% and discussing 
the causes of falling attendance.  

• Contacting and meeting with parents where there is no improvement in attendance following 
intervention  

  
HOY discuss attendance data and individual attendance concerns, especially persistent absence at their 
Line Management meeting with the Vice Principal for their year groups.  

  
1.5.5 Form Tutors are responsible for  

• Maintaining accurate tutorial registers at the start and middle of the day (Appendix 2 Symbols to 
use) 

• Following up on absence with the assistance of the Attendance officer 
• Monitoring attendance patterns and raising concerns with their HOY or Attendance Officer. 

  
 
Where students have had prolonged time out of school, reintegration packages may be implemented.  
  
  



 

 

1.5.6 Parents   
By choosing Ortu Gable Hall for their child, parents enter into a partnership in which they agree to work 
with the school to maintain standards and participate with staff to achieve the best for their child.  It is 
the parent’s responsibility to ensure that their child attends school regularly, on time, in the correct 
uniform, with the equipment needed for their child to be able to participate in the curriculum provided. 
In addition to statutory obligations parents have all signed the Home-School agreement.  
  
To discharge their agreed responsibilities parents should always:  

• Encourage good attendance making sure that their child goes to school regularly, arrives on time 
and keeps to the school’s rules;  

• Take an interest in their child's  work;  
• Make sure their child understands that the parents do not approve of absence from school;   
• Inform the school on the first day of non-attendance;  
• Co-operate with the school staff and other agencies to make sure their child overcomes his or 

her attendance problems and gets a proper education;  
• Parents should not expect to take their child for holidays outside of the allocated holiday times as 

identified in The School Calendar.  
  
1.5.7 Students  

• Students are actively encouraged to attend school regularly and to arrive punctually at school and 
at the start of lessons.  

• Students should inform staff if there is a problem that may lead to their absence, e.g. relationship 
issues, concern about work etc.  

  
1.5.8 Local Authority (LA) and Education Welfare Service (EWS)  
It is the responsibility of the LA to ensure that parents meet their statutory responsibilities either by 
registering the child at a school or by making other effective educational arrangements.  If a child is 
registered as a student at a particular school, that school must give permission for a child to be absent 
(Authorised absence).  If a child does not go to the school at which he or she is registered, the LA can 
take legal action against the parents.  LAs' legal powers to enforce attendance are:  

• Fixed Penalty Notice – if a parent fails to secure a child’s attendance at a school at which they 
are a registered pupil and that absence is not authorised by the school; or an excluded child is 
found in a public place, without their parent during the first 5 days of a formal exclusion from 
school.  

• School Attendance Orders – these enforce the parents' responsibility for ensuring that children 
of compulsory school age receive suitable education;  

• Prosecution for irregular attendance - this can result in parents being fined up to £2500 for each 
child who is not going to school or even a prison sentence.  

• Parenting Orders – these are court orders which require certain actions to be taken by parents 
with the purpose of improving student attendance, e.g. parents may be required to attend 
counselling or guidance sessions or to ensure that their child is escorted to and from school.  

• Education Supervision Orders - this means that the court appoints a supervisor to help and 
give advice to the Parents and the child.  

 
  
1.6 Communications 
The school takes every opportunity to raise with students and parents the need for good attendance and 
the effect that poor attendance has on student progress and achievement.   

• Information is contained in the Parent Handbook  
• Regular reminders are included in letters  

• Current attendance levels are included on every student report (4 times a year) 



 

 

Appendix 1 
 
Symbols for use in register 
 
I = Illness 
L = Late 
M = Medical appointment 
C = Authorised absence 
H = Holiday 
V = Educational visit 
W = Work experience 
B = Educated elsewhere – exclusions entered by Attendance Officer 
O = Unauthorised absence 
N = No reason yet provided 
J = Interview 
D = Dual registration 
F = Extended family holiday 
G = Holiday not agreed 
R = Religious observance 
E = Exclusion 
 
Appendix 2 
 
Guidelines for pupils arriving late 
 
First occasion  L is recorded in register, Form Teacher speaks to pupil  
Second occasion L is recorded in register in the same week, Form Teacher warns pupil 
Third occasion  L is recorded in register in the same week, Form Teacher sets a detention 
 
Repeated lateness -involve attendance officer who will 
 

• speak to and detain pupils accordingly 
• notify parents 

 
Continued lateness - attendance officer to involve Head of House who will 
 

• speak to the pupils and invite parents into school 
• set a formal detention 
• negotiate targets for improved punctuality with rewards attached 
• monitor closely 
• pass on to relevant deputy any pupils who have not responded to these interventions 
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Permission for Exceptional Leave of Absence Form 
 

If you would like to apply for permission for your child to be absent from school for exceptional 
circumstances, you must complete this form and present it to the Headteacher (wherever possible at 
least 10 days in advance of the proposed leave).  Please consult the attendance policy on the school 
website, which describes what constitutes exceptional circumstances for absence, before completing 
the form. 
PARENTS SECTION (to be completed first) 
Surname of 
child 

 First name  

Date of birth 
 

 Year group  

Surname of 
parent/carer 

 First name  

Address of 
child 

 

Postcode  Telephone 
number 

 

 
 
Information 
about the 
request for 
your child’s 
leave of 
absence 

Reason for the 
absence in 
term time 

 

Would (s)he miss any national tests or examinations? Yes No 
Is her/his attendance already below 95% or a previously agreed individual 
target? 

Yes No 

Is the requested absence during the month of September? Yes No 
Would (s)he be absent for ten days or more? Yes No 
Has (s)he already had leave during term time this year? Yes No 
Has (s)he asked for leave during term time in previous years? Yes No 
If your child has had absence during term time approved during this 
school year please state the number of days previously agreed. 

 

Length of 
absence (school 
days) 

 From 
(date) 

 To 
(date) 

 

 
Emergency telephone 
contact 
 

 

 
Parent/Carer signature 
 

 

For school use only – The cost, convenience or availability of a holiday must not be taken 
into consideration 
Does the absence requested occur in September? Yes No 
Does the absence occur during a period of national tests or exams? Yes No 
Is the child’s attendance below 95% or an individually agreed target? Yes No 



 

 

If this request is approved will the child’s absence exceed 10 days in this school year? Yes No 
Has the child had 2 days absence this year for religious observance? Yes No 
Notes: 

 
Signed: 

  
Absence Approved 

 
Yes 

 
No 
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