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Aims 
 

The Federation is committed to providing a full and efficient educational experience to all pupils. 
On the basis of equal opportunities, we will take measures to encourage regular and punctual 
attendance at the College, and in all lessons. We believe our pupils have the right to education and 
to do this they require continuity and progression in their learning. Consistent attendance is an 
essential foundation in order to achieve potential. 

 
It is the policy of the Federation to celebrate achievement. Attendance is a critical factor to a 
productive and successful College career, and as a Federation we will organise and do all we can 
to ensure maximum attendance for all pupils. Any problems that impede full attendance will be 
identified and addressed as speedily as possible. 

 
Our Federation will give a high priority to conveying to parents and pupils the importance of 
regular and punctual attendance. We recognise that parents have a vital role to play and that 
there is a need to establish strong home-College links and communication systems that can be 
utilised whenever there is concern about attendance. 

 
If there are problems that affect pupil’s attendance we will investigate, identify and strive in 
partnership with parents and relevant support agencies to resolve those problems as quickly and 
efficiently as possible. We will adopt a clearly focused approach aimed at returning the student to 
full attendance at all times. 

 
Expectations 

 
Parents and pupils can expect the following from College: 

 

• A good education. 

• Promotion of good attendance. 

• A clear and fully understood registration process, in accordance with statutory 
regulations. 

• Regular, accurate and efficient recording of attendance. 

• Effective communication between College and the home. 

• Speedy action on any problems identified. 

• Early contact with parents if a pupil fails to attend. 
 

We expect the following from all pupils: 
 

• That they will attend College regularly. 

• That they will arrive on time and appropriately prepared for the day. 

• That they will speak to a member of staff if experiencing any problems in College. 

• That they will accept help, support and guidance when offered and deemed appropriate. 
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We expect the following from parents/carers: 
 

• To ensure their children attend College. 

• To ensure their children arrive on time and appropriately prepared for the day. 

• To ensure that they contact the College whenever any problem occurs that may keep them 
away from College. 

• To ensure that they contact the College daily if their child is unable to attend. 

• To ensure that their children arrive in College well prepared for the working day. 

• To provide medical evidence from a medical practitioner for long or regular periods of 
absences. 

 
If a pupil continues to attend for only 90% of the time then over five years he/she will miss 
the equivalent of about one half of a College year. 

 
Encouraging Attendance 

 
We will encourage attendance in the following ways: 

• Set appropriate targets for individuals, groups and College as a whole. 

• Accurate completion of registers first thing in the morning and first thing in the afternoon. 

• Attendance checks at appropriate times. 

• Recording of good attendance as appropriate. 

• Certificates of attendance as appropriate. 

• Targeting pupils who have attendance problems. 

• Sending parents appropriate details of attendance. 

• Act upon parental, staff and agency requests for support with attendance issues, in an 
appropriate and flexible manner. 

• Introduce a reintegration plan for pupils returning after long term absence. 

• Put in place preventative procedures wherever possible. 

• Offer a range of interventions and support aimed at overcoming barriers to learning which 
may impact upon attendance. 

• Appropriate liaison with external agencies. 
 

Requests for Absence 
 

As from 1 September 2013 the DfE ruled that Schools will no longer be able to agree term time 

leave for any pupil for the purpose of a family holiday. 

Where leave is taken without the Principal’s permission, absence will be marked as unauthorised 

and a referral made to the Local Authority for the issuing of a Penalty Notice. 

Penalty Notices remain at £60 per parent per child; however parents will now have just 21 days 

to pay the £60 fine. Penalty Notices which have not been paid within 21 days will increase to 

£120 with a further 7 days to pay (a total of 28 days). 
 

Leave on compassionate grounds will be reviewed on a case by case basis and considered by the 

Federation Leadership Team. 
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Responding to non-attendance 
 

When a student/pupil does not attend College, we will respond in the following manner: 
 

The Pupil Parent Support Manager/Attendance Officer will contact home on first day and every 
day of absence. They will: 

 

• Make parents aware that the pupil/student is absent. 

• Ask for explanation for absence. 

• Log parental responses in order to determine appropriate registration coding. 
• Parents/Carers will be advised to contact the College by written letter. 

• They will also inform the class teacher and any other appropriate person of any failure to 
obtain an adequate reason for absence. 

• If an acceptable reason for absence is not provided the absence will be classified as 
unauthorised. Unauthorised absence may result in intervention by the School Liaison 
Officer from the Attendance & Inclusion Service. 

• In the case of persistent non-attendance, and following a set period of intervention by the 
School Liaison Officer, we will support any recommendations for statutory action by the 
Attendance & Inclusion Service, acting on behalf of the Local Education Authority. 
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PLEASE NOTE: 
 

The Education Act 1996 clearly state: ‘If any child of compulsory school age, who is a registered 
pupil at a school, fails to attend regularly, the parents of the child shall be guilty of an offence.’ 
The Attendance & Inclusion Service will consider any requests from the Principal to issue Penalty 
Notices to parents/carers when a student has received a period of unauthorised absence in a 
current term of at least 10 sessions (5 days). This may result in each parent/carer being issued 
with a £60 fixed penalty fine. The issuing of a Penalty Notice is considered appropriate in the 
following circumstances: 

 

• Overt truancy (including pupils caught on truancy sweeps). 

• Parentally-condoned absences. 

• Excessive holidays in term time. 

• Excessive delayed return from extended holidays without prior College agreement. 

• Persistent late arrival at College (after the Register has closed). 

 

Persistent Absence 
 

A referral to the Attendance & Inclusion Service will be considered when a pupil is persistently 
absent and no reasonable reason or medical evidence is provided. Actions by the School Liaison 
Officer will include: 

 

• Home visits 
• Attendance  Improvement Meetings 

• Sign posting to supportive agencies 

• Fast track to prosecution. 

 

Reintegration 
 

The return to College for a pupil after long term absence requires special individualised planning. 
The Principal, Assistant Principal, Pupil Parent Support Manager/Attendance Officer together 
with the Class Teacher will be responsible for deciding on the programme for return and the 
management of that programme. 
All members of staff need to be aware that this is a difficult process that will require careful 
handling and that any problems should be notified to the relevant staff as soon as possible. 
Relevant outside agencies may also be involved with the reintegration process of pupils/students. 
Programmes will be tailored to individual needs and may involve phased, part time re-entry with 
support in lessons as appropriate. 
All strategies will be fully logged and form part of the students pastoral and academic file. Staff 
will be notified of the return of long term absentees via staff briefing sessions. 
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THE COLLEGE PROCEDURES FOR STAFF 
 

In order for this policy to be successful, every member of staff must make attendance a high 
priority along the importance of the education being provided. All staff, teaching and non- 
teaching must lead by example. 
In addition to this there are the following specific responsibilities: 

 
PRINCIPAL 

 

• To oversee and keep attendance and procedural policy under review with The Federation 
Leadership Team and Federation Directors. 

• To report to Directors on levels of attendance. 
 

CLASS TEACHER 
 

• Challenge absences on a daily/weekly basis with individuals. 

• Praise and reward good attendance on an individual and group basis. 

• Request parental letters explaining absences. 

• Encourage/advise individual students on importance of attendance and punctuality. 

• Monitor all students’ attendance especially those students returned by the Attendance and 
Inclusion Service. Advise and recommend to the Principal and Assistant Principal on 
trends of attendance and areas of concern. 

• If requested make personal contact with parents by phone if time allows. 

• Distribute rewards and incentives where appropriate. 

• Complete the register accurately and within the first 10 minutes registration. 

• To advise students of the impact of non-attendance on attainment and progress. 

• To inform individuals of work missed due to absence from lesson. 
 

PUPIL PARENT SUPPORT MANAGER / ATTENDANCE OFFICER 
 

• To set and monitor targets for individuals, groups and years. 

• To liaise with senior members the operation of the attendance and registration systems 
and the collation of attendance data. 

• To produce the attendance profile for the whole College. 

• To report to The Federation CLT and leadership group on attendance matters. 

• To oversee the registration process. 

• To liaise between College and home in cases of students with poor attendance. 

• To liaise with relevant individuals in cases on reintegration for pupils with poor 
attendance. 

• To work with groups of students and develop a range of strategies to promote and 
encourage good attendance. 

• To meet with the School Liaison Officer to discuss individual cases with concerns on 
attendance. 

• To liaise and gather attendance data from the Colleges 

• Generate referrals to the Attendance & Inclusion Service. 

• Generate Fixed Penalty notices for unauthorised absences including unauthorised 
holidays. 

• To identify student attendance issues for transition purposes. 
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• To carry out First Day Calling and record information on the College data system. 

• To act as a conduit for the flow of information concerning attendance between College and 
parents. 

• To challenge lateness to College with students and inform parents. 

• To challenge parents in all cases of absence from College. 

• To ensure exclusions are registered appropriately. 

• To correspond with parents/carers informing them the decision of unauthorised holidays. 

• To liaise with the School Liaison Officer, parents/carers and students to ensure regular 
College attendance. 

• To meet with parents/carers and students to discuss attendance concerns 

• To send written correspondence to parents/carers of attendance issues. 

• To ensure the student attendance files are updated. 

• To inform the Local Authority of Children Missing Education. 
 

TEN WAYS TO IMPROVE ATTENDANCE IN YOUR LESSONS 
 

• Use praise which emphasises the importance of attendance for learning. 

• Integrate late arrivals quickly and smoothly by planning appropriate starter activities. 

• Apply the code of conduct for late arrivals consistently and fairly. 

• Give students the big picture about the unit of work. 

• Welcome all students – make them feel valued. 

• Integrate returning students and inconsistent attendees by using tools such as seating 
plans, differentiation and peer support. 

• Know who is attending and who isn’t. Find out why. 

• In the plenary include a plug for next lesson or use the cliff-hanger approach. 

• Use one-to-one opportunities to acknowledge and praise individual improvements in 
attendance. Relate it to improved learning. 

• Deliver the curriculum in a way that makes all students want to come to lessons! 


