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Minor Revisions: 1. Legal Framework and Responsibilities 

• Added explicit reference to the legal duty of parents to ensure full-time 

education and regular attendance, reinforcing the shared responsibility 

between parents and the school. 

• Included statistics linking attendance with attainment and safeguarding 

risks, providing a stronger rationale for the policy. 

2. Day-to-Day Attendance Processes 

• Specified that registers must close no later than 30 minutes after the start 

of registration for consistency with DfE guidance. 

• Clarified the process for first-day absence contact and follow-up procedures, 

including home visits and safeguarding referrals when no contact is made. 

• Emphasised the importance of accurate coding of unexplained absences 

within 5 working days. 

3. Support for Pupils with Medical Conditions and SEND 

• Added detailed guidance on supporting pupils with long-term medical 

conditions and special educational needs and disabilities (SEND), including 

reasonable adjustments and individual healthcare plans. 

• Highlighted the need for sensitive conversations with families and 

collaboration with external agencies to address barriers to attendance. 

• Included the importance of scheduling medical appointments outside school 

hours where possible and supporting transport and routine adjustments. 

4. Persistent Absence and Intervention Strategies 

• Defined persistent absence as 10% or more missed schooling and detailed 

the school’s intervention measures, such as mentoring, parental meetings, 

attendance contracts, and referrals to external support. 

• Reinforced the legal consequences of continued unauthorised absence 

under Section 444 of the Education Act 1996. 

5. Punctuality Expectations and Sanctions 



 

• Clarified registration times, late arrival procedures, and the use of the ‘U’ 

code for unauthorised late arrivals after the register closes, which counts as 

half-day absence. 

• Stated that persistent lateness affects eligibility for rewards and sanctions 

in line with the behaviour policy. 

6. Communication and Collaboration with Families 

• Strengthened the emphasis on two-way communication with parents and 

carers to resolve attendance issues collaboratively. 

• Encouraged parents to inform the school promptly about any difficulties 

affecting attendance for early support. 

7. Monitoring and Review 

• Included the requirement for regular monitoring of attendance data by staff 

and governors. 

• Stated that the policy will be reviewed annually with input from pupils, 

parents, and staff and be publicly available on the school website. 

Major changes  

 

Full re-write  

Full re-write September 2024 
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1. INTRODUCTION  
At The Heys School, we strive to raise achievement and enjoyment for all. Our aim is that all students have the 

opportunity to maximise their potential and become equipped for their next stage of education, training, or 

employment. 

Regular attendance is essential; students who do not attend school regularly risk missing out on vital learning 

and future opportunities. 

Government legislation states that both schools and parents have a legal responsibility to ensure that all 

students attend school regularly and punctually and can access full-time education. 

All staff at The Heys School share responsibility for promoting and monitoring attendance. 

2. WHY REGULAR ATTENDANCE IS SO IMPORTANT?  
Excellent attendance ensures that students have access to the widest range of opportunities when they leave 

school. For our students to gain the greatest benefits from their education it is vital they attend school regularly 

and arrive at school on time every day.  

It is our aim to support students to achieve 100% attendance and for it to remain higher than 96%. Any absence 

affects the pattern of a child’s schooling and regular absence will seriously affect their learning and can affect 

their social and emotional well-being. Any student absence can also disrupt teaching routines and therefore 

can also affect the learning of others in the same classroom.    

There is a clear link between attendance and attainment in GCSE exams. Research shows:  

• 6 out of 10 students with over 95% attendance gain 5 or more GCSE 9-4 Grades. 

• Only 1 in 10 students who have attendance under 95% gain 5 GCSE 9-4 grades.  

• 2 in every 10 students with poor attendance leave school with no qualifications.  

 

 

If a student misses on average half a day over each two-week period, they will fall below 95% 

attendance. 

 

 

 

 

 

 

 

 

 

 

 

 



 

3. SAFEGUARDING AND ATTENDANCE  
Regular attendance reduces the risk of pupils becoming vulnerable to anti-social behaviour, crime, and 

harm. Low attendance can lead to isolation and lack of confidence. 

Safeguarding is everyone’s responsibility. The school promotes welfare and future opportunities by: 

 

• Expecting regular attendance 

• Having clear behaviour and anti-bullying policies 

• Ensuring health and safety in school 

• Providing a broad and balanced curriculum 

• Being inclusive to create a sense of belonging 

• Teaching children how to be safe 

 

The school will invite parents to discuss attendance concerns and safeguarding issues to provide support. 

Referrals to external agencies (Children’s Services, police, etc.) will be made where risks are identified, 

with parents informed when appropriate. 

 

Failure to attend regularly is considered a safeguarding concern. 

 

4. PARENTS AND CARERS  
Under Section 7 of the Education Act 1996, parents have a legal duty to ensure their child receives full-time 

education.  

Failure to ensure regular attendance can result in penalty notices or prosecution.  

 

If a pupil fails to attend school regularly the local authority can issue a penalty notice fine or 

prosecute the parents to address this. 

To support parents, the school will: 

• Employ dedicated attendance staff to support students and parents in maintaining high levels of 

attendance 

• Send attendance letters when attendance falls below 96% 

• Send letters regarding punctuality concerns 

• Request medical evidence where necessary to authorise absences 

• Identify attendance concerns and implement interventions 

• Celebrate good attendance through certificates and rewards 

• Include attendance in school reports 

 

 



 

5. ABSENCES FROM SCHOOL  

Attendance is recorded twice daily during term time. 

Absences are classified as authorised or unauthorised. Once a reason is provided, the school decides the 

classification. 

 

The register will close no later than 30 minutes after the start of registration sessions, after which pupils will 

be marked absent if not present.  

6. INFORMING OF ABSENCE FROM SCHOOL  
If a child is absent from school, parents/carers are expected to:  

• Telephone the school and speak to the attendance team on the attendance line. 

This should take place as early as possible on the first day and on each subsequent day of absence. School 

withholds the right to request evidence to support absence reported by a parent/carer. This may be requested 

verbally or in writing.  It is the parent’s responsibility to provide this within a 2-week period, if not the absence 

may not be authorised.  

Whilst any child may be absent from school because they are genuinely ill, sometimes they can be reluctant to 

attend school. Any problems with regular attendance need to be resolved as soon as possible by the school, 

parents, and the child. If parents have concerns that their child is reluctant to attend and may be trying to give 

reasons to not attend, speak to the child and school straight away. If a child is reluctant to attend, it is never 

better to cover up their absence or give in to pressure to excuse them from attending. This gives the impression 

that attendance does not matter and usually makes things worse.  

The school and parents/ carers should work together to support the increase in attendance for the child 

concerned.   

If a student is absent from school and no contact has been made by a parent/carer school will:  

• Send out a text message/email to inform the parents/carer that their child has not attended registration 

and to contact the school.  

• In most instances call parents/carer or other contact for the student.  

• If no contact is made a member of the pastoral team may conduct a home visit to carry out a welfare 

check on the same day.  

• By the third day of absence, any child will have received a home visit from a member of the pastoral 

team if we have had no parental contact.  

• Where the absence becomes a safeguarding concern school will contact the appropriate outside 

agencies such as children’s services, police, Child Missing in Education Team and the Early Intervention 

Team.  

• Send letters requesting reasons for absences. 

In cases where attendance is affected by a high level of sickness school will refer the student to the school 

nursing team or the nurse practitioner for further advice. 



 

7. AUTHORISED ABSENCES  
An absence will be authorised if it is deemed to be unavoidable.  

Illness will be authorised if a parent/carer follows the procedure to report the illness, and the school deems it 

an appropriate reason to remain off school. Depending on the illness type and length of absence school may 

request evidence to support them in authorising the absence such as an appointment card, a copy of a 

prescription, medication packaging or a doctor’s note. All medical evidence should have the full name of the 

student and the date it was given/prescribed. If the evidence does not support the absence the pastoral year 

lead will make a phone call to write to parents.   

All routine medical and dental appointments should be made outside of school hours. Parents must try to 

book appointments during school holidays. Where this is unavoidable parents must provide evidence of the 

appointment or it will not be authorised. Medical appointments can only be authorised for half a day period, 

and it is recommended that students attend school before and after their appointment. This will ensure 

minimum impact on their education and not affect their attendance record.   

Term-time holidays will not be authorised unless under exceptional circumstances. A ‘leave of absence in term 

time’ form must be filled out with a full explanation outlining why the child needs to take time out of school. 

This must be handed in to the pastoral year lead, 6 weeks in advance of the request.  The school will send a 

written response to this request. It is up to the school to determine if a leave of absence will be authorised.  If 

a leave of absence isn’t authorised and is still taken this could trigger a Warning Penalty Notice or a fine from 

the Local Authority.  

If there are other reasons for a child’s absence and a parent feels it is classed as unavoidable and exceptional 

circumstance, they must contact the school in advance to discuss. For example, work-related interviews, 

supervised sporting activities, performing arts performances and religious worship.  

The Heys School acknowledges and embraces the multi-faith nature of our school. We recognise that religious 

festivals may fall outside school holidays, and this necessitates consideration for authorised absence. Please 

note only 1-day religious observance will be authorised.  

8. UNAUTHORISED ABSENCES  

It is important for parents and carers to know that the school will not authorise ANY absences unless 

the absence is deemed unavoidable. 

An unauthorised absence is where the school is not satisfied with the reason for absences such as:   

• Unauthorised holiday  

• Truancy  

• Looking after family members  

• Accompanying family members to a medical appointment  

• Illness that would not stop them from attending school.  

• Taking a full day off for a medical appointment. 

• No contact to explain the reason for absence within 1 week. 



 

Attendance and absence are closely monitored by the school.  If a student reaches an unacceptable level of 

attendance/absence the school will send a warning penalty notice letter to parents/carers. If there is no 

improvement after this, the school will inform the local authority who will issue a fixed penalty notice. 

9. PERSISTENT ABSENCE  
A student becomes a ‘persistent absentee’ when they miss 10% or more schooling across the school year for 

any reason. Absence at this level causes considerable damage to a student’s education and prospects therefore, 

we need parent’s full support and cooperation to tackle this.   

The school has a responsibility to reduce the number of persistent absentees to ensure the best possible 

outcomes and futures for their students. Attendance is monitored closely by the school and any student who 

reaches persistent absence will be offered interventions by the school, for example:  

• Mentoring by form tutors or a member of the pastoral term  

• Parental meetings with the attendance team or relevant Year team  

• Attendance contracts done with students and parents  

• Early help forms may be completed to refer to outside agencies such as the early intervention team.  

If unauthorised absence continues despite the school's attempts to resolve the matter, the local authority may 

take further legal action and prosecute parents for the offence of failing to ensure regular attendance at school 

(section 444 of the Education Act 1996).  A person found guilty of such an offence can receive a fine of up to 

£2,500 and or up to three months imprisonment. 

10. PUNCTUALITY  
Poor punctuality is not acceptable.  

Students are expected to arrive at school and be in their form rooms by 8:35 a.m. Any student who arrives after 

8:55 a.m. must sign in at student services and will be marked on the register as late and receive an appropriate 

sanction as per the Behaviour Policy.  

If a student arrives after the register has closed (9:05 a.m.) the student will be marked with the letter ‘U’. This 

stands for unauthorised late.  Arriving after the register closes counts as a half-day absence.  

If there is an unavoidable reason why your child is late for school, contact the school as soon as 

possible.   

 

Students who are persistently late will not be eligible for reward trips or activities throughout the school 

year. 

 

 

 



 

11. SUPPORT SYSTEMS 
 

We recognise that poor attendance is often an indication of difficulties in the child's life. This may be related to 

problems at home and or in school. Parents and carers should make the school aware of any difficulties or 

changes in circumstances that may affect their child's attendance and/or behaviour in school. For example, 

bereavement, divorce or separation and incidents of domestic abuse. 

 

Additional support will be provided for vulnerable groups, including students with SEND, medical conditions, 

mental health needs, looked-after children, and migrant/refugee students. 

Support strategies include: 

• Reward systems 

• Collaborative discussions with families 

• Attendance panels involving governors and senior leaders 

• Parenting contracts and report cards 

• Referrals to external agencies 

• Behaviour support and reasonable adjustments for barriers such as transport, uniform, and routines 

Phased or time-limited returns to school may be arranged where appropriate. 

12. Monitoring and Review 

Attendance data will be regularly monitored by staff and governors. 

The policy will be reviewed annually and updated as needed, with input from pupils, parents, and staff. 

The policy is published on the school website and available in accessible formats. 

 


