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Policy Statement  

 

It is the policy of The Priory Learning Trust (TPLT) that all students attend lessons. High 
standards of attendance are central to the TPLT's objective of aiming for excellence in all 
aspects of school life. Strong and effective management of attendance and working in 
partnership with parents is essential to the establishment and maintenance of acceptable 
standards of attendance. 

  

Aims 

● To maximise attendance rates to achieve whole school (or trust) target of 96%  
attendance for secondary schools and at least national average for primary schools; 

● To reduce the number of persistent non-attendees (students with less than 90% 
attendance); 

● To acquaint parents with their responsibility for ensuring regular attendance;  

● To set the culture that unjustified absence will not be tolerated; 

● To support parents in ensuring that their children arrive at school on time; 

● To maintain attendance registers as required by law.  

 

Policy Review  

 

The wording of this policy will be reviewed by the Trustees annually at the September 
meeting. This review is to be approved at the first Trustees meeting following the review.  

As well as examining the specific review data, the policy statement will be checked for 
continuing relevance against any changed statutory requirements and LEA advice.  

 

Review Data  

 

At the annual review the following data will be examined: 

● Authorised and unauthorised absences; 

● Number and type of absences taken in term time; 

● Persistent non-attendance data.  

 

Attendance Protocol  

 

First day contact:  

 

First day contact is an integral part of the whole school attendance policy to ensure students 
are safeguarded. Parents/carers and students must realise that a student’s absence will be 
noted and acted upon swiftly. This will make students more reluctant to be absent. First day 
contact sends a clear message to students and parents that attendance is very important.  
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It is the view of the school that first day contact works by:  

● Raising awareness of the importance of full attendance;  

● Addressing problems before they become serious; 

● Improving home-school liaison;  

● Sending a clear message to parents and students that if a child is absent they will be 
missed;  

● Alerting parents/carers who may be unaware that their child is absent and therefore 
may be at risk; 

● Requiring and promoting a high level of communication within the school; 

● Reducing the number of students who have short-term absence, thereby improving 
the overall attendance.  

 

Parents/Carers:  

● Parents/carers should inform the school of the reason for an absence the first 
morning a student is away and every subsequent day;  

● Parents/carers will need to be aware of what is expected of them and challenged if 
they fail to inform the school of the reason for absence, or if the reason given for the 
absence is unacceptable; 

● Parents/carers to inform school of absence by telephone or email (see individual 
school websites for details); 

● The parent/carer must contact the school by 9.00 am. If the parent/carer does not do 
this the absence will be marked as unauthorised. From this the parent/carer of 
identified students should expect to be contacted by a member of the Attendance 
Team either by phone, text or visit; 

● If any student is absent, whether or not the school has been informed of the reason 
for absence, they may receive a home visit or contact from the Attendance Team or 
school admin in primary academies;  

● If the student is absent due to a pre-arranged appointment, the parent/carer should 
inform the Attendance Team or school admin in primary acdemies in advance of the 
appointment and they or the student should provide appointment slips or letters or 
the absence may become unauthorised. 

 

Teachers:  

● Within 10 minutes of the start of every lesson in secondary academies and am/pm in 
primary academies a register will be taken and in secondary academies the data 
recorded onto SIMS; 

● Anyone absent when the register is called should be marked with an N unless a code 
has already been placed on the register; 

● Teachers should not override pre-populated codes, unless the student is in the 
classroom with the teacher; 

● Where a student is noted as absent but has been marked as present earlier in the 
school day, it is the teacher’s responsibility to alert the Attendance Team immediately 
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or school admin in primary academies. The Attendance Team will try to locate the 
student and will contact the parents if unsuccessful (secondary academies only); 

● If a student arrives late to a lesson the mark should be changed on the system or 
register; 

● Lateness to class should be supported with a note or challenged by the teacher 
(secondary academies only).  

 

Tutors (secondary academies only):  

● Accurately mark the register during tutor time; 

● Offer student support and guidance for those whose attendance levels are below the 
target of at least 96%; 

● Phone parents to offer support and investigate reasons, from a pastoral perspective, 
for students whose attendance levels are below the target of 96%. Responsibilities 
include gathering evidence and logging the intervention on SIMS (Behaviour 
Management/Initiatives); 

● Update tutor attendance figures on a weekly basis;  

● Ensure all students record weekly attendance figures. 

 

Attendance Team (secondary academies only):  

● Initiate a truancy call on the first day for any student absent and for whom an 
explanation has not been received from a parent/carer;  

● Ensure all registers are taken on a lesson by lesson basis and that data is accurate; 

● Follow up any missing marks with staff and students;  

● Keep parents informed of absences;  

● Oversee applications for student absence during term time;  

● Produce reports for attendance reviews;  

● Liaise with outside agencies when attendance continues to be of concern;  

● Follow attendance process with regard to students whose attendance is below 
expected levels, in accordance with Appendix Flowchart.  

 

Attendance team (primary academies only): 

 Ensure all registers are completed by teachers by 9am. 

 Initiate a call to the parent of any student who is not marked in the register and for 

whom we have not received an email or telephone call confirming their absence. 

 If no reply from the lead contact, then calls are made to all contacts to check the 

child’s absence.  If no response is received the calls are followed up with a text 

message to encourage a response. 

 All registers are updated. 

 Attendance Officer and Headteacher meet monthly to discuss student attendance 

and issue relevant letters to address any concerns.  Parents can also be invited in to 



7 
 

Part of the Priory Learning Trust, a charitable company limited by guarantee registered in England & Wales 
with company number 07698707.  

Registered office address: Priory Community School, Queensway, Weston-super-Mare, North Somerset, BS22 6BP 

 

attend Attendance Clinics if the concern has escalated and EWO can be invited for 

guidance and support. 

 Reports are provided to the trust confirming the attendance levels across the school 

on a regular basis.  

 

Heads of Year (secondary academies only):  

● Work closely with the Attendance Team to monitor student attendance, meeting 
formally every two weeks with the Attendance Manager and attending all necessary 
meetings;  

● Communicate to parents concerns regarding poor attendance and punctuality. All 
information to be logged on SIMS;  

● Coordinate with the Attendance Team regarding attendance process i.e. Parent 
Contract Meetings and Pre-Court Meetings; 

● Produce a weekly PowerPoint sharing attendance figures and promoting a 
competitive spirit between groups; 

● Share attendance figures weekly in assembly and celebrate success termly; 

● Ensure tutor displays are updated weekly and that students know their attendance 
levels;  

● Ensures tutors support attendance and punctuality through phone calls and meetings 
where appropriate. 

 

Heads of Upper and Lower School (secondary academies only): 

● Oversee assemblies to celebrate attendance; 

● Line manage HOY to ensure all necessary action has been taken; 

● Oversee the Rewards Trip. 
 
Intervention:  

Individual students, whose attendance is below 96%, will be discussed at the regular 
attendance meeting. Relevant intervention will be agreed in accordance with the attendance 
process as set out in the Appendix Flowchart (secondary academies only).  

 

Lateness:  

There are three negative results caused by students who constantly arrive late. These are:  

● The loss of learning suffered by the student themselves which over a year can add 
up to a significant proportion of their time in school; 

● The disruption to other students in their class as the teacher’s attention is taken from 
the task at hand; 

● Repeated lateness can raise levels of unauthorised absence. 
 

The strategies that the school will use to tackle lateness will include: 

● Informing parents/carers when a student is regularly late; 
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● Staff on gates until 9.00am (secondary only);  

● There will be detentions for students who are late in line with the attendance process 
and where absences occur after the registers close at 9.30 am an unauthorised late 
‘U’ code will be used (secondary academies only);  

● Use of penalty notices where there is a minimum of 10 unauthorised absences. 

 

Your child is feeling unwell, what do you do?  

Before taking the important decision for your child to be absent from school, you are advised 
to consider the following 4 questions:  

 

1. Will this illness prevent my child learning at school today?  

2. When was the last time your child was absent from school? 

3. Could there be another reason why they don’t want to be in school?  

4. As a parent/carer would I take a day off work for the same condition?  

 

Please note that common conditions such as headaches, colds, periods and sore throats 
can be treated with over the counter pain relief and your child should be able to attend 
school. If these issues continue we advise that you consult with your GP.  

If your child appears or feels ‘better’ later in the morning, they can still come into school in 
time for the afternoon registration.  

If a student has vomited and the parent/carer is aware of the reason and know that this is not 
related to a sickness bug, students can attend school.  There is no 48 hour rule for students 
to be absent from school. However, common sense should be applied. 

 

Authorised and Unauthorised Absence 

Authorised Absence is coded when an explanation from parents is provided on the day of 
absence and agreed by the school as a suitable reason.  

Unauthorised Absence is when at least one of the following may occur: 

● The student does not attend school; 
● The school are not notified by parents;   
● The reason for absence is not deemed to be a reasonable explanation for absence.  
 

The decision to authorise any student’s absence can be done by providing medical evidence 
of the condition.  

Students prevented from attending school due to a long-term underlying medical condition 
which has been formally diagnosed by a medical professional will require ongoing regular 
reviews and guidance from a medical professional. 

Any absence your child has from school, whether it is authorised or unauthorised, will have a 
detrimental effect on their learning and their chances of achieving their full potential.  
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What should I do if I my child has a medical appointment?  

 

If your child is required to attend a medical appointment, where possible, try and make these 
for out of school hours. Where this is not possible, we would not expect a student to be 
absent for the whole day. Please bear this in mind when booking appointments and 
considering travel time. The school must be provided with evidence of a medical 
appointment for every occasion such as appointment cards or medical letters.  

 

Do I need to provide medical evidence?  

Although we appreciate that students can become ill for a variety of reasons, as a school we 
have to take the decision whether to authorise or unauthorise the absence. Medical evidence 
will be requested when one or more of the following criteria are met: 

● A student’s absence drops beneath 93%; 
● A student has 4 separate illnesses; 
● A student has a prolonged absence of 5 days or more in any 2-week period. 
 

Should the school not receive medical evidence, the absence will be unauthorised and the 
attendance process followed.  

A student who has an attendance rate of 93% of less at the end of the school year will be 
required to provide medical evidence throughout the next academic year, or until the 
student’s absence improves above 96%. 
 
School will authorise absence where suitable medical evidence is provided. Medical 
evidence can be obtained in the following ways:  

● Prescription labels of medication; 

● Medical/dental appointment cards which clearly show the date and time; 

● Hospital/dental appointment letters which clearly show the diagnosis and the length 
of time a student cannot attend school; 

● A GP medical letter;  

● Proof of diagnosis from a consultant;  

● CAMHS (Child and Adolescent Mental Health Service) assessment.  

 
Student absence in term time and extended leave:  

The Education (Pupil Registration) (England) Regulations 2006 has been amended (as of 1 
September 2013).  

This prohibits the proprietor (Principal) of a school granting leave of absence to a pupil 
except where an application has been made in advance and the Principal considers that 
there are exceptional circumstances in relation to the application.  

The expectation is that term time absence should not be planned, or holidays booked as a 
matter of course as they are highly likely to be unauthorised and will lead to the issuing of a 
penalty notice (fine).  

Fixed Penalty Notices may be issued if your child has unauthorised absences which include 
taking unauthorised holiday in term time, term time absences that the school do not 
authorise, or if the child is continually late for school after the registers have closed.  
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The fine is £60.00 paid by each adult classed as a parent or who has parental responsibility 
for each child. If you have not paid the fine within 21 days, then the fine increases to 
£120.00 which must be paid within 28 days. Fines are paid to the Local Authority.  

Any term time requests must be submitted 20 days before the date required for absence. 

 

Exceptional circumstances:  

These are defined as:  

● Forces Personnel on leave from a foreign posting; 

● Exceptional significant family events or circumstances – these will be considered 
on an individual basis with you and may include one day for the marriage or funeral 
of an immediate family member plus two days for travel if marriage or funeral is 
taking place abroad.  

 

The Headteacher/Principal will consider every above request individually, but the following 
will not meet the criteria:  

● Relatives coming to visit; 

● Cheaper holidays in England and abroad; 

● Family day trips; 

● Visiting family/friends that have different half term holidays and may include refusal to 
attend family weddings and visits to see family abroad.  

 

Authorised officers have the discretion to issue a penalty notice without warning where the 
parent/carers have chosen to take the child on leave during term time without authorisation 
or evidence is subsequently found to suggest a child was away from school with the 
knowledge of the parent/carer.  

 


