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Aims and objectives  

The school recognises the clear link between attendance and attainment and  

encourages the highest possible levels of attendance for individuals, groups and  

the  student body as a whole.  

We aim to:  

• Make excellent attendance a priority, so that students can achieve their 

potential.  

• Keep students safe from the educational and safeguarding risks associated 

with  poor attendance and truancy.  

• To achieve and maintain outstanding attendance figures and persistent 

absence figures . 

• Involve parents/carers or guardians as partners in ensuring that students 

do not  miss school unnecessarily.  

• Maintain clear procedures on the use of SIMS lesson registration; and use 

Class  Charts to support:  

• Tackle unauthorised absence and persistent absence effectively.  

• Use data effectively to identify and address attendance related issues.  

• Ensure that the school has an effective partnership with the local authority, 

Early  Help and other relevant agencies.  

Scope of the policy  

The main Attendance Policy applies to Years 7 -11. There is a separate set of 

guidelines for Sixth Form, attached to this policy as Appendix One.  

Roles and responsibilities  

Students  

• Attend school each day and on time (The safeguarding gates will close at 

8.25 am ).  

• Attend all sessions on time during  each school day following the  timetables 

released for all year groups.  

• Talk to parents/carers or guardians or teachers about any problems that 

might  make it difficult to attend school.  

 



Parents/carers/guardians  

• Ensure that children attend school on a daily basis and on time. The aim is 

for 100%  attendance. Parents/carers or guardians may be informed if their 

child is late to  school.  

• Inform the Attendance Office or H ead of Y ear / Coach  of any issues that 

might affect a  child’s attendance – particularly where related to stress, 

anxiety or emotional  wellbeing.  

• Inform the Attendance Officer by 8.25am if a child is going to be absent 

from  school or late to school by phone (01535 632 861 – Option 1).  

• Following any absence, provide an explanatory note – in the instance of 

medical  appointments this should be in the form of a doctor’s  letter or 

proof of  appointment.  Any evidence or doctors note needs to be emailed 

to AttendanceDocuments@southcraven.org.  

• Avoid taking holidays in school term time. The school is not allowed to 

authorise  requests for children to be taken out of school for a holiday 

during term time  (please see notes later in policy ).  

• Make medical and dental appointments outside of school hours where 

possible; if  this is not possible, keep the number of lessons missed to a 

minimum.  

• Attend any meetings requested by school or other agencies where 

concerns  around attendance arise. Please be aware all meetings must be 

pre -arranged;  it is  not acceptable for parents/carers or guardians to be on 

school site without a  confirmed meeting in place.  

• Be prepared to receive phone calls or e -mails/letters from school around  

attendance and punctuality issues and ensure the school is kept updated 

with  current active phone numbers/addresses and emails.  

Class teachers  

• Ensure that lessons are well planned, appropriate and interesting, using the  

teaching and learning principles:  

• Complete a register, using the SIMS lesson registration system, in each 

lesson. For  session 1 and 5, this is also a legal requirement.  

• Mark any students who are late to lesson with an “L” mark and indicate on 

SIMS  



• Ensure that any students who arrive late to school have signed in at 

reception  before attending your lesson.  

• Use SIMS  to indicate any student late to lesson.  

• Monitor corridors at the beginning and end of lessons and ensure students 

leave  lessons on time.  

• Report any unexpected lesson absences immediately via Class Charts.  

• Follow up lesson truancy with an appropriate sanction and insist that any 

missed  work is done.  

• Liaise with Attendance Officer/ Head of Year  if patterns of absence from 

the lesson are  spotted.  

Coaches  

• In line with legal requirements, ensure that the register is taken each 

morning.  

• Be the first point of contact for students in providing emotional support 

and  monitoring the wellbeing of students in their form.  

• Mark any students who arrive after 8.25am as “L” on SIMS and how many 

minutes  late to school they are.  

• Use their professional discretion in deciding whether a student requires a 

break  time detention with the tutor following a late arrival to school.  

• Insist that students produce explanatory notes for any absences and follow 

up any  non -compliance through the Attendance Officer or H ead of Y ear . 

• In consultation with H ead of Year , set and monitor half - termly attendance 

targets for  students in the Improving Group.  

• Provide appropriate tutorial guidance to support excellent attendance and  

punctuality.  

• Use the Attendance graphic as a support for discussions around the 

importance of  attendance.  

H ead of Y ear /SLT  

• Ensure that students understand the need for excellent attendance.  

• Support whole school policies and procedures in dealing with students who 

are  persistently late to school or lesson.  



• Monitor the automated detention system in Class Charts for those students 

who are  consistently late to school or/and lessons, implementing 

appropriate sanctions  accordingly.  

• Reinforce the message on excellent attendance and punctuality in all 

dealings with  parents/carers or guardians and other staff.  

• Hold Coaches  accountable for fulfilling their roles effectively.  

• Provide appropriate rewards for excellent attendance -  celebrate 

outstanding  attendance and punctuality across the year group.  

• Monitor the attendance of groups and individuals, using the data to identify 

and  tackle issues.  

• Target students for further intervention, in line with the guidelines on 

tackling low  attendance and with support from Attendance Officer and 

Assistant Head in charge  of Attendance.  

• Take appropriate action in line with the Behaviour Policy if a student has 

truanted  from school.  

• Engage with parents/carers or guardians to address any identified issues.  

• Convene and chair an Attendance Concern Meeting with Attendance 

Officer,  student and parent for any student whose attendance falls under 

90%.  

• Work with the Attendance Officer, Assistant Head in charge of Attendance 

and  other agencies in cases of fast - track  prosecutions.  

• Head of Years  will work with other Senior Leaders in the school to 

challenge students who  arrive at school after 8.25am as part of an early 

intervention approach to poor  punctuality.  

• Support behaviour managers and pastoral TA’s in ensuring that students 

with 3  lates in a week in Key Stage 3 may be placed in the grounding room, 

those in KS4  may be given an afterschool DT for 3 lates in a week.  

• One member of staff  will remain in reception after  8.25am each morning 

and take responsibility for placing appropriate actions around  students late 

to school.  

• SLT will allocate a member of staff to remain on the main safeguarding 

gate to  allow students access to site in the event that a school bus arrives 

after 8.25am.  



• SLT/ Head of Years  will support staff in ensuring that external and internal 

social areas are  cleared of students at the appropriate times in the school 

day.  

Attendance Officer  

• Support administration and behaviour managers in implementing 

procedures  around persistent punctuality matters.  

• Contact parents/carers or guardians on the first day if no explanation has 

been  provided for a child’s absence.  

• Contact home if a teacher has identified a student as missing from a lesson 

without  reason.  

• Encourage parents/carers or guardians and students to aim for the highest 

possible  levels of attendance.  

• Liaise with Coaches , Head of Years , Behaviour Managers and other 

agencies to tackle  attendance problems with individual students.  

• Monitor attendance and convene and arrange meetings for students with 

concerns  around attendance in consultation with Head of Year  and 

Assistant Head in charge of  Attendance in line with procedures around 

persistent absence.  

• Work with targeted students to help improve their attendance, in line with 

the  guidelines on tackling low attendance. This may require coordinating 

outside  agencies.  

• Provide data for analysis by Head of Year  and other pastoral staff.  

• Use SIMS to discover trends in non -attendance, keep accurate records of 

actions in  individual cases and work with other agencies to prepare 

paperwork for fast - track  prosecutions if other strategies have no impact on 

attendance.  

Roles and responsibilities  

Provision of an appropriate and personalised curriculum, effective teaching and  

learning and excellent pastoral support all underpin this policy; students are  

encouraged to enjoy their education and therefore want to attend.  

Students are grouped as follows:  

• Praise and Reward : 95% attendance or above  



• Concern : 86 -95% attendance, monitored by Head of Year  

• In danger of significant underachievement : 85% or below  

Exceptions will be made for students absent for lengthy periods with a 

certified medical condition.  

Students in the Praise and Reward group have access to a system of rewards that  

recognise excellent attendance. These are organised by the Head of Year . 

Identifying and tackling low attendance  

Students whose attendance drops below 92% will receive a notification of 

concern  letter from relevant Head of Year  acting on information from Attendance 

Officer.  

Students who fall into the Concern group are subject to close monitoring from  

Coaches , Head of Years  and the Attendance Officer. Students and their 

parents/carers or  guardians are invited to an attendance concern meeting with 

Attendance Officer and  Head of Year  triggered by the Attendance Officer. This 

meeting will explore factors around  non -attendance and support parents/carers 

or guardians in getting their child to  school. The Fast Track process will also be 

explained at this meeting. A plan for  improving  attendance should be agreed by 

all parties with a four -week  review date.  

This meeting may also trigger the following:  

a)  Referral to Early Help or another  agency  

b)  Referral to relevant Collaborative as defined by home postcode.  

c)  Multi -agency collaboration overseen by Attendance Officer and Assistant 

Head in  charge of Attendance.  

Those with attendance below 85% are deemed to be at significant risk of  

underachievement. Parents/carers or guardians and students will be invited for a  

significant educational concerns meeting. This will be chaired by the Assistant 

Head in  charge of Attendance and have the Attendance Officer present. It is also 

likely a  School Trustee would be asked to attend this meeting. A targeted 

attendance plan for  four weeks would be set and monitored. If attendance does 

not improve at this stage,  then the school would immediately begin Fast Track 

procedures.  



These two groups will include persistent absentees. The school monitors 

persistent  absence closely and acts  in line with the guidelines above. It is the 

schools aim  in the above actions to discuss any barriers to attendance and 

support the student  and parent in removing these barriers and concerns.  

Monitoring and evaluation  

Head of Years  monitor levels of attendance, authorised and unauthorised absence 

and  persistent absence within their year groups; an annual assessment of 

attendance  and  the measures taken to tackle any issues is included in annual 

pastoral reports.  

Attendance figures, including rates of authorised and unauthorised absence, are  

reported to the Trustees’ Teaching and Learning Committee, termly.  

Holidays in term time  

South Craven School can no longer authorise requests for children to be taken out 

of  school for a holiday during term time. Requests for leave can only be granted in  

exceptional circumstances and holidays are not considered exceptional. The 

following  are examples of the criteria for leave of absence, which may be 

considered as  “exceptional”.  

• Service personnel returning from active deployment.  

• When a family needs to spend time together to support each other during 

or after a  crisis.  

• Where inflexibility of parents/carers or guardians leave arrangements is 

part of the  organisational or company policy. This would need to be 

evidenced by confirmation  from the organisation/company.  

• Where leave is recommended as part of a parent’s or child’s rehabilitation 

from  medical or emotional problems. Evidence must be provided.  

This list is not exhaustive and the Headteacher will consider the individual  

circumstances of each case. However, the decision of the Headteacher is final. All  

applications for leave must be made in advance by a parent with whom the child 

lives.  

Where a child is taken out of school for leave of absence without the permission  

of  the school, the absence will be coded as unauthorised and may result in a 



penalty  notice. Penalty notices are applied by the local authority and if they are 

not paid may  be taken to prosecution in the Magistrates Court.  

Sixth Form Appendix  

Absences  

• A parent or carer must contact the Sixth Form Attendance Team on the 

morning of  the student’s absence to explain why they won’t be in school.  

• There must be a call by the parent/carer on every morning of the student’s  

absence.  

• If there is no legitimate notification/explanation/contact offered for the 

student’s  absence, there will be an immediate text sent to notify the parent 

or carer.  

• A medical letter/message is required as evidence for any appointments.  

• The student’s Coach /class teacher will record all lates by keeping a record 

via  registers on SIMS. Parental contact will not be necessary unless lates 

become  persistent.  

• If the student does  not turn up to a lesson but they have been in school 

that day, the  Sixth Form Attendance Team will send a message to them, 

then their parent/carer.  

• Students in Year 12 can leave school after their last taught lesson of the 

day, if their attendance is ab ove 95% and with permission from the Head of 

Sixth  Form.  

Attendance Falls Below 95% or Persistent Lates  

• The Sixth Form Attendance Team will liaise with the Head of Years  and if 

there are no  pastoral reasons why attendance is below 95%, the Sixth Form 

Attendance Team  will contact the student directly to explain that they will 

be on a two -week scrutiny  period.  

• If there is no improvement after this, the student will be placed on a two -

week  attendance report. For this duration, they will be expected to remain 

in school until  3:05pm. A letter will be sent to their parent/carer explaining 

this process and their  Head of Year  will be notified. The student will have to 

report to the Sixth Form Attendance  Team at the end of each day to have 

their report signed.  



• A review will take place at the end of the two weeks. If there is still no  

improvement, a meeting will take place between the student, their 

parent/carer and  their Head of Year . 

• Where necessary, repeated failure to comply with attendance standards 

will  escalate to the Head of Sixth Form.  

• If the student’s attendance falls below 85%, the school reserves the right to 

ask  them to withdraw from Sixth Form, their courses, and to pay for 

outstanding  c ourses where applicable.  


