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Principles 
At The Kidsgrove Secondary School, we are committed to working together with pupils, parents and the 

community to ensure all children receive the best education possible, enabling them to make progress and 

do as well as they can.  This attendance and punctuality policy includes procedural referral agreements that 

is designed to promote and safeguard the welfare of pupils. 

 

Missing school means missing out.  Children should be in school, on time and ready to learn every day school 

is open unless the reason for absence is unavoidable.  If a pupil of compulsory school age is absent, every 

half day absence has to be classified by school as either  AUTHORISED or UNAUTHORISED.  Only school can 

authorise the absence, not parents.  We require information and updates about the cause of each absence 

every day a pupil is off. 

 

Authorised absences are mornings or afternoons away from school for good reason like illness.  If a child’s 

absence is subject to medical evidence, this will be needed by school to authorise the absence for illness. 

 

Unauthorised absences are those where staff at school do not consider reasonable and for which no ‘leave’ 

has been given.   These are an offence by the parent(s) and include: 

 

 Keeping children off school without a good reason. 

 Truancy before or during the school day. 

 Absences which have never been properly explained. 

 Children who arrive at school too late to get a mark. 

 School refusal. 

 Taking holidays in term time that have not been authorised by the Head of School. 

 

Morning Registration 

The morning register is taken at 8.40am.  Children arriving at school after the register has been taken but 

before 9.00am are recorded as late – L code. 

Children arriving at school after this time are “late-after registration closes” and this will be recorded as 

unauthorised absence (U code) unless there is an acceptable reason for the lateness.   

 

Afternoon Registration 

The afternoon register is taken at 12.45pm.  Children arriving to afternoon registration after this time are 

recorded as late – L code.  

 

If lateness is a cause for concern, the following procedures will be applied: 

 Parents will receive a letter informing them of the concern. 

 The Education Welfare Officer (EWO) from Attend EDC will contact parents to further discuss and 

will offer support and advice to improve punctuality. 

 Parents will be invited to a meeting with the Attendance Officer and the EWO.  The meeting held will 

be documented by the EWO, an action plan to improve punctuality will be devised with Parents and 

the pupil during the meeting and a review date set if required. 

 If no improvement is made, school may follow Staffordshire County Council’s Code of Conduct for 

issuing penalty notices for persistent lateness. More information can be found at; 

https://www.staffordshire.gov.uk/education/welfareservice/Attendance/home.aspx 

 

Parents whose children are experiencing difficulties should contact school at an early stage and work 

together with staff in resolving any problems.  The Attendance Officer should be the first point of contact.  

School may refer the child to Attend EDC Ltd, an independent Education Welfare Company employed by 

https://www.staffordshire.gov.uk/education/welfareservice/Attendance/home.aspx


school to work with parents to try and resolve any attendance issues and deal with welfare matters before a 

request is made to the Local Support Team.  Attend EDC will try to resolve any situation with voluntary 

support if other ways of trying to improve the child’s attendance has failed.   

 

What does the law say about attendance at school? 

The law requires all children between the ages of 5 and 16 to be in full time education.  Under Section 7 of 

the Education Act 1996, it is the duty of the parent / carer of a child of compulsory school age to ensure that 

they attend school regularly. 

 

Procedures 

Parents/carers with responsibility, are required to ensure that their children of compulsory school age 

receive a full time education by attending regularly and on time, are properly dressed in school uniform and 

equipped.  They are responsible for ensuring their child attends and stays at school unless alternative 

arrangements are made for their education. 

 

 If a child is unable to attend for any reason, or is late, parents/carers are requested to notify the 

school as soon as possible on the first day of absence and any subsequent day by telephone call or 

text.  They should state their name, the name of their child and their form class, the nature of the 

absence and when the child is expected to return to school. 

o School expects to be contacted EVERY DAY a pupil is absent. 

A pupil’s absence from school must be considered as unauthorised until a satisfactory explanation is 

forthcoming from parents/carers. 

 When a pupil does not attend and no explanation has been provided, school will contact 

parents/carers who have responsibility, starting with priority one. 

 If school cannot reach any contact and are unsure as to the whereabouts and safety of the pupil, 

arrangements will be made for Attend EDC to carry out a Home Visit.  In the event of school being 

concerned with the safety of any pupil we may contact the police. 

 If a pupil is absent for more than 5 days, even if the parent/carer has contacted school, we will 

contact Attend EDC to do a safe and well check at the home address.   

 If a pupil has been absent and fails to bring in a letter from home, despite reminders, the 

Attendance Officer will unauthorise the absence.   

 If there is a serious problem with attendance, the Education Welfare Consultant is informed and 

will make a home visit if appropriate.  Parents/carers will be asked into school for an attendance 

meeting with the Attendance Officer, Attend EDC and/or Head of Learning to discuss the reasons 

for the absence.  

 If there is a particular problem with a parent or pupil and they need the support of school, the 

Attendance Officer will refer to the Head of Learning and Education Welfare Consultant. 

 Changes to procedures issued periodically by the Local Education Authority (LEA) in line with 

legislation will be communicated to the school community in a way which is easily understood 

through assemblies, newsletters and letters to parents. 

 If there is a problem with persistent lateness, school in the first instance will offer advice and support 

to the student, contact parents and if necessary involve Attend EDC. 

 School recognises the register is a legal document which may be used in evidence in cases where 

parents/carers might receive a fixed penalty notice. 

 All teachers in school operate to the same procedure and rules regarding registration.  

 Regarding notes from parents/carers: school does not have to accept the offered explanation as a 

valid reason for absence.  If there are doubts by the Form Tutor, further investigation will be made 

by the Head of Learning/Attendance Officer/Attend EDC. 



 Frequent absences, long term sick or medical appointments, wherever possible, evidence will be 

requested ie medical cards, doctor’s notes and evidence of medication.  If no evidence is provided 

the code ‘O’ (unauthorised) will be used. 

 From time to time, it will be necessary for school to provide details of a pupil’s attendance and 

progress to outside agencies.  Examples are Social Services, Educational Psychologist, special 

educational needs statements, court reports etc.  Support staff are responsible for the collation of 

these reports and will work closely with other key members of staff. 

 Pupils who return to school after an extended period of absence because of illness, exclusion or 

truancy will be monitored by the Head of Learning as appropriate.  Their progress will be checked 

daily either by a written report or by discussion with the pupil’s teachers.  School recognises the need 

for successful reintegration by all pupils who have had an extended period of absence. 

 Form Tutors and Heads of learning will liaise over the collection of work from subject staff for pupils 

who are off ill. 

 

Children Missing in Education 
School has a duty by law to refer any absence of 20 days or more to Staffordshire County Council’s Children 

Missing in Education department, where we have been unable to make contact with the parent/child or have 

general concerns about the absence. 

In order to avoid any referrals, parents are requested to inform school if they are moving house/area or 

country and to provide a forwarding address, contact number and the name of the new school if known. 

 

Medical, Dental and Optician Absence 
Where possible, parents/carers should avoid making any appointments for their child during school hours.  

If an appointment is unavoidable during school hours, we would not expect the pupil to be absent for a full 

day. Making appointments should mean that the pupil returns to school for the remainder of the day.  An 

appointment card/letter prior to the appointment is required to authenticate the absence.   

We can confirm lateness as a ‘medical’ absence and therefore the session can be authorised so long as the 

pupil attends school during the morning /afternoon session when medical evidence is provided.  

School has a responsibility to decide whether an absence can be authorised on medical grounds.  In a few 

cases, parents may be asked to provide evidence that their child is too unwell to attend school by providing 

a note from a medical professional.  If school has a concern about the level of medical absences a pupil has 

incurred, parents/carers will be contacted to discuss further and to find out whether their GP or other health 

professional has been involved. 

If attendance does not improve, school may request parents seek a note of explanation from the relevant 

health professional.  If despite the request, a note is not forthcoming, school may not be able to authorise 

absences unless satisfactory medical evidence is provided to support the pupil’s inability to attend school. 

If a child has a long term medical absence, school will follow procedures set out by Staffordshire County 

Council “Children who are missing Education due to Health/Medical Needs.” 

 

Leave of Absence during Term Time 
As a result of new guidance, enforced from 1st January 2018, Head teachers only, are now permitted to 

authorise any leave of absence when a request has been made in advance and, it is felt to be for an 

exceptional circumstance (NB the “annual family holiday would not be deemed as an exceptional 

circumstance”). 

 

Parents/carers should complete a ‘Request for Leave during Term Time’ form available from the Attendance 

Office.  Where a child does not reside with both parents, it is the responsibility of the parent making the 

request to inform the other parent, and of the possibility of a Fixed Penalty Notice if the absence is not 



deemed as an exceptional circumstance.  We strongly recommend that this is done before planning any leave 

of absence.  The new law does not give any entitlement to parents to take their child on holiday during term 

time.  Further information can be obtained from www.dfe.gov.uk.  The Educational Welfare Service is notified 

of all leave of absence requests. 

 

What happens if a child goes on holiday in term time or takes leave of absence for 

other reasons without permission from school? 
The absences will be marked in the school register as unauthorised absences and this may result in a 

Penalty Notice of £60 (rising to £120) per parent, per child, being issued by the Local Authority.  In some 

cases parents may be prosecuted for the offence of failure to ensure regular attendance at school. 

Circumstances where a Penalty Notice may be issued 
 

 Penalty Notice for Leave of Absence in term time 

Any period of unauthorised leave may result in you as a parent/carer receiving a penalty notice fine.  

The Head Teacher will continue to be the only person able to authorise leave in term time, but this 

will apply only in exceptional circumstances.  Any unauthorised absence will be referred by the Head 

Teacher to the Education Welfare Officer. 

 

 Penalty Notice for persistent lateness 

Previously a pupil had to achieve 20 unauthorised late marks before a penalty notice warning could 

be issued.  This has now changed to 10 marks and late marks do not have to be one after the other 

in order for the penalty notice to be issued. 

 

 Period of time used to measure persistent absence and lateness 

If your child has had 10 days unauthorised absence or is late 10 times over a twelve week period, you 

may receive a penalty warning notice and also potentially a fine. 

The Local Authority will review the current situation; offer support and consider further action which 

could be to acknowledge that attendance has improved or to follow a more formal procedure where 

attendance has not improved.  Following investigation any unresolved issues could result in the 

parent/carer receiving a penalty notice or ultimately a prosecution under the Education Act 1996 

s.444. 

Parents/carers who are subject to a penalty notice have 3 choices 

 

Penalties for unauthorised absence 
Timeline One Child Two Children 

Paid within 21 days £60 per parent £60 per child = £120 per parent 

After 21 days but within 
28 days 

£120 per parent £120 per parent = £240 per parent 

After 28 days 

You will receive a summons to 
appear before the Magistrates’ 
Court on the grounds you have failed 
to secure your child’s regular 
attendance. 

You will receive a summons to 
appear before the Magistrates’ 
Court on the grounds you have failed 
to secure your child’s regular 
attendance. 

 

Promoting Good Attendance and Punctuality through Monitoring and Review 
 Attendance figures are sent home termly within their academic report. 

 Half termly and Termly attendance reporting is shared with staff and pupils in our school community 

through Assemblies, Form Tutors and wall displays. 

http://www.dfe.gov.uk/


 Informative attendance presentations are shared regularly to Form Groups reminding them of our 

high expectations for every student demonstrating how they can reach their full potential. 

 We have a three tier reward system for pupils who have: 

o Cumulative 100% attendance each term with the Big Breakfast. 

o Pupils who have yearly 100% attendance will receive a money voucher. 

o Pupils who have the ‘most improved’ yearly attendance will also be rewarded. 

 Staff comments and practical suggestions for improvements will be implemented as appropriate. 

 An annual attendance report will be presented to the Governors. 

 School will, through regular communication (newsletter etc) highlight for parents, pupils and 

Governors, the current situation in school regarding attendance and action being taken.  School will, 

at appropriate times, remind parents/carers of their obligations and the problems for their child’s 

education associated with poor attendance. 

 School attendance is administered by the full time Attendance Officer and is overseen by Mrs 

Mitchell, Head of School.  The school Attendance Officer is responsible for the day to day running of 

the school’s attendance system including first day absence contact by text. 

 Form Tutors have a responsibility to complete attendance registers accurately and on time and, to 

regularly inform their Form Group as to their attendance.  Year Leaders have a responsibility to liaise 

directly with the school’s Attendance Officer and Form Tutors. 

 

 

Another measure of missed lessons: 

 

Persistent Absence 
 When a pupil’s attendance falls below 90% it is classed as ‘persistently absent’.  Pupils who fall 

below 90% are automatically referred to the Education Welfare Consultant, Attend EDC and can be 

referred to the Local Support Team if school feels it is necessary to give support to the parents. 

 If attendance does not improve, the Education Welfare Consultant or Local Support Team could 

issue parents/carers with a penalty notice. 

Attendance during the 
school year 

Equals this number of 
days absent 

Which approximates to this 
many weeks absent 

Which means this number 
of lessons is missed 

90% 19 days 4 weeks 100 lessons 

80% 38 days 8 weeks 200 lessons 

70% 57 days 11.5 weeks 290 lessons 



 

Summary 
School has a legal duty to publish its absence figures to parents and to promote attendance.  Equally, 

parents/carers have a duty to make sure that their child(ren) attend school.  School staff are committed to 

working with parents/carers, to find the best way to ensure as high a level of attendance as possible. 

 

Review and Evaluation 
Some targets are measurable, others are not so easy to evaluate.  We will continue to: 

 Improve Attendance by daily monitoring. 

 Increase staff awareness in relation to the promotion of good attendance. 

 Have ongoing discussions at all levels throughout the year to increase pupil’s motivation to attend 

school every day, on time, properly dressed and fully equipped. 

 Have ongoing development of the curriculum at KS4 to increase interest and motivation or the 

special needs and disaffected students. 

 Celebrate with attendance rewards which have proved to be very successful. 

 

Attendance Information 
 Our target from September 2019 is 95.5%. 

 Government research shows that pupils who achieve less than 95% attendance, significantly reduce 

their chances of achieving good grades. 

 School responds to clear Government guidelines on attendance.  These guidelines have been 

updated recently.  Even if an absence is authorised (for example due to illness) the absence will still 

be recorded and if the absence figures exceed a certain number (whether they are authorised or 

not) then the pupil could still be classed as a persistent absentee and the Educational Welfare 

Officer will be notified. 

 If you would like more information on the Government guidelines and the policies of the Local 

Authority, please contact:  www.staffordshire.gove.uk/education/welfareservice/attendance 

 

 

 

 

Review Date: To be reviewed in light of operation experience and / or 

changes in legislation. 
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