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1.0 Statement of Intent 

 

At Queen Elizabeth’s Grammar School we believe that good attendance supports the school values 

of Question, Explore, Give and Succeed. 

The school will strive to provide a welcoming, caring environment, whereby each member of the 

school community is treated with unconditional positive regard.  

All school staff will work with and support students and their families to ensure each student attends 

school regularly and punctually. The school target for all students is 95%. 

The school will establish an effective system of incentives and rewards acknowledging the efforts of 

students to improve their attendance and timekeeping and will challenge the behaviour of those 

students and parents who give low priority to attendance and punctuality. 

To meet these objectives Queen Elizabeth’s Grammar School will establish an effective and efficient 

system of communication with students, parents, and appropriate agencies to provide mutual 

information, advice and support. 

All attendance and punctuality monitoring procedures are applicable to all Sixth Form students. 

 

2.0 Principles 

 

1. To improve the overall percentage of students at school. 

2. To make attendance and punctuality a priority for all those associated with the school including 

students, parents, teachers and governors. 

3. To develop a framework which defines agreed roles and responsibilities and promotes consistency 

in carrying out designated tasks. 

4. To provide support, advice and guidance to parents and students. 

5. To develop a systematic approach to gathering and analysing attendance related data. 

6. To further develop positive and consistent communication between home and school. 

7. To implement a system of rewards and sanctions. 

8. To promote effective partnerships with other services and agencies. 

9. To recognise the needs of the individual student when planning reintegration following significant 

periods of absence. 

 

 

 

 



https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
http://www.centralbedfordshire.gov.uk/Images/amendment-regulation-2010_tcm3-8642.pdf
http://www.legislation.gov.uk/uksi/2011/1625/made
http://www.legislation.gov.uk/uksi/2013/756/made
http://legislation.data.gov.uk/uksi/2016/792/made/data.html
http://www.legislation.gov.uk/uksi/2013/756/pdfs/uksiem_20130756_en.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
https://www.gov.uk/government/publications/school-census-2017-to-2018-guide-for-schools-and-las
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the need to leave school early that day. Your child will need to have this letter signed by their Progress 
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• The name and position of the person who made the amendment 

See appendix 1 for the DfE attendance codes. 

Every entry in the attendance register will be preserved for 3 years after the date on which the entry 

was made. 

 

 

School Day 

Pupils must arrive in school by 8:50 on each school day. 

 

The register for the first session will be taken at 8:50 and will be kept open until 9:30am. The register 

for the second session will be taken at 12:40pm. 

Section 444 of the Education Act 1996, states that if a child of compulsory school age, who is a 

registered student at a school, fails to attend regularly at the school, his/her parent is guilty of an 

offence. 

4.2 Leave of Absence 

 

• The Government issued new regulations in September 2013 regarding Leave of Absence; 

The Education (Pupil Regulations) (England) Regulations 2006 as amended by Education (Pupil 

Regulations) (England) (Amendment) Regulations 2013 

• Head teachers shall not grant any Leave of Absence during term time unless they consider 

there are exceptional circumstances relating to the application. 



https://www.derbyshire.gov.uk/education/schools/attendance-behaviour-welfare/attendance-exclusion-and-support.aspx
https://www.derbyshire.gov.uk/education/schools/attendance-behaviour-welfare/attendance-exclusion-and-support.aspx
/parents/attendance/
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4.3 Unplanned Absence 

 

Parents must notify the school on the first day of an unplanned absence – for example, if their child 
is unable to attend due to ill health – by or as soon as practically possible (see also section 6). 

Parents can do this by contacting the reception help desk at 
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The school will follow up any absences to ascertain the reason, ensure proper safeguarding action is 

taken where necessary, identify whether the absence is approved or not and identify the correct 

attendance code to use.  

If a child is absent from school, without notification from the parent/carer, the following will be 

initiated by the Deputy Heads of Year and Attendance Team: 

• A text or telephone service will be activated for all students who are not in school after close of 

register at 9.30am. 

• Parents/carers are asked to respond to let us know of the reason their child is absent.  

• This may be followed up with a phone call from the Attendance team to verify the reasons for 

absence and whether additional support is needed. 

(See ‘First Day Response’ protocol for further detail on subsequent actions) 

If a child is absent for 3 days in a row due to illness or other circumstances, a member of the pastoral 

team may phone home out of courtesy, to see if there is anything further the school can do to 

support.  

 

4.7 Persistent Absence (Including truancy) 

 

A student becomes a ‘persistent absentee’ (PA) when their attendance drops below 90% for any 

reason. Absence at this level is causing considerable damage to a child’s educational prospects. 

All students who are PA or are considered to be on track to becoming PA, will be referred to the 

school’s pastoral and attendance team, and may also be referred to appropriate external agencies 

for targeted support. 

If parents fail to engage with support and their child continues to have unsatisfactory attendance, a 

request may be made to the Local Authority to pursue legal proceedings. 

Parents found guilty in a Magistrates’ Court of failing to secure their child’s regular attendance at 

school under the provisions of the Education Act 1996, will receive a criminal record and a maximum 

penalty of a £1000 fine under a Section (1) offence and a £2500 fine and up to a 3-month prison 

sentence, under a Section (1a) offence. 

 

5.0 Authorised and Unauthorised Absence 

 

5.1 Granting Approval for Term-Time Absence 

 

Headteachers may not grant any leave of absence to pupils during term time unless they consider 

there to be 'exceptional circumstances'. 

The school considers each application for term-time absence individually, taking into account the 

specific facts, circumstances and relevant context behind the request. A leave of absence is granted 

entirely at the headteacher’s discretion. 
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Valid reasons for authorised absence include: 

Illness and medical/dental appointments. 
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7.0 Roles and Responsibilities 

 

7.1 Roles and Responsibilities 

The governing board is responsible for monitoring attendance figures for the whole school on at 

least a termly basis. It also holds the headteacher to account for the implementation of this policy. 

 

7.2 The Head Teacher 

 

The head teacher is responsible for ensuring this policy is implemented consistently across the 

school, and for monitoring school-level absence data and reporting it to governors.  

The headteacher also supports other staff in monitoring the attendance of individual pupils and 

issues fixed-penalty notices, where necessary. 

 

7.3 The Pastoral team / Deputy Heads of Year 

 

Monitor the daily attendance for their year group 

Send out communications to those pupils who have unexplained absence  

Monitors attendance data at the school and individual pupil level 

Reports concerns about attendance via regular Inclusion Meetings with the pastoral leaders 

Issue attendance letters to parents/carers as appropriate 

Works with education welfare officers to tackle persistent absence 
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V Educational trip or visit 
Pupil is on an educational visit/trip organised, or 
approved, by the school 

W Work experience Pupil is on a work experience placement 
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O Unauthorised absence School is not satisfied with reason for pupil's absence 

U Arrival after registration Pupil arrived at school after the register closed 

 

Code Definition Scenario 

X Not required to be in school 
Pupil of non-compulsory school age is not 
required to attend 

Y 
Unable to attend due to 
exceptional circumstances 

School site is closed, there is disruption to travel 
as a result of a local/national emergency, or 
pupil is in custody 

Z Pupil not on admission register 
Register set up but pupil has not yet joined the 
school 

# Planned school closure 
Whole or partial school closure due to half-
term/bank holiday/INSET day 
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6. Decide what information, if relevant, is provided for: 

• governors 

• pastoral staff 

• other school staff 

• parents 

• students (individual or groups) 

• EWO Casework Officer 

• Student Support Panel 

 

7. Identify developing patterns of irregular attendance and lateness. 

 

Aim No 6 

To further develop positive and consistent communication between home and school 

1. Initiate first day absence contact. 

2. Make full use of computer generated letters 

3. Promote expectation of absence letters/phone calls from parents. 

4. Explore the wide range of opportunities for parental partnerships (see Aim 2). 

5. Provide information in a user-friendly way (may include languages other than English, and non-

written). 

6. Encourage all parents into school. 

 

Aim No 7 

To implement a system of rewards and sanctions 

1. Actively promote attendance and associated reward and effective sanctions. 

2. Ensure fair and consistent implementation. 

3. Involve students in system evaluation. 

4. Take action which accords with objectives agreed between school and others, e.g., Parent, L.A, 

CAMHS, etc. 

 

Aim No 8 

To promote effective partnerships with external services and agencies 

1. Carry out initial enquiries/intervention prior to referral. 

2. Gather and record relevant information to assist completion of EWO case files/prosecution files 

where available 
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Appendix 3 – Reducing Barriers – Information for parents/carers 

How we can help? What can parents do to support? 

Health concerns We can offer support through 
- School nurse 
- Referrals to external agencies 
- Adapted timetable 
- SEND support 

 
Parents can support by 

- Contact medical professionals as appropriate 
- Keep evidence from GPs/hospital 
- Communicate with school any concerns 

 

Travel and 
uniform issues 

We can offer support through 
- Loaning equipment and uniform 
- Breakfast club 
- Afterschool clubs 
- Support applying for B-line 


