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1. Statement of Intent - Attendance is everyone’s responsibility. 
 
Chatham & Clarendon Grammar School (CCGS) adheres to the principles and guidance 
outlined in ‘Working Together to Improve School Attendance’ August 2024. 
 
CCGS is committed to the continuous raising of achievement of all our students.  Regular 
attendance both in school and in all lessons is critical if our students are to be successful and 
benefit from the opportunities presented to them. 
 
The CCGS ATTENDANCE CHAMPION is Clark Goodwin 
(cgoodwin@ccgrammarschool.co.uk). 
 
The CCGS ATTENDANCE OFFICER is Vicki Barringer 
(vbarringer@ccgrammarschool.co.uk) 
 
Our school culture promotes the benefits of high attendance, and we work hard to build strong 
relationships with families to support this. Prevention and early intervention Where a pattern 
of absence is at risk of becoming problematic, the school will work sensitively and closely with 
families to listen to and understand barriers to attendance.  
 
Consistently promoting the benefits of good attendance and punctuality is fundamental to a 
successful and fulfilling school experience. The Governors, Headteacher and Staff in 
partnership with parents have a duty to promote the highest possible attendance at CCGS. 
 
The law entitles every child of compulsory school age to an efficient, full-time education 
suitable to their age, aptitude, and any special educational need they may have. CCGS 
recognises and values the importance of all partners working together and will: 
 

• EXPECT (Aspire to high attendance from all students) 
• MONITOR (Rigorously use attendance data to identify patterns of poor attendance) 

• LISTEN & UNDERSTANDING (Discuss with families re: barriers outside of school. Look at 
voluntary support options to tackle barriers to attendance) 

• FACILITATE SUPPORT (Remove school barriers to help families access support) 

• FORMALISE SUPPORT (Where above strategies are not successful, clearly explain 

consequences and consider formalizing support.) 

• ENFORCE (If all other avenues are exhausted, enforce attendance through statutory 
intervention) 

 

2. Parental Responsibility 
 
It is the legal responsibility of every parent to make sure their child receives that education 
either by attendance at a school or by education otherwise than at a school.   
 
School starts with registration at 8.40am. The normal school finish time is 3.15pm. 
 
When parents decide to have their child registered at school, they have an additional legal 
duty to ensure their child attends that school regularly.  
 
Parents have a legal duty to ensure that their child(ren) attend school regularly and arrive on 
time.   
Regular attendance is essential to the all-round development of the child and they should be 
allowed to take full advantage of educational opportunities available to them.  Poor attendance 
undermines their education and can put a student at risk. 
 
Regular attendance in school and lessons is essential for students to get the most out 
of their school experience.  

mailto:cgoodwin@ccgrammarschool.co.uk
mailto:vbarringer@ccgrammarschool.co.uk
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Attendance Groups: 

• 100-95% = Good attendance 

• 90%-95% = At risk of attendance affecting learning 

• Below 90% = Persistently absent student 

• Below 50% = Severely absent student 
 
It is a parents’ responsibility to contact the school on the first day their child is absent, 
and subsequently, either by phone or by email. This is a safeguarding issue so that all 
parties know that your child is safe and their whereabouts are known. Parents should 
regularly update the school and inform the school when their child is returning. 
 

• Email: loweroffice@ccgrammarschool.co.uk every day of absence to let us know that 
your child is not in school, giving the reason why and possible length of absence.    

 

• Text Message: 01843 482028, these should include the student’s full name, reg group 
and the reason for absence.  

 

• School Gateway App message option: Use message option to inform school of 
absence details. 

 
Students are expected to arrive by 8.40am (registration).  All students that arrive late must 
report to the school office where the reason for lateness is recorded. 
  
Parents can contact school reception or their child’s form tutor, Head of House or our 
attendance officer with any attendance support needs.  
 
When can your child miss school - 

 
Parents can only allow their child to miss school if either: 
 

• They are too ill to go in (school can offer additional support if your child cannot go to 
school for long periods because of a health problem). NHS link below may help: 
https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/ 
 

• If you have been given advanced permission from the school (you need permission 
from the headteacher if you want to take your child out of school during term time e.g. 
religious observance). 
 

• If the local authority fails to provide your child’s transport (not including public transport 
issues) 

 
 
In law, these are the only acceptable reasons for a child being absent from school.   
 
Advanced permission requests should be due to exceptional circumstances and can only be 
agreed to by the headteacher. It is up to the head teacher how many days your child can be 
away from school if leave is granted. 
 
Students with the highest attainment at the end of key stage 4 have higher rates of attendance 
over the key stage compared to those with the lowest attainment. 
 
 

Higher Attendance = Higher Attainment 
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3. Students with Medical Conditions or Special Educational Needs or 
Disabilities 

 
CCGS adheres to the principles and guidance outlined by updated clarification relating to 
students who are prevented from attending school due to physical or mental ill health.  
This includes updated guidance within: 
 

• Providing remote education Jan 2023  

• Working together to improve school attendance August 2024 

• Keeping children safe in education September 2023 

• Arranging education for children who cannot attend school because of health needs 
December 2023 

• Support for pupils where a mental health issue is affecting attendance February 2023 

• Summary of responsibilities where a mental health issue is affecting attendance 
February 2023 

 
Some students face greater barriers to attendance than their peers. These can include 
students who suffer from long-term medical conditions or who have special educational needs 
and disabilities. Their right to an education is the same as any other student and therefore the 
attendance ambition for these students should be the same as they are for any other student. 
 
The school recognises that some students with a SEND need may be more anxious 
about attending school. Specific barriers to attendance will be considered by the 
school. 
 
The school will work with parents to overcome and remove barriers to learning and will 
consider individual circumstances, being mindful of safeguarding responsibilities (KCSIE 
guidance 2022). The school approach will focus on: 
 

 
 

CCGS will record absences as authorised where students cannot attend due to illness (both 

physical and mental health related). In instances of long-term or repeated absences for the 

same reason, further medical evidence may be appropriate.  
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If a parent seeks a note from a GP, this does not imply a need for absence unless explicitly 

noted in their letter. 

 

Effective support and practices to improve attendance may include: 

 
Reasonable Adjustments: 
 

• Short-term withdrawal from lessons to facilitate emotional regulation and building 
resilience (School Relational Approach – Thrive Approach) 

• Supported break and lunch spaces 

• Exit Cards  

• PSHE and additional assemblies/activities to support anxiety 

• Access arrangements for assessments 

• Fidget toys/Ear defenders 

• Adapted school uniform for students with sensory difficulties 
 
Part Time Timetable: 
 
All pupils of compulsory school age are entitled to a full-time education. In very exceptional 
circumstances, where it is in a student’s best interests, there may be a need for a temporary 
part-time timetable to meet their individual needs as part of a re-integration package. Any 
part-time timetable should seek to maximise face-to-face school time as much as 
possible. 
 
In consideration of non-statutory guidance (Summary of responsibilities where a mental health 
issue is affecting attendance Feb 2023, Support for pupils where a mental health issue is 
affecting attendance Feb 2023), a part-time timetable must only be in place for the shortest 
time necessary and not be treated as a long-term solution.  
 
At CCGS, a part-time timetable will be limited to no more than 6 weeks (and it may be 
less, dependent on individual circumstances), with an agreed phased return to full-time 
education expected over that 6-week period. This will be regularly reviewed by the student 
and their parents.  
 
 
Remote Learning: 
 
In consideration of non-statutory guidance (Providing remote education Jan 2023), in 
exceptional circumstances it may be appropriate to consider providing accessible high quality 
remote education. Such provision cannot be seen as an equal alternative to attendance in 
school. 
 
There should be limited circumstances where a student is unable to attend school but 
is able and well enough to continue their education remotely. 
 
In some exceptional cases, these circumstances might also include students whose 
attendance is being affected by a special educational need or disability or mental health issue. 
CCGS will consider the provision of remote education on a case-by-case basis. Where this is 
agreed, it should be seen as a short-term solution only and will focus on core subjects.  
 
Close monitoring and clear timelines will be agreed along with robust reviews of efficacy to 
help ease the student back to school at the earliest opportunity. 
 
CCGS will work closely with the local authority and any relevant medical professionals to 
ensure that a student’s healthcare needs are fully supported, and that the local authority is 
made aware of students likely to miss more than 15 days. 
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4. The Role of the School Staff 
 
At CCGS there is a whole school responsibility and approach for improving school 
attendance, with specific staff taking individual responsibility. 
 
A senior member of staff will have responsibility for the strategic overview of school 
attendance. This ‘Attendance Champion’ will support the effective, operational delivery of 
the school attendance framework. 
 
The Attendance Officer has overall responsibility for monitoring attendance issues. 
 
CCGS will use robust data tracking to target attendance improvement efforts. Termly checks 
will be made of whole school patterns and those of specific groups. Individual checks will be 
completed weekly as part of KS attendance meetings and relevant attendance reports will be 
shared with key staff to aid discussions with families. Data will be used to understand and 
evaluate the impact of any such interventions. 
 
Coding for attendance at CCGS is shown in Appendix 5 and uses the appropriate national 
attendance and absence codes from regulation 10 of the School Attendance (Pupil 
Registration) (England) Regulations 2024. 
 
Day to day processes: 
 
Form Tutor/Class teacher – completes a register at the beginning of each morning. Class 
teachers register their classes. The pd5 register acts as our afternoon session.  Marking the 
attendance registers twice daily is a legal requirement. (The Education (Pupil Registration) 
(England) Regulations 2006). Teachers mark students present, absent or late.   
 
Any unauthorised absence is recorded (if SIMS not available then a hard copy register 
should be taken and sent to reception). Staff raise any attendance concerns during the day 
using the TEAMS school alert system. 
 
Form tutors will work with HOH and attendance staff to support and challenge any 
attendance issues. 
 
School Reception / Attendance Officer – will contact home directly by phone and text to: 

1. Make parents aware that the student is absent  
2. Ask for explanation for absence  
3. Log parental responses in order to determine appropriate registration coding 

 
It is the responsibility of the Attendance Officer to ensure: 
 

▪ Attendance and lateness records are up to date.  
▪ Where there has been no communication, text messages/emails/phone calls are sent 

to parents requesting reasons for absence with a five school day reply to deadline 
before the absence is unauthorised. 

▪ The appropriate attendance code is entered into the register (National Attendance 
Codes). 

▪ Parents are informed termly of child’s attendance figure. 
 
The school will share information from registers with the local authority including new pupil 
and deletion returns, attendance returns and sickness returns. This is to facilitate and promote 
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timely collaborative working across partners. CCGS will also use data tracking to identify and 
support any attendance trends of individuals, groups or cohorts of students. 
 

 
5. Timeline for School Support 
 

▪ 95 - 100% All Students attendance – monitor and celebrate. 
▪ 90 - 95% At Risk Students attendance - monitored through attendance meetings and 

consideration of next steps. Move to stage 3 as required. 
▪ Below 90% Persistently absent students - engage with family regarding any barriers 

to attendance. Move to stage 3-5 as required. 
▪ Below 50% Severely absent students - Use all additional support/actions to reduce 

absence. Consider Local Authority or Penalty Notice referral where the absences have 
not been authorised and referral criteria are met. 
 

CCGS will use the following stages of support. It will not always be appropriate to progress 
through these stages or to carry them out in the order listed.   
 

Monitor & Support Stage 

1 Monitor and review weekly 90-95% 

2 Attendance Letter 1 Below 90% 

3 Contact with home (AO) No improvement from above 

4 Attendance Letter 2 Below 85% 

5 Parent Meeting (AO & HOH) As above 

Additional Support/Actions 

6 Attendance Contract With parental agreement 

7 Home visit (as required) 3rd day absence and/or if safeguarding concern 

8 External Support Below 80% or if no improvement from above actions 

9 Withdrawn from course (6th form only) Failure to improve following support/actions 

10 Penalty Notice Proceedings Below 50% and/or in accordance with gov. guidance 

11 Other Action (comment needed) Personalised support/actions undertaken 

 
Monitoring – all staff involved in monitoring and assessing attendance data. 
Stage 1 –Discussion within weekly monitoring meeting / monitor as necessary. 
Stage 2 –Generic CCGS Attendance Letter 1 to be sent. 
Stage 3 –Attendance Officer to contact home.  
Stage 4 –If attendance declines/not improves, CCGS Attendance Letter 2 to be sent. 
Stage 5 –Meet with parents regarding school support to reduce any barriers to attendance. 
 
Additional Support/Actions will be selected based on individual circumstances. 
 
Stage 6 – An attendance contract is a formal written agreement between a parent and school. 
Although not legally binding, it is a more formal route to secure parental engagement. 
 
An Attendance Contract is not a punitive tool. At CCGS, Attendance Contracts may be 
considered if appropriate as a means of exploring alternative actions before moving forward 
to an education supervision order or prosecution. If an attendance contract is not successful, 
parents should be informed of the possibility of the contract being terminated, and another 
course of action considered. 
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Stage 7 -Home visit by member of staff / virtual meeting may be appropriate. 
A home visit by the Attendance Officer may be appropriate as part of a wellbeing check 
regarding attendance/safeguarding. Individual circumstances will necessitate reasonable 
consideration of a given situation.  
 
In principle, the following steps (not exhaustive) will result in a home visit. In some settings, a 
virtual meeting via TEAMS may be the most appropriate and timely course of action (although 
this is not to be seen as a preferred ‘check’ mechanism). At any point, if there are concerns 
raised regarding a child’s safety, the appropriate DSL referral will be made immediately. 
 

• No home contact established regarding period of absence (by 5th day) 

• Prolonged period of absence without justifiable cause and/or ongoing safety concern 
(attendance/safeguarding) (by 10th day) 

• Ongoing support of student to encourage and breakdown possible barriers to 
attendance (as necessary) 

 
The Attendance Officer will work in tandem with other relevant staff and/or external agencies 
where a home visit is necessary (e.g. Attendance Leads, SENCO etc).  
 
Staff will follow the steps set out in the CCGS Lone Worker Policy. 
 
 
Stage 8 -External Support. Where there is no improvement in a student’s attendance and/or 
there are at least 10 sessions (5 days) unauthorised absence in a term 
(Autumn/Spring/Summer) the school will consider external support e.g. KPAS) 
 
KPAS actions may include: 
 

• Attendance Improvement Meeting  

• Home visits 

• Sign posting to supportive agencies e.g. Child and Adolescent Mental Health Service, 
Social Services and Family Group Conference Service. 

• Fast Track to Prosecution 
 
Stage 9 - Withdrawn from course (6th form only – additional information available). 
 
Stage 10 - Penalty Notice Proceedings (see Section 11) 
 
 
 

6.Lateness 
 
At CCCS the register is taken at 8.40am and 2.15pm.  Students arriving after these times 
must enter school by the main entrance and report to reception. The end of the normal school 
day is 3.15pm. 
 
The administration of the register will close at 9.10am and 2.15pm.   Students arriving after 
the register has closed will be marked as late after registration (Code ‘U’) and this will count 
as an unauthorised absence. 
 
Frequent lateness will be discussed with parents and may be referred to KPAS.  It can provide 
grounds for prosecution or Penalty Notice. 
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7.Children Missing Education 
 

No child will be removed from the school roll without consultation between the Head Teacher 
and the Attendance Service.  Where a child is missing from education, Local Authority 
guidance will be followed. 
 
 

8.Penalty Notice Proceedings 
 
The school will follow the National framework for penalty notices as identified in the ‘Working 
together to improve school attendance August 2024’ statutory guidance. The school will also 
adhere to the Local Authority Code of Conduct for issuing penalty notices. 
 
The National threshold for considering penalty notices is: 
 

• 10 sessions of unauthorised absence in a rolling period of 10 school weeks. 

• A school week means any week in which there is at least one school session. 

• This can be met with any combination of unauthorised absence. 
 
Where the National threshold has been met, CCGS will consider and decide whether a penalty 
notice should be issued (eg. Is a penalty notice the best available tool to improve attendance?).  
 
 

9.Authorising Absence 
 
Only the Headteacher can authorise absence. Where there is doubt, the Headteacher, on 
behalf of the governing body, should take a consistent approach.  The absence must be 
unavoidable. The Headteacher is not obliged to accept a parent’s explanation, a letter or 
telephone message from a parent does not in itself authorise an absence. If absences are not 
authorised, parents will be notified. 
 
If no explanation is received, absences will not be authorised.  
 
Absence (leave) during term time can only be approved in “exceptional circumstances”. The 
following reasons are examples of absence that will not be authorised: 
 

▪ Persistent non-specific illness e.g. poorly/unwell 
▪ Absence of siblings if one child is ill 
▪ Oversleeping 
▪ Inadequate clothing/uniform 
▪ Confusion over school dates 
▪ Medical/dental appointments of more than half a day without very good reasons 
▪ Child’s/family birthday 
▪ Shopping trip 
▪ Family Holidays (with some rare exceptions) 

 
Persistent unauthorised absence (10% or more of the school year) may result in an AS1 
referral to the School Liaison Officer for consideration of prosecution.  The school will follow 
procedures prior to referral and parents will be notified in writing. 

 
 
10.New Students with attendance or lateness concerns 
 
If a new student has a history of poor attendance at their previous school, there will be a pre-
start attendance meeting held.   
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11.Penalty Notices 
 
The school will follow the National framework for penalty notices as identified in the ‘Working 
together to improve school attendance August 2024’ statutory guidance and the Local 
Authority Code of Conduct. CCGS will consider each case individually and also consider the 
full range of legal interventions available. Such interventions may include a Notice to Improve, 
penalty notice or other legal interventions. 
 
The National threshold for considering penalty notices is: 
 

• 10 sessions of unauthorised absence in a rolling period of 10 school weeks. 

• A school week means any week in which there is at least one school session. 

• This can be met with any combination of unauthorised absence. 

• A Penalty Notice can also be issued where an excluded child is found in a public place 
during school hours. 

 
Any examples provided are illustrative rather than exhaustive. It is acceptable to take a 
student’s previous record of attendance into account when the school is making decisions. 
The fundamental principles for defining ‘exceptional’ are rare, significant, unavoidable and 
short. And by 'unavoidable' it implies that an event could not reasonably be scheduled at 
another time. It is important to note that Headteachers can agree the absence of a child in 
exceptional circumstances and this discretion can be used also to determine the length of 
the authorised absence.  
 
Section 444 of the Education Act 1996 says that parents are guilty of an offence of failing to 

secure regular attendance at school unless they can prove that the child was absent due to 

the circumstances highlighted in ‘When can your child miss school’ (page 2). 

 
Where the National threshold has been met, CCGS will consider and decide whether a penalty 
notice should be issued (eg. Is a penalty notice the best available tool to improve attendance). 

 
 
12. Leave of Absence/Holiday 
 
CCGS will follow and restrict leave of absence to the specific circumstances set out in 

regulation 11 of the School Attendance (Pupil Registration) (England) Regulations 2024. 

 
From September 2013 the Department for Education amended the Pupil Registration 
Regulations, removing the Headteacher’s ability to authorise leave of absence for the purpose 
of a family holiday. 
 
Section 444 of the Education Act 1996 says that parents are guilty of an offence of failing to 
secure regular attendance at school unless they can prove that the child was absent due to 
the circumstances highlighted in ‘When can your child miss school’ (page 2). 
 
In law, these are the only acceptable reasons for a child being absent from school.  
  
The Headteacher may authorise absence in “exceptional circumstances” but this must be 
requested in advance (at least 2 weeks in advance of the absence) and agreement to each 
request is at the discretion of the Headteacher, acting on behalf of the Governing Body 
(Education (Pupil Registration) (England) Regulations 2006).   
Each case will be judged on its merits and the Headteacher’s decision is final.  
 
Exceptional circumstances could include:  
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• Service personnel returning from a tour of duty abroad where it is evidenced the 
parent will not be in receipt of any leave soon that coincides with school holidays.  

• Where an absence from school is recommended by a health professional as part of a 
parent’s or child’s rehabilitation from a medical or emotional issue.  

• The death or terminal illness of a person close to the family.  

• To attend a wedding or funeral of a person close to the family. 

• Any strong personal reasons why a family might need to take a child away from 
school for a short break.   

 

Family holidays, for whatever reason, cannot be approved, even if the parent is unable to 
take time off work at any other time. Requests for holidays in term time will not be 
authorised. If the absence is not authorised and the holiday is taken anyway, the case will be 
referred to the Attendance Service who will issue a Penalty Notice to each parent for each 
child taken out of school. 
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APPENDIX 1 

ENCOURAGING ATTENDANCE AT CCGS 

We will encourage attendance in the following ways:  

▪ Make sure everyone recognises that attendance is everyone’s responsibility. 
▪ Reinforce importance of accurate registering by all staff. 
▪ Attendance data checks and weekly attendance meetings. 
▪ Clear stages of support and communication with all stakeholders. 
▪ Use of regular attendance images/facts within ‘Thank You’ weekly PPT slides. 
▪ Use of appropriate posters to visually refer to importance and value of good 

attendance. 
▪ Celebrate attendance improvement (appropriate to individual students). 
▪ Attendance checks at appropriate times.  
▪ Recording of attendance on annual individual student reports. 
▪ A certificate for 100% attendance in any one term.  
▪ An improved attendance/punctuality certificate for any student achieving a significant 

improvement in attendance/punctuality. 
▪ Form reward to be presented to the tutor group in each term with the best punctuality 

in each term.  
▪ Public recognition (via publication on House notice boards) for any tutor group 

achieving the highest attendance periodically. 
▪ Using staged approach to engage all stakeholders and to identify and reduce any 

possible barriers to attendance. 
▪ Sending parents attendance figures, as part of regular monitoring data  
▪ Attendance for each tutor group will be displayed and charted on Attendance notice 

board. 
▪ Display attendance rates on Attendance notice boards and remind students 

constantly of need for good attendance.  
▪ Act upon parental, staff, and agency requests for support with attendance issues, in 

an appropriate and flexible manner. 
▪ Introduce a reintegration plan for students returning after long term absence.  
▪ Put in place preventative procedures wherever possible. 
▪ Offer a range of interventions and support aimed at overcoming barriers to learning 

of which may impact upon attendance.  
▪ Appropriate liaison with external agencies.  
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APPENDIX 2 

CCGS STAGED SUPPORT 

 

Monitor & Support Stage 

1 Monitor and review weekly 90-95% 

2 Attendance Letter 1 Below 90% 

3 Contact with home (AO) No improvement from above 

4 Attendance Letter 2 Below 85% 

5 Parent Meeting (AO & HOH) As above 

Additional Support/Actions 

5 Attendance Contract With parental agreement 

6 Home visit (as required) 3rd day absence and/or if safeguarding concern 

7 External Support 
Below 80% or if no improvement from above 

actions 

8 
Withdrawn from course (6th form 
only) Failure to improve following support/actions 

9 Penalty Notice Proceedings In accordance with government guidance 

10 Other Action (comment needed) Personalised support/actions undertaken 
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APPENDIX 3 

CCGS FRAMEWORK OF ATTENDANCE MONITORING 
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APPENDIX 4 

SCHOOL ORGANISATION TO PROMOTE GOOD ATTENDANCE 

ALL STAFF 

• Attendance must be a high priority for every member of staff.  

ADMIN SUPPORT 

• To update registers (lower/upper school) as necessary during the course of the day.  

• To assist with first day calling or contact with parents via School Comms 

• To assist with school’s system of registration, advising the Senior Tutor on any incidents of 
inaccuracy for relevant action.  

FORM TUTOR  

▪ Challenge absences on a daily/weekly basis with individual students and ensure any notes 
from parents are returned promptly to the office in order that registers may be amended and 
updated. 

▪ Praise good attendance on an individual and group basis.   
▪ Encourage/advise individual students on importance of attendance and punctuality.  
▪ Monitor all students’ attendance and report any concerns to the Attendance Officer. 

CLASS TEACHER  

▪ To complete the register accurately and within the first 10 minutes of each lesson.  
▪ To amend the register as necessary during the course of the lesson. To challenge non-

attendance in lessons and inform the office. (The only codes which should be used are /, 
present, N, absent reason unknown, or L, late.) 

▪ To advise students of the impact of non-attendance on attainment and progress.  
▪ To monitor attendance of individuals in lesson and advise the Attendance Officer of any 

anomalies.  
▪ To inform individuals of work missed due to absence from lesson and ensure missed work is 

completed. 

HEADS OF HOUSE 

▪ To receive and analyse attendance data for each year group, and their House overall. 
▪ To reinforce good practice with Form Tutors at House meetings 
▪ To promote good attendance via assemblies.  
▪ To offer appropriate support to parents in cases of prolonged and unexplained absence and 

those with low attendance. 
▪ To liaise with relevant individuals in cases of reintegration for students with poor attendance.   
▪ To liaise with the Education Welfare Service and any other relevant external agencies, on 

individual cases in conjunction with the Attendance Officer. 
▪ To liaise with the Senior Tutor on a weekly basis.  
▪ To facilitate reintegration and formulate a reintegration plan in conjunction with the 

Attendance Officer, Senior Tutor and SENCO as appropriate.  
▪ To prioritise the monitoring of those students with attendance of less than 90%, interview as 

necessary and offer appropriate intervention strategies to ensure academic progress is 
maintained. Liaise with the Attendance Officer on a regular basis to review progress. 

SENIOR TUTOR  

▪ To organise with Heads of House the range of incentives and rewards available to those with 
good attendance.  

▪ The Senior Tutor will read minutes of meetings between Head of House and Attendance 
Officer and monitor to ensure that agreed action plans/strategies have been followed up. 
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ATTENDANCE OFFICER 

▪ To send out weekly texts/emails to parent/carers asking for an explanation for absence, 
where no such text, email or letter has been received. 

▪ To advise Heads of House of individual attendance/punctuality problems 
▪ To place students in detention after every three late marks and send out text/email informing 

parents of the detention.  
▪ To initiate individual or group interviews as appropriate. To set and monitor attendance 

targets for tutor groups. To be responsible for the allocation of attendance certificates for 
individuals in the relevant year group.  

▪ To liaise with Education Welfare Services. 
▪ To make full use of electronic registration system data/reports in the collation of attendance 

data.  
▪ To publish regular attendance data for each House on the Attendance notice board. 
▪ To produce the attendance profile for the whole school.  
▪ To report to SMT via the Senior Tutor on attendance matters.  
▪ To liaise between school and home in cases of students with ongoing poor attendance.   
▪ To work with individual students and develop a range of strategies to promote and encourage 

good attendance.  
▪ To meet with each Head of House on a regular basis, to discuss individual cases with 

concerns on attendance and provide minutes of those meetings to the Senior Tutor.  
▪ To monitor, in conjunction with Heads of House, those students with less than 90% 

attendance and make regular contact. 
▪ To be responsible for first day calling or contact with parents via School Comms 
▪ To manage the school’s system of registration, advising the Senior Tutor on any incidents of 

inaccuracy for relevant action.  
▪ To update and amend registers electronically, as soon as relevant information is available, i.e. 

either by phone calls, texts, emails, notes from parents or when a student is sent home.  
▪ To act as a conduit for the flow of information concerning attendance between school and 

parents.  
▪ To ensure accuracy of registration for those periods that are designated as morning and 

afternoon registration sessions.  
▪ To produce attendance certificates using the data supplied by the Heads of House. 

SLT MEMBER OF STAFF WITH RESPONISIBILITY FOR ATTENDANCE – SENIOR 
ATTENDANCE CHAMPION 

▪ To oversee, monitor and keep attendance and the procedural policy under review with SMT, 
but specifically the Senior Tutor, and School Governors. 

▪ To report to governors on levels of attendance. 
▪ Have a strategic overview of school attendance, supporting all staff to be aware of statutory 

roles and responsibilities. 
▪ Set a clear vision for improving and maintaining good attendance. 

 

HEADTEACHER 

▪ To liaise with SLT Member with responsibility for attendance. 
▪ Oversee and keep attendance and the procedural policy under review with SMT. 
▪ To report to governors on levels of attendance. 
▪ Have a strategic overview of school attendance. 
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APPENDIX 5  

SCHOOL CODING – WHO USES WHICH CODES  

TEACHER     RECEPTION     AO to be consulted.     SENCO / SLT / AO to be consulted.  

  

Attending the school  

/ \  Present at the school / = morning session \ = afternoon session  

L  Late arrival before the register is closed  

K  Attending education provision arranged by the local authority  

V  Attending an educational visit or trip  

P  Participating in a sporting activity  

W  Attending work experience  

B  Attending any other approved educational activity  

D  Dual registered at another school  

Absent – Leave of absence  

C1  Leave of absence for the purpose of participating in a regulated performance or 
undertaking regulated employment abroad.  

M  Leave of absence for the purpose of attending a medical or dental appointment  

J1  Leave of absence for the purpose of attending an interview for employment or for 
admission to another educational institution  

S  Leave of absence for the purpose of studying for a public examination  

X  Non-compulsory school age pupil not required to attend school  

C2  Leave of absence for a compulsory school age pupil subject to a part-time timetable  

C  Leave of absence for exceptional circumstance  

Absent – other authorised reasons  

T  Parent travelling for occupational purposes  

R  Religious observance  
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I  Illness (not medical or dental appointment)  

E  Suspended or permanently excluded and no alternative provision made  

Absent – unable to attend school because of unavoidable causes  

Q  Unable to attend the school because of a lack of access arrangements  

Y1  Unable to attend due to transport normally provided not being available  

Y2  Unable to attend due to widespread disruption to travel  

Y3  Unable to attend due to part of the school premises being closed  

Y4  Unable to attend due to the whole school site being unexpectedly closed  

Y5  Unable to attend as pupil is in criminal justice detention  

Y6  Unable to attend in accordance with public health guidance or law  

Y7  Unable to attend because of any other unavoidable cause  

Absent – unauthorised absence  

G  Holiday not granted by the school  

N  Reason for absence not yet established  

O  Absent in other or unknown circumstances  

U  Arrived in school after registration closed  

Administrative Codes  

Z  Prospective pupil not on admission register  

#  Planned whole school closure  

 


