ELIZABETH GARRETT ANDERSON SCHOOL

ATTENDANCE FOR LEARNING POLICY
AIM
To ensure that every student at EGA can achieve the best possible outcomes by attending school both
regularly and on time, ready to learn.

PRINCIPLES


Regular, punctual attendance to school is the key to every child achieving their potential.



Early intervention is vital to avoid the build-up of poor habits and patterns of unauthorised
absence and poor punctuality.



The pattern of attendance at school reflects many complex factors which need to be taken into
account when designing strategies to promote good attendance. Supporting individual students to
maintain outstanding attendance and punctuality may involve working with a range of external and
internal stakeholders.



It is the parent’s/carer’s responsibility to ensure that their child attends school regularly.
Where necessary, parents will be supported and encouraged to continually seek ways to improve
their child’s attendance. The school will work in partnership with parent/carers and liaise closely with
other services to produce a systematic and coordinated response to attendance issues.



Promoting and improving attendance is the responsibility of all school staff working in a
coordinated and structured approach. Good communication between all members of staff working
with a student, including form tutors, classroom teachers, support staff, pastoral teams, etc. is vital
to ensure that no child slips through the net.



We will operate on a basis of secure data, effective communication, supportive intervention and
challenge.

ROLES AND RESPONSIBILITIES
Executive Headteacher and SLT:
 To promote, celebrate, and reward a culture of outstanding attendance and punctuality across the school.
 Ensure that attendance and punctuality is an integral part of all long-term school action planning.
 To examine regular attendance and punctuality reports and discuss trends as part of line management.
 To liaise with LA at a strategic level on issues relating to attendance and punctuality.

SLT Attendance Lead
 To promote, celebrate, and reward the value of good attendance and punctuality to staff and
students.
 To fully implement, review, and develop systems for promoting outstanding attendance and
punctuality.
 To provide leadership and direction to, and line manage, the attendance team.
 To provide leadership and advice to pastoral teams relating to attendance and punctuality.
 To advise executive headteacher/ governors regarding target setting for attendance and punctuality,
and to provide regular reports about patterns and trends.
 To ensure that accurate attendance date is correctly transmitted to external agencies.
 To manage operational links with LA and EWS.

Attendance Officer
 To promote the value of good
attendance and punctuality with
students and parents/carers.
 To be a point of contact for parents and
pupils relating to attendance and
punctuality on a daily basis.
 To complete first day absence calls,
including priority calls, & challenge/
support parents/carers about absences.
 To monitor teacher input of registers
and to ensure all missing registers are
complete.
 To ensure registers are accurately to
reflect visits, events, projects, etc.
 To provide accurate data for attendance
team, year teams & SLT.
 To attend attendance meetings and
communicate information about
absences.

Whole School Attendance Lead
 To promote, celebrate, and reward good
attendance and punctuality across the school.
 To work closely with SLT Attendance Lead to
monitor patterns/trends and put in place
appropriate whole-school and individual actions.
 To closely monitor the attendance of concern
students.
 To support students and parents/carers to
improve attendance and punctuality.
 To liaise with EWS and other external agencies
on matters related to attendance, e.g. penalty
notices.
 To chair attendance meetings and be responsible
for ensuring actions are completed.
 To register PA/PL pupils at 8.30am and take
appropriate action where relevant, including
phone calls and home visits.
 To communicate with HoYs/SLT about
attendance and punctuality.

Heads of Year/Pastoral Managers (& Line Managers)
 To promote, celebrate, and reward good attendance and punctuality across year group.
 To support whole school strategies to address attendance and punctuality.
 To be responsible for levels of attendance and punctuality across year group, and to discuss
patterns, trends, and actions with line manager.
 To attend attendance meetings with Whole School Attendance Lead and Attendance Officer to
identify individual students in need of support and put in place interventions.
 To monitor the implementation of year team interventions and evaluate the impact of year team
strategies.
 To communicate information about students’ absence from school with attendance team.

Form Tutors and Year Assistants
 To promote, celebrate, and reward good attendance and punctuality with tutor group.
 To set individual and form class attendance/punctuality targets and monitor progress.
 To act as a first point of contact for students if they have been absent from school, and to initially
find out about reasons for absence.
 To communicate information about absence from school with pastoral and attendance teams.

Classroom Teachers:
 To ensure that registers
for all lessons are taken
accurately and within
the first 10 minutes of
the start of a lesson.
ACCURATE
REGISTERS ARE A
LEGAL
REQUIREMENT AND
VITAL FOR THE
SCHOOL’S CHILD
SAFE-GUARDING
PROCEDURES.
 To make pupils (and
parents/carers) aware
of the link between
missed lessons and
outcomes in their
subject area.
 To ensure that pupils
catch up on missed
learning due to absence
from school.
All school staff:
 To reinforce the
importance of good
attendance and
punctuality with pupils.
 To communicate any
information about a
student’s attendance
with attendance team
and pastoral teams.

= flow of
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PUNCTUALITY PROCEDURES
It is vital that pupils arrive to school on time, ready to learn, in order to maximise their learning
opportunities and secure outstanding progress. Good punctuality in school also instils habits
that will be essential for success in the world of work and later life.
1.

School starts promptly at 8.50am. All students are expected to arrive before 8.30 a.m. to
ensure a smooth start to the school day. Breakfast club and study spaces are available for all
students before school.

2.

Any student arriving after 8.50am will be registered as late and be required to attend
‘punctuality payback’ at lunchtime.

3.

Pupils who are late to school will attend daily ‘punctuality payback’, supervised by a
member of SLT and the attendance officer. The length of ‘payback’ will reflect the number of
minutes a pupil was late. Failure to attend ‘punctuality payback’ will result in a 30 minute
detention after school on the same day.

4.

More than two late sessions in a week will result in an hour’s detention after school and
being placed on punctuality report.

5.

The attendance team and year teams will coordinate support and intervention to support
persistently late pupils to improve their punctuality and organisational skills.

6.

Persistently late pupils who show no improvement will be required to attend an 8.30am
registration tutor group with the whole school attendance lead. Intervention and support for
these pupils will continue to be provided, including working with parents/carers and external
agencies, where appropriate.

ATTENDANCE PROCEDURES
Outstanding attendance is essential if pupils are to achieve their full potential. When pupils miss school,
they miss valuable learning and therefore do not make as much progress. Studies show a clear link
between good attendance and outcomes at GCSE and beyond.

1. All pupils are encouraged to strive for 100% attendance, and expected to achieve at least 97% attendance
throughout the year. As a school, we aim to achieve at least 97% attendance.
2. Pupils with outstanding attendance or most improved attendance will be rewarded on a regular basis.
3. Support and interventions will be put in place for all students whose attendance falls below 93%.
Parent/carers are informed on a half-termly basis if their child’s attendance is a cause for concern. Pupils
whose attendance falls below 90% are classed as persistent absentees (PA) and must be legally reported.
4. If a student is absent from school, a reason for absence must be provided by a parent/carer on the first
day of absence. The school will decide if an absence can be authorised (see appendix). If a pupil is absent
for more than one day, written validation (e.g. doctor’s note) must be provided to the attendance officer on
return to school.
 Persistent Absentees – no absences for PA pupils are authorised without written validation.
These pupils are added to the ‘priority call’ list whose parents/carers are contacted by the
attendance officer on the first morning of absence. Any absence will trigger immediate followup by the attendance or year teams.
5. The Whole School Attendance Lead chairs fortnightly attendance meetings with the attendance officer
and a representative from the year team. The purpose of these meetings is to identify pupils whose
attendance/punctuality is starting to slip and put in place appropriate actions. Notes will be shared at PSPs.
6. Support and intervention will be put in place for all pupils whose attendance starts to cause concern
(see appendix for more detail). Early intervention is vital in order to prevent the build-up of bad habits.
Actions will escalate if attendance does not significantly improve, for example:
 Informal meeting between student and form tutor.
 Attendance support workshop.
 Formal meeting between student and attendance team/year team. Support and advice offered.
 Formal parent meeting. Support and advice offered to parents/carers.
 Formal executive headteacher attendance panel.
 Court warning and penalty notice.
7. Pupils whose attendance continues to be a concern, despite support and intervention, will be required to join
the Attendance Tutor Group, who register at 8.30am every day with the Whole School Attendance
Lead. Absence or lateness to this registration will result in immediate follow-up action, such as a home visit.
8. A penalty notice (PN) may be issued under section 576 of the Education Act 1996 where a student has
an unacceptable level of unauthorised absences, i.e. when a pupil’s attendance falls below 90% for a 10
span of the school’s register.
9. The school does not authorise any extended leave taken in term time. PNs will be issued for all term
time leave. If a student is absent for more than 10 days, she may be removed from the school’s role.

ATTENDANCE AND PUNCTUALITY APPENDICES

APPENDIX 1 – UNAUTHORISED ABSENCE
A telephone call or letter from parents/carers does not in itself authorise an absence; only the school’s
acceptance of the explanation offered by the letter authorises the absence.
No absence for PA pupils will be authorised without written validation, e.g. doctors note or appointment
card.
Authorised Absences may include:
 Sickness
 Emergency medical/dental appointments (every effort should be made to ensure appointments are
outside of school hours)
 Days of agreed religious observance such as Eid.
 Exceptional family circumstances, such as bereavement.
 Going to other educational establishments such as secondary schools for visits, interviews or
examinations.
Unauthorised Absences may include:
 Shopping
 Looking after family members who are unwell or home from school
 Minding the house
 Birthdays, including parties or treats
 Staying at home to be with visiting relatives
 Day trips
 Holidays during term time

APPENDIX 2 – TERM-TIME LEAVE
The school WILL NOT authorise ANY holiday taken during term time. Any unauthorised holidays will be handed
over to the EWS service and penalty notices will be issued. Parents/carers should inform the school of any
intention to take their child out of school for extended leave using the ‘term time holiday form’.
If a student is absent for more than 10 days (20 sessions) a letter will be issued to parents and the students will
be removed from our roll. If the parents do not make contact with the school, this matter will be handed
over to the missing persons unit and local Police.

APPENDIX 3 – PENALTY NOTICES
A Penalty Notice (PN) may be issued under section 576 of the Education Act 1996 where a student has an
unacceptable level of unauthorised absences.
PN’s may be issued when:
 A parent has chosen to take their child on holiday during term time without authorisation,
especially where the absence will lead to the child missing public examinations.
 A student’s attendance falls below 90% for a fixed term period.
 A student’s parent/carer(s) fail to work with the school and EWS to improve attendance.
 A student is persistently late for school after registers close.

Penalty Notice procedures:






A written warning of the possibility of a PN being issued will be sent to the parent/carer advising of the
number of absences and giving 15 school days to effect an improvement.
If attendance does not improve over the fifteen-day warning period then a PN will be issued by EWS if
the absence of pupils meets the criteria.
Payment is £60 if made within 28 days of issue or £120 if paid within 42 days of issue. Payment in full
discharges the parent/carer’s liability. However, prosecution may be considered for further periods of
poor attendance not covered by the PN (a minimum of three months evidence is required after the
Penalty Notice has been paid).
If full payment is not received the LA is required under the Education Act 1996 to commence
proceedings in the Magistrates Court for the original offence of the student’s poor attendance.

APPENDIX 4 – ATTENDANCE INTERVENTION AND ACTIONS
A range of possible actions may be put in place to support pupils to improve their attendance and punctuality.
Some possible strategies are listed below. Early intervention is vital and actions will escalate if attendance does
not improve, despite support provided.

APPENDIX 5 – MISSING CHILDREN
It is the duty of all who work in the education service to secure the safety of children in their charge. Any
prolonged absence from school must be investigated fully and information passed to all relevant stakeholders.
The police should be contacted immediately if any professional has good reason to suspect that a crime against a
child may have been committed.
Deletions from roll must follow the strict guidelines and procedures detailed in the ‘Missing Children Guidance’
document.

APPENDIX 6 – LOOKED AFTER CHILDREN
It is recognised that there are particular problems attached to the underachievement of looked after
children. Particular attention must be paid to the attendance and punctuality patterns of looked after
children and specific support must be provided. See ‘Looked After Children Guidance’ document for
further details.

July 2016

