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Attendance Policy 

 
 
 

 

Recognising the strengths and needs of the individual is at the core of our school; this ensures that 
all students can and do achieve both academically and personally irrespective of starting point. We 
believe that students should leave EGA having achieved more than they ever believed possible and 
with the experience, resilience and confidence to help them to become leaders of their own lives 
and their wider community. 

 
Our students come from a diverse background; many with challenging circumstances are exposed to a 
variety of experiences and environments. As such, we seek to redress any imbalance, offering equity 
in terms of access and frequency. 

 
We do this through our four pastoral strands: 

• Personal development 
• Social development 
• Cultural development 
• Raising aspirations 

 
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 
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SLT Attendance Lead • Maintain a whole school focus on 
attendance 

• Liaise with external agencies 
• Coordinate and evaluate attendance 

systems 
• Scrutinise and support systems within 

year structures 
• Identify focus groups and ensure high 

quality interventions take place 
Heads of Year • Lead PM and tutors by maintaining 

oversight of attendance in the year 
• Support and challenge tutors to 

improve attendance in their forms 
• Lead positive messages and 

celebrations good attendance 
• Commission interventions and 

escalate concerns to SLT 
Pastoral Managers • Maintain up to date records of 

attendance, punctuality and actions to 
support tutors 

• Manage a caseload of persistent 
absentees to improve their 
attendance 

• Provide support for families struggling 
to secure good attendance 

Tutors • Identify attendance issues in tutor 
groups 

• Use tutor time to reinforce positive 
messages about attendance 

• Communicate with students and 
families here there is concern 

• Escalate ongoing issues with HoY 
Attendance officer • Maintain accurate registers 

• Contact families of absent students 
• Enact routine interventions when 

attendance thresholds are not met 
• Intervene to raise the attendance of 

groups of students targeted in 
coordination with SLT 

All staff • Create a culture where good 
attendance and punctuality if the 
norm 

 
 

• We will operate on a basis of secure data, effective communication, supportive intervention 
and challenge. 
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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 9am. All students are encouraged to arrive before 8.40 am 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 9am will be registered as late and be required to a 20-minute 

restorative session in social time (for a first or second late) or for 60 minutes after school 
(please see attendance protocol document). 

 
3. Pupils who are late to school three or more times in half term will be placed on an Attendance 

and Punctuality Report and they will also be required to attend a 60-minute restorative 
session after school, supervised by the Head of Year and supported by SLT where necessary. 
Failure to attend ‘punctuality payback’ will result in further sanction in accordance with the 
school’s behaviour policy (see school rewards and consequences system document for more 
detail). Poor patterns of punctuality will result in a parental meeting and pastoral intervention 
in order to support students to meet our expectations in regards to punctuality. 

 
4. Year teams will coordinate support and intervention to support persistently late pupils to 

improve their punctuality and organisational skills. 
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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 
expectations (see Attendance and Punctuality Protocol document). All parents/carers are 
regularly informed about their child’s attendance via reports. 

 
4. Pupils whose attendance falls below 90% are classed as persistent absentees (PA) and must 

be legally reported. 
 

5. All absences should be reported as early as possible by telephone. Parents/carers are 
required to be specific when describing the problem and are requested to not use words 
such as ‘ill’, ‘sick’ or ‘unwell’ without further explanation. 

 
6. The school requires certification from a doctor to authorise a single absence of over three 

days, including absences that span a weekend. Absences longer than three days that are not 
supported by medical certification will not be authorised. We may also ask for recurrent 
illnesses to be certified by a doctor before authorising them. 

 
7. Appointment letters or cards will be required to authorise medical appointments. Wherever 

possible, these appointments should be made after school, at weekends or during school 
holidays, particularly in the case of primary care appointments (GP, dentist and optician). If a 
child has to attend an appointment in school time, the time missed from lessons should be 
minimised by parents/carers sending them to school before and after the appointment. 
Unnecessary absences before or after appointments will not be authorised. 

 
8. The school will not authorise leave for holidays. Where there are exceptional circumstances, 

we may authorise leave but only for the minimum time practicable. 
 

9. If parents/carers decide to take their child out of school without authorisation for an 
extended time or repeatedly for short periods, the school will be forced to inform the local 
authority, who may take legal action, for example the issuing of a penalty notice under 
section 576 of the Education Act 1996 

 
10. No absences will be authorised for Persistent Absentees (pupils with attendance below 90%) 

without written validation. These pupils’ attendance will be closely monitored by the 
attendance officer and/or pastoral teams. 
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11. Staff can raise attendance concerns via the ‘Attendance Team’ email group, which sends 
concerns to SLT, Pastoral Teams and the Attendance Officer. 

 
12. 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 pastoral team/attendance officer. Support and 

advice offered. 
• Formal parent meeting. Support and advice offered to parents/carers 
• Formal Executive Headteacher attendance panel 
• Court warning and penalty notice 

 
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. 

 
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 

 
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 LA 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. 
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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 

 
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. 

 
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. 
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Attendance and Punctuality Protocol 
 

 Attendance Punctuality 

Best form 
in each 

Year 

• We celebrate best form attendance 
weekly in assembly and we hold half 
termly assemblies to celebrate students 
with 100% attendance, 100% 
punctuality/attendance; most improved 

• Heads of Year organise half 
termly/termly celebration events 

• Students can be nominated for EGA 
Commendations and a Headteachers 
Award for outstanding attendance and 
punctuality 

No Lates 
• Regular praise of outstanding 

and improved attendance. 
Students can be nominated for 
EGA Commendations and a 
Headteachers Award for 
outstanding attendance and 
punctuality 

• As part of weekly tutor time 
rota, tutors discuss punctuality 
with the tutor group 

100% 

 

Significant 
improve- 

ment 

 
 
 
 

100% 
-95% 

• Your tutor, Head of Year and the school’s 
Attendance Officer monitor changes in 
your attendance and punctuality 

Three lates or more in a term 
Repeated pattern of lates across a 
half term 
• Tutor discussion with students 

and a phone call with parents. 
• Attendance and Punctuality 

report for 2 weeks 
• Reflection session after school 

lasting up to 60 minutes 

 
 
 
 
 

95%-90% 

• Your parents will be sent an Attendance 
Letter sharing our concerns about your 
attendance dropping below the school 
target 

• Every Year team meets once a week and 
discusses any concerns 

• Your tutor may wish to place you on an 
Attendance and Punctuality Report. 

• We will inform your parents and monitor 
your attendance for a period of 3-6 weeks 

Four lates or more in a term 
Two or more lates in a week 
• Discussion with students and 

phone call with parents. 
• Second Attendance and 

Punctuality report for 2 weeks 
• Reflection session after school 

lasting up to 60 minutes after 
school. 

 
 
 

 
Below 90% 
Persistent 
Absentee 

• Your family will be asked to attend a 
meeting to discuss your attendance 

• Your parents will be sent a further 
Attendance Letter sharing our serious 
concerns about your attendance dropping 
below 90% 

• Every Year team meets once a week and 
discusses any concerns 

• You will be placed on an Attendance and 
Punctuality report to your tutor which 
your HOY will also monitor 

Three or more lates in a week 
No improvement after Punctuality 
report 
• Parent meeting to discuss 

ongoing concerns. 
• Attendance and Punctuality 

before escalation to Head of 
Year 

• Reflection session after school 
lasting up to 60 minutes after 
school. 
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 • You may be placed on the Attendance 
Focus group and will be placed on 
Attendance and Punctuality Report to the 
Attendance Officer meeting once a week 
to discuss your attendance if your 
attendance is below 85% 

• Your family may be issued with a fixed 
penalty notice 

• You may be placed on the 
Attendance Focus group and 
will be placed on Attendance 
and Punctuality Report to the 
Attendance Officer meeting 
once a week to discuss your 
attendance 

 
Register Codes 

 

 
Register Code Description 
/  

Present AM ** 
\  

Present PM ** 
L Late (before registers closed) marked as present ** 
I Authorised absence due to illness (NOT medical or 

dental etc. appointments) 
M Authorised absence due to medical/dental 

appointments 
R Authorised absence due to religious observance 
S Authorised absence due to study leave 
T Authorised absence due to traveller absence 
H Authorised absence due to agreed family holiday 
E Authorised absence as pupil is excluded, with no 

alternative provision made 
C Authorised absence as pupil is absent due to other 

authorised circumstances 
B Approved education activity as pupil being educated off 

site ( NOT dual registration) ** 
D Dual registered (at another establishment) - NOT 

counted in possible attendances ** 
J Approved education activity as pupil is attending 

interview ** 
P Approved education activity as pupil is attending an 

approved sporting activity ** 
V Approved education activity as pupil is away on an 

educational visit or trip ** 
W Approved education activity as pupil is attending work 

experience ** 
G Unauthorised absence as pupil is on a family holiday, 

NOT agreed, or is taking days in excess of an agreed 
family holiday 

U Unauthorised absence as pupil arrived after registers 
closed 

O Unauthorised absence as pupil missed sessions for an 
unauthorised absence not covered by any other 
code/description 

N Unauthorised absence as pupil missed sessions for a 
reason that has not yet been provided 
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Policy written by Ms J Josiah 
Policy Reviewed by Sarah Beagley Headteacher - Autumn Term 2021 
Next Review due – Autumn Term 2022 
Statutory policy/Reviewed annually 
Agreed by governors at the meeting on 30th November 2021 

X Non-compulsory school age absence - not counted in 
possible attendances ** 

Y Unable to attend due to exceptional circumstances - not 
counted in possible attendances 

Z Pupil not yet on roll - not counted in possible 
attendances ** 

# Planned whole or partial school closure - NOT counted 
in possible attendances ** 
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