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Executive Summary
1. What is this policy about?

At Haberdashers’ Academies Trust South, we believe that coming to school every day and arriving on time
helps pupils do well in school and in life as we know that missing school can affect a child’s learning and
future opportunities. That is why we encourage good attendance and punctuality in all our schools.

We also know that attendance problems can become harder to fix over time, so we work quickly to support
families if concerns arise. This policy aims to support families and schools in achieving our goal of high
attendance and punctuality for all.

2. Who is this policy for?
This policy is relevant to:

e Parents/guardians

e Children/young people

e Staff

e Governors

e Any additional services working with our young people/children to achieve strong attendance and
punctuality.

3. What does this policy mean for pupils and families / staff?

Setting out our principles in this policy helps everyone understand the expected procedures for admissions,
attendance and punctuality and the approaches the school might take to support strong attendance and
punctuality.

Parents and guardians have a legal responsibility to make sure their child attends school regularly and arrives
on time. We have a duty to support parents and guardians in doing so.

Each school will apply its own Attendance Policy following the principles and approaches described in this
document

Families needing support with attendance may also find the Resources for families | Children's
Commissioner for England helpful.



https://www.childrenscommissioner.gov.uk/back-into-school/resources-for-families/
https://www.childrenscommissioner.gov.uk/back-into-school/resources-for-families/

4. How is the policy used in practice?

Having clear and consistent expectations of admissions, attendance and punctuality, helps support our
children to reach the highest standards. The policy supports staff and students in achieving our aim of 100%
attendance.

The policy outlines the responsibilities the school has to support students and their parents/guardians to
achieve strong attendance and punctuality.

5. What should pupils, guardians or staff do if they need help or have a concern?

This policy should be looked at together with the Attendance Policy for the individual school. Any further
support, questions or concerns should be raised with the school in the first instance. All schools have a named
Senior Attendance Champion whose details are available on the school website.

6. Where to access further information
Further information can be found on the individual school’s website.

The following documents from the Department for Education may be useful:

o Working together to improve school attendance - GOV.UK

e Summary table of responsibilities for school attendance (applies from 19 August 2024)
e Resources for families | Children's Commissioner for England

e Summary of responsibilities for children missing education

Scope

This is an aligned policy. The principles set out at the start apply to all our schools and to all our staff. The
specific school policy can also be found on the school website.

Rationale

At Haberdashers’ Academies Trust South, we believe that good attendance and punctuality are critical to
enabling our pupils to flourish at school and to be successful in their lives. As a result, our schools actively
promote good attendance and punctuality. We are committed to acting swiftly to address any concerns
before habits are formed because we understand the impact that poor attendance can have on the life
chances of our pupils and that if poor attendance and punctuality go unchallenged, they become harder to
address.

Our schools work in partnership with their parents and guardians, who have a legal duty to ensure their
child/children attend regularly and arrive to school on time. We recognise that sometimes this can be a
challenge and we will do our best to support families in overcoming these challenges. However we will
maintain the highest of expectations at all times as we know how important regular attendance is to the
success of our pupils.

It is our expectation that all pupils will strive to achieve 100% attendance. Research shows that pupils who
attend well, achieve well. Pupils who do not attend school are at greater risk of not achieving their potential
which may hinder future life chances.


https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://assets.publishing.service.gov.uk/media/66bf301e253aee7aafdbdfea/Summary_table_of_responsibilities_for_school_attendance_-_August_2024.pdf
https://www.childrenscommissioner.gov.uk/back-into-school/resources-for-families/
https://assets.publishing.service.gov.uk/media/68a860aebceafd8d0d96a10e/Summary_of_responsibilities_CME_guidance_2025.pdf

Principles

These principles should be read in conjunction with the principles set out in our approach to behaviour as
well as our SEND, Equity, Equality, Diversity and Inclusion strategy, alongside the following statutory
guidance: Working together to improve school attendance - GOV.UK
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/107
3616/Working_together to_improve school attendance.pdf guidance and
‘https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/10
73619/Summary_table_of responsibilities_for_school_attendance. pdfSummary table of responsibilities
for school attendance (applies from 19 August 2024)

Aims
School Responsibilities

It is our schools’ responsibility to employ a range of strategies to promote regular attendance and
punctuality. They undertake a wide range of measures to support pupils where attendance is a concern and
for persistent concerns, it may be necessary to enlist support from external agencies.

Each school will have a named Senior Attendance Champion who is a member of their senior leadership
team with responsibility for this critical area; the Senior Attendance Champion’s details can be found on
each school’s website.

They also have a responsibility to:

1. Ensure statutory guidance is followed and that registers are taken at the start of the morning and
afternoon sessions. Exact timings may vary from school to school. From September 2022 all schools
have been expected to follow Working together to improve school attendance - GOV.UK guidance
which details expectations on schools, alongside the ‘Summary table of responsibilities for school
attendance (applies from 19 August 2024)
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment data/file/107361
6/Working together to improve school attendance.pdfhttps://assets.publishing.service.gov.uk/governmen
t/uploads/system/uploads/attachment data/file/1073619/Summary table of responsibilities for school a
ttendance.pdfThese are:

2. Develop and maintain a whole school culture that promotes the benefits of high attendance.

3. Have a clear school attendance policy which all staff, pupils and parents/guardians understand
including the name and contact details of the Senior Attendance Champion

4. Accurately complete admission and (with the exception of schools where all pupils are boarders)
attendance registers and have effective day to day processes in place to follow-up absence.

5. Regularly monitor and analyse attendance and absence data to identify pupils or cohorts that
require support with their attendance and put effective strategies in place.

6. Build strong relationships with families, listen to and understand barriers to attendance and work
with families to remove them.

7. Share information and work collaboratively with other schools in the area, local authorities, and
other partners when absence is at risk of becoming persistent or severe.

8. Maintain and produce attendance reports which enable them to monitor the attendance of
individual pupils and groups of pupils. This scrutiny can prevent bad habits from forming and can also
be used to set strategic plans to support the attendance of key groups should that be required. It also
enables schools to fulfil their duties under the equalities act and Keeping Children Safe in Education
2026;



https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073616/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073616/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073619/Summary_table_of_responsibilities_for_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073619/Summary_table_of_responsibilities_for_school_attendance.pdf
https://assets.publishing.service.gov.uk/media/66bf301e253aee7aafdbdfea/Summary_table_of_responsibilities_for_school_attendance_-_August_2024.pdf
https://assets.publishing.service.gov.uk/media/66bf301e253aee7aafdbdfea/Summary_table_of_responsibilities_for_school_attendance_-_August_2024.pdf
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://assets.publishing.service.gov.uk/media/66bf301e253aee7aafdbdfea/Summary_table_of_responsibilities_for_school_attendance_-_August_2024.pdf
https://assets.publishing.service.gov.uk/media/66bf301e253aee7aafdbdfea/Summary_table_of_responsibilities_for_school_attendance_-_August_2024.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073616/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073616/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073619/Summary_table_of_responsibilities_for_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073619/Summary_table_of_responsibilities_for_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073619/Summary_table_of_responsibilities_for_school_attendance.pdf

10.
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13.

14.

15.

16.

17.

18.

Authorise absences in accordance with government guidelines;

Follow up absences promptly if they have not been informed of a reason for absence;

Contact parents and guardians if attendance falls below acceptable levels and/or an absence causes
concern;

Promote and model good attendance through assemblies, SMSC activities, rewards policies etc;
Work in partnership with parents and guardians to ensure that they understand their legal
responsibility and are supported to do so if required;

Work with external agencies, including the Local Authority, to maintain good attendance and to
support pupils and families with any issues that may affect regular attendance and punctuality to
school;

Support those with attendance concerns by providing re—integration programmes to enable them
to manage their return where appropriate;

Follow Local Authority protocols and procedures to raise concerns with any Child Missing Education
Summary of responsibilities for children missing education;

Follow Local Authority protocols and procedures should a parent or guardian indicate that they wish
to educate their child at home.

Provide daily attendance data to the DfE and aim to achieve the annual attendance baseline
improvement expectation set for each school.

Remote learning is now established at our schools and pupils with an authorised absence, but able to work,
can access learning materials from home. Schools must ensure that parents/guardians and pupils are aware
of the process for accessing this work.

Parental Responsibilities

Our Parents and guardians have a legal duty to ensure that their children attend school regularly.

We encourage them to:

Work in partnership with their school to support good attendance and punctuality;

Try to avoid making medical and / or dental appointments during the school day unless it is

unavoidable;

Ensure that holidays are taken outside of term time;

Contact the school at an early stage in order to work with staff in resolving any problems which
may affect their child attending school;
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https://assets.publishing.service.gov.uk/media/68a860aebceafd8d0d96a10e/Summary_of_responsibilities_CME_guidance_2025.pdf

Aims
School Responsibilities

It is our schools’ responsibility to employ a range of strategies to promote regular attendance and
punctuality. They undertake a wide range of measures to support pupils where attendance is a concern
and for persistent concerns, it may be necessary to enlist support from external agencies.

Our schools have a responsibility to:

e Ensure statutory guidance is followed,;

e Ensure that registers are taken at the start of the morning and afternoon session.

e Maintain and produce attendance reports which enable them to monitor the attendance of
individual pupils and groups of pupils. This scrutiny can prevent bad habits forming and can also
be used to set strategic plans to support the attendance of key groups should that be required.
It also enables schools to fulfil their duties under the equalities act and Keeping Children Safe in
Education 2020;

e Authorise absences in accordance with the government guidelines. Follow up absences promptly
if they have not been informed of a reason for absence;

e Contact parents and carers if the attendance of their child falls below acceptable levels
and/or an absence causes concern;

e Promote and model good attendance through assemblies, SMSC activities, rewards policies
etc;

e Workin partnership with parents and carers to ensure that they understand their legal
responsibility and are supported in carrying out this duty if required;

e Work with external agencies, including the Local Authority, to maintain good attendance and to
support pupils and families with any issues that may affect attendance and punctuality to
school;

e Support those with attendance concerns by providing re—integration programmes to enable
them to manage regular return where appropriate;

e Follow Local Authority protocols and procedures to raise concerns with any Child Missing
Education;

e Follow Local Authority protocols and procedures should a parent or carer indicate that they wish
to educate their child at home.

e Remote learning is now established at our schools and pupils who are absent but able to work,
can access learning materials from home. Schools must ensure that parents and pupils are aware
of the process for accessing this work.

Parental Responsibilities

Our Parents and Carers have a legal duty to ensure that their children attend school regularly.
We encourage them to:
e  Work in partnership with our school to support good attendance and punctuality;
e Try to avoid making medical and / or dental appointments during the school day unless it is
unavoidable;
e Ensure that holidays are taken outside of term time;
e Ensure their child/ren attend school every day and arrive in school between 8:30am and 9am
ready to start their learning
e Contact the school at an early stage in order to work with staff in resolving any problems which
may affect their child attending school;



We expect that children will:
e attend school regularly
e arrive on time
o feel able to tell a member of staff if there is a family problem with regular and punctual
attendance

Implementation

Parents and carers can expect that the school will:

e Record their child’s attendance regularly, accurately and efficiently

e Make every reasonable effort to contact the child’s parent or carer when their child fails
to attend school without good reason

e Deal discreetly and properly with any problem notified to the school by the parent or carer

o Make all efforts to encourage regular attendance and excellent punctuality

e Instigate proper enquiries before removing the child from the school roll

e Ensure that all families, children, staff and governors are familiar with our policy
and procedures

Promoting good attendance

We will encourage good attendance by:

e Accurately completing attendance registers at the beginning of each morning and afternoon

e Following up absence on the first day

e Undertaking regular attendance checks

e Informing parents and carers if the child’s attendance is a cause for concern

e Undertaking school-based meetings with parents and carers where attendance is identified as
a concern.

e Alerting parents and carers at the beginning of the school year of the importance of building
a good record in attendance, which will feature on the child’s interim and end of year report

e Weekly attendance awarded in our weekly celebration assemblies and school newsletter for the
best class attendance.

e At the end of each term pupils with 100% attendance receive a certificate

e At the end of the academic year, pupils with 100% attendance will be recognised for their
achievement

e An attendance display in communal areas will promote good attendance

e PSHCE lessons and assemblies emphasise the importance of good attendance.

Understanding Types of Absence

Every time a pupil is absent from school, even for part of one day, it is the school’s legal responsibility to
classify the absence as either authorised or unauthorised.

Authorised Absence

We will only authorise a medical absence if the circumstances are unavoidable. An absence is classified
as authorised when a pupil has been away from school for a legitimate reason and the school has
received notification from a parent/carer. Parents are asked to make routine medical and dental
appointments outside school hours wherever possible. Where such appointments in school time are
unavoidable, parents should seek authorisation from the school in advance of the appointment. We will
request medical evidence e.g. a medical appointment card, a letter from a professional, text message, a
doctor’s note, medication prescribed by a doctor, a copy of a prescription, a print screen of medical
notes, as well as letters concerning hospital appointments or any other relevant evidence. We may also
authorise absence for example for a family bereavement or for religious observance.



Unauthorised Absence

These are times when pupils are absent for reasons, which are not permitted by law. Examples
of unauthorised absence are:

e Parents/carers keeping pupils off school unnecessarily.

e Going for a family day out.

e Taking day off to celebrate a birthday

e Term time holiday/cheap flights/visiting family

e Family weddings

Where there is no explanation for an absence or where the explanation or reason for the absence is
considered unsatisfactory absence will be recorded as ‘unauthorised’. The Education Welfare Service
may deem it appropriate to issue a fixed penalty notice or other legal action.

Term Time Holidays Requests

The school does not authorise term time holiday. The Principal has the discretion to authorise a short
period of absence which is due to exceptional circumstances. Exceptional circumstances will be
interpreted as being of unique and significant emotional, educational or spiritual value to the child which
outweighs the loss of teaching time. While decisions will be made on a case by case basis, requests will
normally be refused. Any long period (20 days) of unauthorised absence will result in the pupil being
taken off roll in partnership with the school EWO. The family will then have to reapply for a place on
their return.

Religious Observance

Our school acknowledges the multi-faith nature of the school community and recognises that on some
occasions, religious festivals may fall outside of school holidays or weekends. In accordance with the law,
the school will authorise one day’s absence for a day exclusively set apart for religious observance by
the religious body to which the parent belongs. Should any additional days be taken, these will be
recorded in the register as unauthorised absence

Punctuality

Punctuality It is important that a child arrives to school on time. Registers close at 9.00am. Late arrivals
are disruptive. For statistical reasons, arrival to school after this time is recorded as an unauthorised
absence and will be subject to formal attendance processes. Afternoon registration closes after the
register is taken. Pupils must be collected promptly at the end of the school day. Where late collection
is persistent and/or significantly late, the school is obliged to take any uncollected pupil to a place of
safety and report concerns with other agencies.

Persistent Absence

Pupils with attendance below 90% fall into the ‘Persistent Absentee’ category. This is particularly
relevant if any of the pupil’s absences are unauthorised. Absence of this level will have a detrimental
effect to any pupil’s education and we ask for parents’/carers’ support and cooperation to tackle this
(see table below). Pupils are referred to the Education Welfare Officer where attendance falls below
95%.

Equals absent Learnin
Attendance number of g
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Responding to Non-Attendance

If school have not received a reason for absence by 9:30am, then the following procedure will be
followed:

1. The school will telephone the first name on the contact list.

2. Ifthere is no response school will ring numbers on the contact list, until a reply is received.

3. Anemail will be sent requesting reason for absence.

4. If school have had no response, a home visit will be made if possible, by a member from
the school leadership team and Pastoral team or other agencies working with the family.

5. Inform education welfare of any continuing unexplained absence

6. School will contact the Police if all other stages have been completed and there is still no contact
regarding the absent child.

If a child continues to be persistently absent the parents will attend a meeting with a member of the
Senior Leadership Team, Attendance Officer and EWO. If there is no sustained improvement then the
school will follow the proper legal channels.

Safeguarding

The school reserves the right to invite parents into school to discuss any attendance issues that raise
potential safeguarding concerns. In addition, if the school suspects that a pupil may be at potential risk
as a result of their absence from school, the safeguarding team reserves the right to refer these concerns
to the appropriate external agencies, i.e. — social care (MASH), police. The school will inform
parents/carers if a referral is to be made. However, this may not be appropriate in every circumstance,
and depending on the nature of the safeguarding concern, a referral may be made without informing
the parent/carer. This Policy works in conjunction with the child protection policy.

Home Education

If a parent wishes to withdraw a child from the school the child will be known as ‘Electively Home-
Educated’. Any parent wishing to withdraw their child from the school will be required to confirm this in
writing to the Principal. The school will forward this letter to the Local Authority who will determine
whether or not to accept this new arrangement or challenge it. Further information can be obtained on
the Local Authority Website or by contacting the Home Education Team directly.

Related documents

This policy should be read in conjunction with:
e School attendance Guidance for maintained schools, academies, independent schools and local
authorities — November 2016
e School attendance parental responsibility measures — January 2015
e  Pupil Act 1989 HMSO
e Education Act 2002 HMSO
e Working Together to Safeguard Pupil 2015 HMG
e Keeping Children Safe in Education 2021 DfE
e Prevent Duty Guidance: for England and Wales 2015 HMG
e The Prevent Duty: Departmental advice for schools and childcare providers 2015 DfE
e Identifying and maintaining contact with children missing or at risk of going missing from
Education 2013
e Education Regulations Act (2006)
In order for this policy to be successful every member of staff makes attendance a high priority and
conveys this to the children.



Review
This policy will be reviewed and updated annually in the autumn term, following the recommendations
of the internal or external registers inspection audits that take place.



