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CHRISTLETON HIGH SCHOOL 
 

 

ATTENDANCE AND PUNCTUALITY POLICY 
 

1.  Rationale 
 

1.1 Research based evidence strongly links student attendance and student progress. Students with no absences from 
school are over two times as likely to achieve 5+ GCSE grades 9-5. When a child is absent from school, whether their 
absence is authorised or not, it can lead to gaps in understanding, knowledge and skills and can have an impact upon 
their Attitude and Learning Habits. We believe that every second a child is in school contributes to giving them the 
very best possible chances of lifelong success. 

 
 

2.  Legal Framework 
 

2.1 Under Section 576 of the Education Act 1996 a ‘parent’ in relation to a child or young person is defined as: 
 

 The natural parent of a child, whether they are married or not 

 Anyone who although not a natural parent has Parental Responsibility for a child 

 Any person, who although not a natural parent, has care of a child 
 

2.2 Under Section 7 of the Education Act 1996, parents are responsible for making sure that their children of 
compulsory school age receive full-time education. Parents have a legal responsibility to ensure their child’s regular 
attendance at the school where they are registered. If a child of compulsory school age who is registered at a school 
fails to attend regularly at the school then the parent is guilty of an offence under Section 444(1) of the Education Act 
1996. Since March 2001 there has been a further offence where a parent, knowing that their child is failing to attend 
regularly at school, fails without reasonable justification to cause him/her to attend (Education Act 1996, section 
444(1A) as amended by the Criminal Justice and Court Service Act 2000). 

 
 

3.  Categories of Absence 
 

3.1 Absence from school due to illness 
We ask that parents/carers only keep a child at home when they are too ill to attend school.  On such occasions, their 
absence should be reported to school in a timely manner (see Reporting an Absence).  Once a child returns to school 
they should endeavour to catch up on any missed work, speaking to subject staff where needed.  Form Tutors will 
informally ‘check-in’ with a child following any period of absence. 

3.2 Medical absences and medical evidence  
Any medical absences more than 14 sessions (7 days) per academic year will need to be supported by medical 
evidence. Evidence can take the form of one of the following: a dated GP/Nurse appointment card, a dated note from 
the GP/Nurse written in the student’s planner, a compliment slip signed and dated by the GP/Nurse, a prescription 
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or proof of prescribed medication relating to the current illness. Parents will receive a letter requesting medical 
evidence after 14 sessions of illness; this may be requested at an earlier stage if legal interventions are 
ongoing.  Parents/carers should be aware that ten or more unauthorized absences over a term may result in their 
receiving a Fixed Penalty Notice (Fixed Penalty Notices).  
If school have requested medical evidence due to attendance concerns, school will require this evidence to authorise 
the absences. Should this not be provided the absences will remain unauthorised. Unauthorised absences can lead 
to consideration for our Non-school attendance process and school’s consideration for legal intervention. 
Medical evidence may be requested to support children who are under the care of medical consultants.  In these 
cases, a support plan needs to be considered for school to provide a suitable educational plan. If the medical evidence 
and advice support the relevant criteria school can then consider a referral for the Local Authority’s Medical Needs 
Access to Education Team.   

 
Medical and other essential appointments for students should be made out of school hours. On occasions where this 
is unavoidable, e.g. specific hospital clinic hours, parents/carers must make school aware of such appointments in 
advance, via the absence line or via the school app.  Students must sign in/out for appointments at Student Reception 
and should show their appointment card. 

 
3.3 Covid related absence 
Parents/carers should refer to the current UK guidelines regarding COVID testing and periods of absence. 

 
3.4 Unauthorised Absence - Fixed Penalty Notices 
Parents/carers should be aware that Christleton High School may contact the Local Authority if a student has 10 or 
more unauthorised session absences in any one term, with a view to issuing a Fixed Penalty Notice.    
The Penalty Notice is issued individually to each parent/carer who fails to ensure their children’s regular attendance 
at school. The Penalty is £60 per parent/carer per child if paid within 21 days, rising to £120 if paid within 28 days. 
Non-payment of the Fixed Penalty Notice may result in prosecution in the Magistrates Court. If proven guilty, the 
parent/carer will receive a criminal record.  

 
3.5 Leave of Absence 
In line with the amendments made in the Education (Pupil Registration) (England) (Amendment) Regulations 2013, 
Headteachers may not grant any Leave of Absence during term time unless there are exceptional circumstances.  
Any parent/carer wishing to request Leave of Absence for their son/daughter should request in writing, using the 
Absence Request Form available from Student Reception or on the website, Parents/Absence, two weeks in advance. 
The completed form should be returned to Student Reception or emailed to attendance@christletonhigh.co.uk when 
the Headteacher will consider the request. The form is available from the website at 
https://www.christletonhigh.co.uk/parents/.  
 
It should be noted that if any application is declined and a consecutive 5 or more unauthorised days absence occurs, 
then Christleton High School may apply to the Local Authority for a Fixed Penalty Notice to be issued to each 
parent/carer. The penalty is £60 per parent/carer per child if paid within 21 days, rising to £120 if paid within 28 days. 
Non-payment of the Fixed Penalty Notice may result in prosecution in the Magistrates court. If proven guilty, the 
parent/carer will receive a criminal record. 

 
3.6 Long Term Absence  

When the school has been notified that a student will be unable to attend school for a period of time, due to medical 
reasons or psychiatric and psychological conditions, school will liaise on a regular basis with the LA and other 
appropriate agencies to promote the achievement and reintegration of those students with long term absence. The 
LA may provide home tuition in some instances. 

https://www.christletonhigh.co.uk/parents/
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4. Roles and Responsibilities 

Role Responsibilities 

Student • Arrive at 8.40 am for registration every morning.  

• Arrive on time for lessons. 

• If late, sign in at Main Reception.  

• Attend restorative/supportive conversations with Form Tutor or Subject staff. 

• If leaving school during the school day you will not be allowed to leave without some 

communication regarding appointments to be via email or voicemail and then sign out at 

Main Reception. 

• Tell Form Tutor/Class Teacher or Head of Year if you have any problems attending school.  

• Copy up/catch up any work missed as a result of absence once returned to school. 

• Speak to a teacher/member of staff if you need support. 

Parent/Carer • Ensure that your child(ren) leaves for school on time every day or establish a home routine to 

check that children have left home to get to school on time. 

• Ensure that your child(ren) attend school regularly.  

• Inform school on the first and every day of the child’s absence. 

• Provide detailed explanations for child’s absences from school by reporting absences using 

the school app, email or by phoning the school 

• Avoid taking children out of school in term time.  

• Notify the school as soon as problems arise with the child's attendance.  

• Attend attendance meetings to support child’s attendance. 

• Provide medical evidence when requested to support absences 

• Apply for leave of absence using the CHS application form, two weeks ahead of the date of 

intended leave, providing evidence where possible. 

Form Tutor • Give attendance a high profile. 

• Support students in self-regulating and reflecting upon their attendance 

• Alert Head of Year / Attendance Officer of any concerns or issues via Ed:Gen and/or email 

• Support students in improving attendance and removing barriers to good attendance 

• Keep an accurate register - responsibility of all staff 

• Monitor individual students at risk of falling below attendance target and take appropriate 

action with the Head of Year and AO/AFLO as required. 

Head of Year • Give attendance a high profile at assemblies and school events.  

• Monitor Year Group attendance targets and record keeping.  

• Implement effective Rewards and Sanctions. 

• Support Form Tutors on issues of non-attendance and with internal truancy, remedying 

causes and applying sanctions.  

• Liaise with Attendance Officer/AFLO over concerns regarding persistent absenteeism and 

refer names of students to begin Staged Intervention Approach.  

• Meet with Attendance Officer and AFLO regularly to review attendance of Year Group.  

• Assist Attendance Officer with referrals to the Education Welfare Service.  
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• Ensure work is provided for excluded students and long-term absentees.  

• Work with targeted students identified from attendance tracking meetings. 

SLT link  Discuss attendance of year group during HOY/SLT meetings. 

 Attend final stage meetings with AFLO before referral to CWAC/case work. 

 When/if appropriate act as SLT mentor for students with significant issues and background or 
refer to student services. 

Attendance 
Officer 

• Oversee administration of the Ed:Gen Register system and ensure that correct and accurate 

codes are entered, referring to AFLO and SLT where necessary 

• Monitor first day of absence - send home attendance text or phone call, prompting home 

visits where required. 

• Support the work of SLT, Heads of Year and Form Tutors by: 

o Providing regular attendance information.   

o Run weekly reports weekly attendance analysis report (cumulative from start of year 

to previous day), school cumulative attendance, group vulnerability report (SEND, PP, 

LAC/IC), Persistent Absence report -  

o Contacting parents on first and every day of absence 

• Liaise with Heads of Year to monitor accuracy of record keeping.  

• Work with colleagues to identify causes of non-attendance. -  

• Send letters to students and families. 

• Liaise with AFLO to discuss concerns and to track progress of cases   

• Refer students missing from lessons to SLT on call or Student Services team. 

• Follow appropriate LA procedure.   

• Sign students in as they arrive late and leave during the school day.  

• Daily:  deal with missing registers, enter and monitor reasons for absence, report on post 

registration truancy, check for extra names, resolve conflicting marks 

Attendance and 
Family Liaison 
Officer 

• Act as a supportive role to prevent prosecution (or further prosecution in the event of 
extremely poor attendance (<90%) 

• Advise the school on strategies to promote the regular and punctual attendance of all 
students and assist with the implementation of agreed strategies. 

• Liaise with the Attendance Officer to analyse attendance data for students and intervene 
using the school’s attendance strategy where attendance falls below threshold. 

• Meet with school staff, students and parents to establish the reasons for non-
attendance/poor punctuality and agree a plan with appropriate strategies and timescales to 
tackle the issues. 

• Contact the families through home visits and/or meetings in school. 

• Liaise with the Education Welfare Officer. Prepare the appropriate paperwork and present 

• information as required to enable the school to meet its obligations and statutory 
responsibilities. 

• Request penalty fine notices, and, if appropriate, further legal paperwork. 

• Liaise with the Pastoral Team to advise on all matters relating to attendance and where 
necessary take a lead role in developing work processes to improve school attendance.  
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SLT Attendance 
Lead  
(currently Mrs N 
Roberts, 
Assistant 
Headteacher) 

• Implement Attendance Policy and inform parents.   

• Monitor and review Attendance Policy annually.   

• Set and monitor attendance targets – in school and with Local Authority.   

• Monitor register accuracy and collate statistics/analysis. 

• Give attendance a high profile at assemblies, school events e.g. Parents’ Evening and in the 

SWAN, Website and Attendance Display.  

• Support Heads of Year on issues of non-attendance and internal truancy. 

• Monitor holiday requests during term time.  

• Work with AFLO to tackle persistent or severe absenteeism.  

• Report on attendance to Governors and SLT. 

CWAC • Support cases of significant persistent or severe absenteeism or case work to issue FPN or 

legal action. 

Governors The governing board is responsible for:  
 agreeing the policy and any revisions as required.  
 reviewing the effectiveness of the implementation of the policy at least annually. 

 
The governing body will carry out these duties by working alongside the Assistant Headteacher 
responsible for Attendance at the Pastoral Panel, which will include scrutiny of attendance data and 
relevant actions. 
 

 
 
 

5. Procedures and Guidelines 
 
5.1  Appendix 1 details the procedures that will be adhered to when completing registers and acting upon student 

absence. 
5.2  Guidelines for recording and monitoring of student punctuality can be found in Appendix 1. 
 

 
 
6. Monitoring and Support of Attendance 
 
6.1 Form Tutors are responsible for the monitoring of their form’s attendance.  Form Tutors will monitor missed 
sessions, patterns of missed absence and consult Heads of Year if there are any causes for concern.  Form Tutors will 
hold supportive conversations with students to discuss attendance and the catching up of missed work.  Following 
conversations with students, where appropriate, Form Tutors will contact parents/carers to discuss periods of 
absence and discuss potential next steps should poor attendance continue. 
 
6.2 Heads of Year and Senior Leaders will analyse patterns of attendance with the school’s Attendance Officer and 
Attendance and Family Liaison Officer.  Appropriate next steps and strategies will be agreed in line with the whole 
school attendance strategy (Appendix 2).  These may include home visits, use of emotional based non-school 
attendance strategies and Attendance Panel Meetings with parents and students. The Pastoral Attendance Team will 
meet regularly to monitor statistics and to discuss students causing concern and who need earlier intervention.  When 
analysing attendance data, the following are carefully monitored for cohorts and individual students: 

 Total sessions missed due to illness 

 Total sessions missed due to other reasons (authorized) 

 Total sessions missed due to unauthorized absences 

 U codes (arrival after the close of registers 9am) 
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 Weekly patterns emerging related to absence 
 

 
6.3 Stages of Attendance are used to link attendance levels to lost learning.  Stages of attendance are used to monitor 
and analyze student attendance.  Stages of attendance link to intervention, and for more critical attendance levels, 
contact with LA for casework.  The Assistant Headteacher with responsibility for Attendance will report to the 
Governors’ Pastoral Panel on a termly basis.  
 
6.4 At Christleton High School, the attendance of all our students is monitored regularly using missed session counts.  
This provides a standardised approach to facilitate early intervention as detailed on the previous pages.  All stages of 
intervention will start with a conversation to offer support and outline potential next steps.  Our Attendance Team 
work closely with the school Senior Pastoral and Safeguarding Teams, alongside other outside agencies to find a 
suitable pathway to provide support for students and families, identifying barriers and working together to resolve 
them. 
 
 
6.5 Persistent and Severe Absence.   
Those students who have an attendance of 90% or below (or absence rate of 10% or more) are categorised as 
‘Persistent Absence’ students (P.A.).   Following our staged intervention approach, we aim to prevent as many 
students as possible from being classed as PA.  Careful monitoring of attendance data and review of interventions 
aim to avoid students from reaching this level of absence.  Should all previous stages of intervention fail to prompt 
an improvement in attendance, our Attendance Team will meet with school Senior Pastoral and Safeguarding Teams, 
alongside other outside agencies to work with parents and families to provide support, without the need for any legal 
intervention.  Partners will work together to explain the consequences clearly and ensure support is in place to enable 
families to respond.   Interventions at this stage could include the opening of a TAF, parenting agreements, parenting 
contracts or an Educational Supervision Order.   
Students who have previously been classed as persistent absences are closely monitored to ensure support and 
intervention are delivered quickly to avoid absences, where possible. 
 
Where all other avenues have been exhausted and support is not working or not being engaged with, we will contact 
the Local Authority to enforce attendance through statutory intervention or prosecution to protect the pupil’s right 
to an education. 
 
Students who have an attendance of 50% or below (or absence rate of 50% or more) are classed as ‘Severely Absence’ 
(S.A).    These students are prioritized to ensure that across the services, intensive support can be delivered.  This may 
include an attendance or family plan, consideration for an education, health and care plan or an alternative form of 
educational provision where necessary to overcome the barriers to being in school.  
 
 

 
7.  Legal Sanctions 

 
7.1 The school reserves the right to use any of the following sanctions to fulfil its obligations with respect to school 
attendance and punctuality: 
• Pastoral detention. 
• Subject Department detention 
• Local Authority involvement and referral 
• Parenting Contracts. - Section 444(1) of the Education Act 1996 provides that a parent commits an offence if his 
or her compulsory school age child who is a registered student fails to attend school regularly. This can result in the 
school offering the parent the opportunity to enter into a parenting contract following a student‘s truancy under 
section 19 of the Antisocial Behaviour Act 2003 (with The Governing Body) 
• Fixed Penalty Notices issued by the school. - Section 444(1) of the Education Act 1996 provides that a parent 
commits an offence if his or her compulsory school age child who is a registered student fails to attend school 
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regularly. This can result in the Local Authority issuing a fixed penalty notice under section 23 of the Anti-social 
Behaviour Act 2003.  
• Prosecution by Local Authority 

 
 
 

8.  Monitoring, Evaluating and Reviewing the Policy  
 

8.1 This policy is monitored as a matter of course by those responsible for its day-to-day operation. Attendance data 
and trends are analysed regularly to identify trends and patterns and initiate appropriate responses. 

 
 
 
 
 

Approved by the Governing Body on 22 November 2012 
Reviewed by DS June 2013 

Amended by DS in May 2015 
Re-Approved by the Governing Body on 9 November 2016 

Amended by RH in July 2018 
Re-approved by Governing Body on 6 November 2018 

Amended by RH in March 2019 
Amended by RH October 2020 

Approved by the Governing Body on 03 December 2020 
Amended by NR on 26 November 2021 

Amended by NR on 21 October 2022 
Approved by the Governing Board on 01 December 2022 
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Appendix 1:  Attendance Guidelines 
 
 
 
Registration 
All students are expected to attend school for the full 190 days of the academic year unless there is very good reason for 
the absence. 
School registers provide a daily record of attendance of all students. They are legal documents that must be completed 
twice daily (registration and P4). The register may be required in a Court of Law, for example as evidence in prosecutions 
for non-attendance. The register should be marked using the codes as advised by the Department for Education (DfE). 
One school day is marked as two sessions - a.m. and p.m.  
In addition to the above, staff at Christleton High School complete a register during every lesson using Ed:Gen Attendance 
Manager.  This also allows staff and parents/carers to monitor attendance and punctuality in subject lessons. 
During registration or in subject lessons, school must record whether every student is present, attending an approved 
educational activity, absent or unable to attend due to other exceptional circumstances.   
Christleton High School will meet its statutory obligations by reporting data on authorised and un-authorised absence in 
the school, in accordance with the DfE requirements. 
 
 
Reporting an absence 
Where a child is too ill to attend school, it is imperative that their absence is reported to school before 09:30 on the day 
of absence.  This should be completed via the absence line (telephone), email, or via the school app.   Information passed 
to the school should include the child’s name, form, reason for absence and the name of the parent/carer reporting the 
absence.  Absences should be reported on each day of absence.  Failure to contact the school could result in an 
unauthorised absence. 

First Day Contact 
Christleton High School will ensure that all staff are aware of the registration procedures and that they will complete 
accurate registration processes within 10 minutes of each morning and afternoon session. 
 
It is the parent/carer’s responsibility to inform school of the reason for a student’s absence before 09:30 through the 
absence line, email or via school app and on every day of absence thereafter. If no contact is achieved from parent/carer 
on their child’s first day of absence Christleton High School will send a text message. Parents/carers may be contacted by 
telephone if no response is received from the text. 
   
If no contact is achieved with the parent/carer of an absent student on the first day of absence, school will try to contact 
the parent via all other contacts listed. A letter will be sent on the third day of absence.  A home visit may be carried out 
or police informed if there are safeguarding concerns.   
Although it is the parent/carer’s responsibility to notify school of any absence, it is at the school’s discretion how this 
absence is coded in relation to authorised or unauthorised absence.    
 
If attendance does not improve then it is likely that Form Tutors will hold a supportive conversation with students in the 
first instance.  Following this, Form Tutors will contact parents/carers to discuss any barriers to good attendance and to 
provide support in relation to catching up on missed work.  If attendance does not improve following this, Heads of Year 
will invite parents/carers into Christleton High School for a meeting to discuss the poor attendance/punctuality with a 
view to resolving the situation. The school works closely with Education Welfare Consultants, other outside agencies and 
the Local Authority in an effort to improve attendance without the need for any legal intervention.     
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Lateness and Punctuality 
Parents/carers are expected to ensure that their children are on school site by 8:35am and are in their form rooms for 
registration at 8:40am. 
 
Children arriving after 08:40 should report to the Student Reception where they will be issued a late mark.   Closure of the 
register will be at 9.00am in line with DfE guidance.  Students who arrive after the close of registers will be coded a ‘U’ – 
unauthorised absence. 
 
Afternoon registration takes place at the start of Period 4.   Closure of the register will be 10 minutes after the start of 
the lesson in line with DfE guidance.  Students who arrive after the close of registers will be coded a ‘U’ – unauthorised 
absence. 
 
 
Parents/carers should be aware that school may contact the Local Authority if a pupil has 10 or more unauthorised 
absences in any one term, with a view to issuing a Fixed Penalty Notice. The Penalty Notice is issued individually to each 
parent/carer who fails to ensure their children’s regular attendance at school. The Penalty is £60 per parent/carer per 
child if paid within 21 days, rising to £120 if paid within 28 days. Non-payment of the Fixed Penalty Notice may result in 
prosecution in the Magistrates Court. If proved guilty, the parent/carer will receive a criminal record.    

 
 

Strategies to tackle lateness will include: 
 

a) Supportive conversations between Form Tutor and student 
b) Form Tutor detentions 
c) Pastoral/HOY detentions 
d) SLT detentions 
e) Punctuality Workshops run by the school Attendance and Family Liaison Officer 
f) A system of rewards and sanctions, giving punctuality a high profile in Form time and in 

assemblies. Weekly detentions on an escalating scale.  
g) Inviting parents into school to discuss lateness. 

 
 
 
 
 
Appendix 2:  Every Second Counts Strategy Parent/Carer Information change 

 

https://drive.google.com/file/d/16XUrIFEHePjkPE-YVuzOJsGaiJVRI0XE/view?usp=sharing

