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ATTENDANCE POLICY (STUDENTS)

THE LAW:

All children of compulsory school age should receive suitable education, either by regular attendance
at school or through other arrangements. Compulsory school age is 5-16 years (however, this is up to
and including the end of June in YT1). If a child is registered at school, parents have the primary legal
responsibility for ensuring that their child attends regularly.

1.1

3.1

RATIONALE OF THE POLICY AS OUTLINED BY THE DEPARTMENT FOR EDUCATION

The school supports the underlying rationale of the Dft's aims of the behaviour and
attendance strand fo secure positive behaviour and attendance by:

111  offering appropriate support to staff to help students learn positive behaviour and
habits of regular attendance;

11.2  promoting the kinds of planning, teaching and school routines and procedures that
support good learning, constructive behaviour and regular attendance;

1.1.3  ensuring all students are motivated to attend school and supported to engage fully in
their learning;

11.4  sharing good practice across schools to promote effective strategies to improve
behaviour and attendance for learning;

1.1.5  engaging the wider community in a more coherent and imaginative approach to local
students, particularly those that are disaffected.

SCHOOL'S RATIONALE

2.1 To create a culture in which full attendance is seen as an essential building block in
students accessing learning, maximising their opportunities for development and
achieving the highest levels of excellence.

PRINCIPLES

Our specific principles relating to attendance include:

3.11 an agreement by students, parents and staff to support our rationale that full
attendance enables students to gain the highest levels of achievement;

3.1.2 an agreement that lateness can undermine the learning process and that a positive
approach to attendance and time-keeping is essential and should be an integrated
part of the Behaviour for Learning system;

3.1.3 achallenging yet supportive approach to achieving full attendance;

3.14 a co-operative approach to the development and implementation of attendance
strategies between students, parents and staff;
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3.2

41

42

3.1.5 acommitment to work co-operatively and collaboratively with our Trust partners,
Temple Newsam Community Partnership (TNCP), the Red Kite Learning Trust (RKLT)
and any outside agency that will enable our school to achieve full attendance.

The school’s practice in relafion to gaining full attendance is based upon legislation, DfE
guidance, and Local authority guidance.

PROCEDURES
General Procedures and attendance and times of the school day
411  the school opens at 8.10 am for students to access breakfast facilities;

41.2 the school day for attendance purposes is composed of the following elements:

8:25 | 8:50 | Tutor Period

8:50 | 9:50 | Period 1

9.50 | 10.10 | Y7/8/9 Morning break

9:50 | 10:50 | Period 2 Y10 & 11

10:10 | 11:10 | Period 2 Y7/8/9

11:10 | 12:15 | Period 3

12:15 | 12:45 | Lunch Y7/8/9
12.15 | 13.20 | Period 4 Y10 & 11

12:45 | 13.50 | Period 4Y7/8/9

13.20 | 13:50 | Lunch Y10 & 11

13.50 | 14.50 | Period 5

14.50 Students may access extra-curricular or Science twilight lessons
Y7 & 8 will access Reading on a Monday & Wednesday so finish time
will be 15.20.

Recording Attendance and Absence:

421 atftendance will be recorded electronically in all lessons through the use of class-
based computers;

4.2.2 Registration and Period 3 are designated as the registration points of the morning
and afternoon sessions;

4.2.3 paper registers must be used and delivered to the Administrator in Student Services
within the first 10 minutes of a teaching period if there are any computer problems or
an email sent listing absent students;

424 students attending after 8.25 must enter through reception and sign in via the
electronic inventory.

4.2.5 the parents of students who are absent will be contacted on the first day of absence
and everyday where contact is not made with school.

Parents must:

4.2.6 make telephone contact on first day of absence stating a specific reason for
absence;
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427

contact the school on each day of a child’s absence, unless the school has
received advanced notfification of the length of absence, in the form of a
hospital admission or medical cerfificate.

43 Lateness:

431

432

433

434

435

43.6

437

Lateness will be processed by the Attendance Administrator;

The school gates will be locked at 8.20 am so that students can arrive at the lesson
start fime of 8.25am;

Students who arrive after 8.20am will need to enter through reception and sign in via
Inventory. Students will be met by a senior leader;

Students will receive a 20-minute punctuality detention after school the following day;
Students who have 5 late arrivals in a half-term will receive a warning letter home;
Students who have 10 late arrivals in a half term will receive a letter requesting a
meeting with parents in school. Students who are regularly late will also receive
student counselling from the Attendance and Pastoral teams;

Students arriving after 9 am will receive a 'U' code which is an absence code, and

this will contribute towards fast track attendance monitoring as referred to in our
attendance response protocols.

44 The Graduated Response

441

442

443

444

445

445

446
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students’ attendance will be monitored very closely by the Attendance Team.

the Pastoral Engagement Lead (PELwill have an overview of students whose
attendance is dropping and consider if support is required by looking at reasons and
patterns of absence.

the Attendance Administrator will make contact via telephone or text message with
the family on any day of absence where no contact has been made.

priority calls will be made on first day of absence to students who have been identified
within our vulnerable cohort by the Pastoral Team;

home visits will be made on the first day of absence if contact cannot be made for
students from our vulnerable cohorts;

STAGE 1
Following 2 days of unauthorised absence Parents will receive a ‘Stage 1’ letter (see
Appendix 1a) to inform them of the concern.

STAGE 2

Following 5 days of absence, students will receive a stage 2 lefter.

The consequences of further absences are explained in the letter.

Proof of iliness will be required after this letter is received for future absences.



Examples of this can be medical appointment cards, prescriptions, hospital
appointment lefter.
A Stage 2 letters will depend on the type of absence. If the 5 days have been
authorised absence, then a stage 2 warning lefter will be sent.
A Ifall 5 days have been unauthorised then a fast-track stage one letter will be
sent and a meeting arranged in school.

447 Following any further unauthorised absences, a letter will be issued to parents
informing them of the decision to progress the case down the Fast track or Case Work
Legal route. Attendance will continue to be monitored under the fast-track local
authority system and meetings and home visits will take place where appropriate.

448 the Pastoral Engagement Lead (PELimay consider a referral to the Templenewsam
Cluster meetings after wave 1 interventions have taken place fo initiate support with
attendance.

449 Atthe end of each academic year any student with below 90% attendance will be sent
a letter outlining the need for proof of illness for any future absences in the next
academic year. (Appendix 1d)

4.5 Truancy:
451 the PEL will be key in the identification of external truancy and will work with the
student and parents to develop a re-engagement package. An attendance contract

may be issued for persistent truancy to monitor and support the student;

452 itistherole of the classroom teacher to inform the relevant Pastoral Officer (PO) of any
suspicious absence within the first 10 minutes of any lesson;

4.5.3 all students signing out must be recorded onto Arbor immediately by Student Services
and a sign out permission slip take to reception;

454 Internal fruancy is prevented using the staff protocols guide. The consequence for
internal fruancy will be a one hour detention the following day.

4.6 Holiday procedures:
4.6.1 the school and the RKLT agree that any absence from school will interfere with a
student’s ability to reach the highest standards of aftainment and therefore believes

that family holidays should occur during school holidays and outside of term times;

4.6.2 only in exceptional circumstances will the school/Trust consider an application for a
holiday. The following steps should be undertaken;

4.6.3 a Holiday Form is completed and returned to the Attendance Administrator at least
two weeks before the requested holiday.

4.6.4 the Principal or delegated Deputy Principal, will consider the family’s reasons for

undertaking a holiday during term time in line with the Trust’s ‘Holidays in Term Time'
policy. Authorisation can only be granted in exceptional circumstances;

4.6.5 failure to ask for permission will rj | G
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