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1. School Mission Statement 

An inspiring and vibrant place for learning which enriches, and is a valued part of, the Penzance 
community. 

A place where we: 

− Celebrate individuality 

− Nurture a true sense of belonging 

− Aspire to excellence in everything we do; and 

− Seek to maximise the life chances of all our young people. 
 

2. Our Aim and Principles (incorporating our co-operative core values) 

Humphry Davy School seeks to unlock the talent and enterprise of all our young people.  

We promote high achievement, behaviour and learning for life by working with every individual to: 

• value, trust and respect each member of our community and work together co-operatively; 
• develop their full academic, creative, physical and personal potential, regardless of background 

and overcoming any barriers to learning; 
• develop the knowledge, skills and attributes they need to lead successful and happy lives; 
• become independent, confident, considerate and responsible young people who make a positive 

contribution to society; 
• understand the importance of a fairer and environmentally sustainable world. 
• be empowered to make an ethical and sustainable contribution to local, national and global 

prosperity. 
 

We are committed to justice and equality for all and will carry this through in school life by: 

• recognising individuality; 
• raising aspirations and awareness of opportunities; 
• valuing and celebrating the positive attitudes and diverse achievements of all; 
• encouraging a positive sense of place and identity through awareness of Cornwall’s heritage, 

environment and culture, and understanding and respecting differences on a local, national and 
international level; 

• establishing fair and firm boundaries which promote self-discipline and a responsible attitude 
towards people and property; 

• providing a community where all feel they belong and where each is known as an individual; 
• promoting the personal qualities of resilience, curiosity, self-esteem, self-confidence, self-discipline, 

tolerance and compassion; 
• ensuring that our school is a community in which all participate in decision making and the voice of 

each individual can be heard. 
 

We work to the co-operative ethical values of: 

• Openness – We believe in being open, sharing information and ideas to improve the lives of 
children and young people 

• Honesty – We are professional and respectful with everyone 
• Caring for others – we treat everyone as we wish to be treated ourselves, understanding that 

children and young people have one childhood 
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3. Practice  

Humphry Davy School is committed to providing an education of the highest quality for all its students 
and recognises this can only be achieved by supporting and promoting excellent school attendance 
for all.  Only by attending school regularly, and punctually, will children and young people be able 
to take full advantage of the educational opportunities available to them.  High attainment depends 
on good attendance. We have developed systems within our pastoral procedures to persistently 
promote good attendance. 

The whole school community – students, parents and carers, mentors, the student services team, 
teaching and support staff and school governors – have a responsibility (and legal duty) for ensuring 
good school attendance and have important roles to play.  The role of the policy is to clarify 
everyone’s part in this. 

Assemblies, mentoring and targeted coaching/student attendance targets play an important role in 
promoting the ethos of Humphry Davy school where regular, prompt attendance to school is the 
expected norm.  

The student Code of Conduct (written in conjunction with Student Forum) is available to all students 
and emphasises the responsibility for the student to arrive at lesson and school promptly.  

Students who are experiencing attendance decline will be supported through any combination of:  
Mentor/House Lead/Student Support Team (including Education Welfare), Teaching Assistants, 
SENCO and multi-agency work (see appendix 2). 

Parents can keep apprised of their child's attendance via our online platforms, which we encourage 
parents to sign up to, alongside our traditional methods of communication (reports). 

Each member of staff has responsibility for upholding attendance expectations/good attendance.  

Attendance will be monitored routinely but there will be a formal termly report on standards across 
the school for governors. Progress against the Behaviour and Attitudes Action Plans (SDP) targets will 
be recorded with appropriate action identified and shared.  
 
This policy is based on current government and Local Authority guidance and statutory regulations. 
The school will ensure that all relevant parties know of the policy and have access to it 

4. Aims 

We are committed to meeting our obligation with regards to school attendance through our whole-
school culture and ethos that values good attendance, including: 

✓ Promoting good attendance  

✓ Reducing absence, including persistent and severe absence 

✓ Ensuring every student has access to the full-time education to which they are entitled 

✓ Acting early to address patterns of absence 

✓ Building strong relationships with families to ensure students have the support in place to attend 
school 

✓ Promoting and support punctuality in attending lessons/mentor time. 
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5. Objectives 

✓ To support the safeguarding of all children and families ensuring that students are in school.  

✓ To set out the procedures used for knowing where students who are missing from school are 

and safeguarding them. 

✓ To identify the strategies used to improve attendance and sets out the circumstances in which 

they may be deployed 

✓ To ensure that young people want to be at school, as the main driver to improve attendance 

✓ To establish what the barriers are to attending school – then work in partnership with parents 

(and other agencies if required) to help remove them 

✓ To ensure that the consequences of missed learning is the key driver to improved attendance  

6. Legislation and guidance  

This policy meets the requirements of the working together to improve school attendance from the 
Department for Education (DfE), and refers to the DfE’s statutory guidance on school attendance 
parental responsibility measures. These documents are drawn from the following legislation setting out 
the legal powers and duties that govern school attendance: 

• Part 6 of The Education Act 1996 

• Part 3 of The Education Act 2002 

• Part 7 of The Education and Inspections Act 2006 

• The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 2016 
amendments) 

• The Education (Penalty Notices) (England) (Amendment) Regulations 2013 

• This policy also refers to the DfE’s guidance on the school census, which explains the persistent 
absence threshold. 

7. Roles and responsibilities  

7.1 The governing board 

The governing board is responsible for: 

• Promoting the importance of school attendance across the school’s policies and ethos 

• Making sure school leaders fulfil expectations and statutory duties 

• Regularly reviewing and challenging attendance data 

• Monitoring attendance figures for the whole school 

• Making sure staff receive adequate training on attendance 

• Holding the deputy headteacher to account for the implementation of this policy 

7.2 The headteacher  

The headteacher is responsible for:  

• Implementation of this policy at the school  

• Ensuring the school ethos promotes and celebrates good attendance and punctuality 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
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• Monitoring the school offer to ensure a delivery of a curriculum which is engaging and 
personalised to the needs of students 

• Monitoring school-level absence data and reporting it to governors 

• Supporting staff with monitoring the attendance of individual students 

• Monitoring the impact of any implemented attendance strategies  

• Determine, together with the DHT i/c attendance whether to authorise proposed absence 
requests 

• Ensure action plans reflect the drive and determination in this policy and as revealed in data 
captures. 

• Issuing fixed-penalty notices, where necessary 

7.3 The designated senior leader responsible for attendance 

The designated senior leader is responsible for: 

• Leading initiatives to promote the profile of attendance across the school 

• Offering a clear vision for attendance improvement 

• Together with key staff, interrogate and analyse data on attendance and agree timely 
actions 

• Evaluating and monitoring expectations and processes 

• Having an oversight of data analysis 

• Devising specific strategies to address areas of poor attendance identified through data and 
via support meetings 

• Ensuring calls and meetings are made with parents/carers to discuss attendance issues 

• Maintaining routine celebrations and rewards 

• Delivering targeted intervention and support to students and families  

• Complying with the LA1 process for CME (children missing education), EHE (elective home 
education) and any removal of a child from roll. 

• Complying with the LA process for the issuing of penalty notice’s, first warning and prosecution 
procedures. 

7.4 The attendance officer* / House leads 

The school attendance officer/House Leads are responsible for:  

• Monitoring registration on a daily basis to ensure missing marks are quickly resolved to ensure 
all students are safe and where they should be. Updating N codes (to unauthorised if no 
reason is obtained) after a week* 

• Being a point of contact for parents/carers and relevant school staff regarding absences and 
appointments* 

• Liaising closely with House Leads and Heads of School to issue prompt letters and request for 
support meetings, according to the risk register* 

 

1 LA = Local Authority, Cornwall 
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• Collating and issuing all attendance and punctuality data, daily, weekly, half termly, termly 
and annually* 

• Maintaining a record of all applications for leave of absence during term time*  

• Liaising with the student services co Ordinator to maintain a record and understanding of all 
students who have been removed from roll* 

• Monitoring and analysing attendance data  

• Benchmarking attendance data to identify areas of focus for improvement 

• Providing regular attendance reports to school staff and reporting concerns about attendance 
to the designated senior leader responsible for attendance and the headteacher  

• Working with other House Leads, Heads of School, education welfare officers to tackle 
persistent absence 

• Ensuring data and punctuality of displayed, visible to students.  

• Capitalising on every opportunity to promote attendance  

• Ensure mentors are held accountable for attendance processes during mentor time  

• Ensuring home visits and safeguarding procedures are promptly followed up 

• Providing rewards/celebrations and dedicating assembly time to promotion of attendance 

• Leading pastoral support meetings to develop jointly agreed action plans 

• Maintaining the risk register and devising action 

• Delivering routine rewards and celebrations  

• Coordinating support plans for students returning after long term absence 

• Coordinating the collation of documentation required for fixed-penalty notices/education 
planning meetings/prosecution procedures 

• Advising the headteacher/deputy headteacher when to issue fixed-penalty notices 

7.5 Class Teachers/Mentors 

Class teachers/mentors are responsible for: 

• Providing regular advice, encouragement, challenge and support to the mentor group/class as 
a whole and individually to students about the importance of attendance and punctuality using 
data provided. 

• Ensuring that the statutory attendance register is taken within the first 5 minutes of every 
session, for safeguarding purposes. 

• Ensuring students verbal messages related to attendance and punctuality are passed onto the 
relevant staff 

• Sanction late’s to lesson alongside behaviour policy, requested two late’s to school in a week 
have a greater consequence 

• Being alert to disaffection/lack of engagement/sense of belonging that could result in poor 
attendance and providing avenues to improve (recording any actions on SIMs) 

• Celebrating good attendance via celebrations and $HD (together with helathy competition 
with other mentor groups/houses) 
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• Recording and sharing individual attendance with every mentee; in target books and on flight 
path 

• Providing regular coaching session to targeted individuals as shown on the risk register 

• Identify and shar any patterns trends noticed for mentor group or individuals with House 
Leads 

• Recording attendance on a daily basis, using the correct codes, and submitting this information 
via SIMs within the first 5 minutes of the lesson/mentor period starting. 

7.6 Student Services Co Ordinator 

Will: 

• Take calls from parents about absence on a day-to-day basis and record it on the school 
system 

• Transfer calls from parents to the House Lead in order to provide them with more detailed 
support on attendance, where applicable. 

• Maintaining details on all joiners and leavers, following due process, and regularly sharing via 
link meetings 

• Supporting the role of the attendance officer in all duties as listed above 

• Liaising with Education Welfare to collate paperwork when requested, alongside attendance 
officer, where applicable  

7.7 Parents/carers  

Parents/carers are expected to: 

• Make sure your child attends every day on time, in full school uniform and ready and 
equipped to learn at 8.40am. Together with reminding of the importance of punctuality 
throughout the day 

• Call the school to report your child’s absence before 9.00am on the day of the absence (and 
each subsequent day of absence), and advise when they are expected to return 

• Provide the school with more than 1 emergency contact number for your child 

• Ensure that, where possible, appointments for your child are made outside of the school day 

• Ensure that any request for leave of absence are competed on the LOA form and submitted, 
where possible a month in advance (see appendix 3) 

• Be aware it is an offence for your child to be absent from school without a valid reason 

• Be aware that only the school can determine if an absence from school is authorised 

• Be aware that for unauthorised reasons, the headteacher reserves the right to apply to the 
local authority to issue a penalty notice (fine) or remove a child from roll where process has 
been agreed 

• Ensure that your child attends/completes intervention programmes/independent catch-up work 
to catch up missed learning due to absence 

7.8 Students 

Students are expected to: 
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• Aim to achieve 100% attendance and punctuality, arriving to school on time every day from 
8.40am 

• Come to school well prepared and with the right attitude; to enjoy and achieve 

• Aim to take part in a variety of extra curricular clubs and activities, which promote a sense of 
belonging and enjoyment beyond the classroom 

• Be punctual to every lesson, being in the right place at the right time  

• Ensure you inform students services/mentor/class teacher if you are not able to be registered 
in timetable lesson 

• Ensure all notes/appointment cards are passed onto student services  

• Speak to your mentor where there are problems that may affect attendance, punctuality 
and/or learning 

• Take responsibility to speak to teachers about catch up work, if there is a known absence or 
school event which impacts in learning time 

 

8. Recording attendance 

8.1 Attendance register  

We will keep an attendance register, and place all students onto this register. 

We will take our attendance register at the start of the first session (AM) of each school day and once 
during the second session (PM). It will mark whether every student is: 

▪ Present 

▪ Attending an approved off-site educational activity 

▪ Absent 

▪ Unable to attend due to exceptional circumstances 

Any amendment to the attendance register will include: 

▪ The original entry 

▪ The amended entry  

▪ The reason for the amendment 

▪ The date on which the amendment was made  

▪ The name and position of the person who made the amendment 

See appendix 1 for the DfE attendance codes. 

We will also record: 

▪ Whether the absence is authorised or not 

▪ The nature of the activity if a student is attending an approved educational activity 

▪ The nature of circumstances where a student is unable to attend due to exceptional 
circumstances 

We will keep every entry on the attendance register for 3 years after the date on which the entry 
was made. 

Students must arrive in school by 8.40am on each school day. 
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The register for the first session will be taken at 8.40-8.45am and will be kept open until 9.10am. The 
register for the second session will be taken at 12-12.05pm and will be kept open until 12.30pm. 

8.2 Unplanned absence  

The student’s parent/carer must notify the school of the reason for the absence on the first day of an 
unplanned absence by 9am or as soon as practically possible by calling the school (see also section 
7). 

If a child has a genuine reason to be absent from school parents or carers must: 

- Telephone the school on each day of absence, stating the reason for absence (preferably before 
8.15am) on 01736 363559 (and selecting Attendance) 

- Attendance@humphry-davy.cornwall.sch.uk  
We will mark absence due to illness as authorised unless the school has a genuine concern about the 
authenticity of the illness. 

If the authenticity of the illness is in doubt, the school may ask the student’s parent/carer to provide 
medical evidence, such as a doctor’s note, prescription, appointment card or other appropriate form 
of evidence. We will not ask for medical evidence unnecessarily. 

If the school is not satisfied about the authenticity of the illness, the absence will be recorded as 
unauthorised and parents/carers will be notified of this in advance. 

8.3 Planned absence  

Attending a medical or dental appointment will be counted as authorised as long as the student’s 
parent/carer notifies the school in advance of the appointment. 

A leave of absence form must be submitted in advance (see appendix 3 for form) 

However, we encourage parents/carers to make medical and dental appointments out of school hours 
where possible. Where this is not possible, the student should be out of school for the minimum amount 
of time necessary. 

The student’s parent/carer must also apply for other types of term-time absence as far in advance as 
possible of the requested absence. Go to section 5 to find out which term-time absences the school 
can authorise.  

8.4 Lateness and punctuality  

A student who arrives late: 

• Before the register has closed will be marked as late, using the appropriate code 

• After the register has closed will be marked as absent, using the appropriate code 

Staff will be on late gate from 8.45am and record any latecomers on a register. Two late’s, without 
genuine reason, will have a detention. 

8.5 Following up unexplained absence 

Where any student we expect to attend school does not attend, or stops attending, without reason, 
the school will: 

• Contact the student’s parent/carer on the morning of the first day of unexplained absence to 
ascertain the reason. If the school cannot reach any of the student’s emergency contacts, the 
school may conduct a home visit (where there are existing safeguarding concerns this may 
trigger a police or MARU2 referral) or on the second day of no contact in other cases 

 

2 MARU = Multi Agency Referral Unit 

mailto:Attendance@humphry-davy.cornwall.sch.uk
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• Identify whether the absence is approved or not 

• Identify the correct attendance code to use and input it as soon as the reason for absence is 
ascertained – this will be no later than 5 working days after the session 

• Call the parent/carer on each day that the absence continues without explanation to ensure 
proper safeguarding action is taken where necessary. If absence continues, the school will 
consider involving an education welfare officer, reporting to child missing education (CME) 

8.6 Reporting to parents/carers 

The school will regularly inform parents about their child’s attendance and absence levels. 

Parents/carers can keep apprised of their child's attendance via our online platforms, which we 
encourage parents to sign up to for live attendance information alongside our traditional methods of 
communication (reports etc..). 

9. Authorised and unauthorised absence  

9.1 Approval for term-time absence  

The headteacher will only grant a leave of absence to a pupil during term time if they consider there 
to be 'exceptional circumstances'. A leave of absence is granted at the headteacher’s discretion, 
including the length of time the pupil is authorised to be absent for. 

In considering whether ‘exceptional circumstances’ apply, the headteacher will consider if the reasons 
are rare, significant, unavoidable and short. 

The school considers each application for term-time absence individually, taking into account the 
specific facts, circumstances and relevant context behind the request (see appendix 3) 

Any request should be submitted as soon as it is anticipated and, where possible, at least a month 
before the absence, and in accordance with any leave of absence request form (see appendix 3). 
The headteacher may require evidence to support any request for leave of absence.  

Valid reasons for authorised absence include: 

- Illness and medical/dental appointments (see sections 8.2 and 8.3 for more detail) 

- Religious observance – where the day is exclusively set apart for religious observance by the 
religious body to which the pupil’s parents belong.  If necessary, the school will seek advice from 
the parents’ religious body to confirm whether the day is set apart 

- Traveller pupils travelling for occupational purposes – this covers Roma, English and Welsh 
gypsies, Irish and Scottish travellers, showmen (fairground people) and circus people, bargees 
(occupational boat dwellers) and new travellers. Absence may be authorised only when a 
traveller family is known to be travelling for occupational purposes and has agreed this with the 
school, but it is not known whether the pupil is attending educational provision 

- Study leave  

- Short term timetable changes  

9.2 Legal sanctions  

The school or local authority can fine parents for the unauthorised absence of their child from school, 
where the child is of compulsory school age. 

If issued with a fine, or penalty notice, each parent must pay £60 within 21 days or £120 within 28 
days. The payment must be made directly to the local authority. 

Penalty notices can be issued by a headteacher, local authority officer or the police.  
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The decision on whether or not to issue a penalty notice may take into account: 

• The number of unauthorised absences occurring within a rolling academic year  

• One-off instances of irregular attendance, such as holidays taken in term time without 
permission 

• Where an excluded pupil is found in a public place during school hours without a justifiable 
reason 

If the payment has not been made after 28 days, the local authority can decide whether to prosecute 
or withdraw the notice. 

10. Strategies for promoting attendance  

We take every opportunity to promote and reward good attendance and the links with progress and 
attainment. 

In addition to weekly issued $HD for every child gaining 100% attendance (and a termly prizes), we 
issue certificates and milestone $HD3 termly (platinum and gold attendance 10-20 $HD). 

Students are able to spend their $HD using our online shop (E Praise). They can purchase many items 
(which change termly), for example; stationary, water bottles, sports equipment, vouchers, donation to 
school charity, money off Y11 Prom etc.. 

Humphry Davy School behaviour system operates based on responsibility and choice. We use 
language encourages students to take responsibility and make an appropriate choice, especially 
when preparing them for life beyond Humphry Davy School where good attendance is a prerequisite 
for success.  

When a student is late, it is recorded on our behaviour system. Two late’s in one week will incur a 
detention. Please refer to our Behaviour and relationship policy for more information. 

11. Attendance monitoring and process 

11.1 Managing absence/lateness 

 Action 

Daily - Ensure that any student arriving late is recorded with staff in the gates/or at 
student services (AO4) 

- Ensure the attendance register is updated with late students (AO) 

- Ensure details of students arriving late are communicated via the flag on the 
code/R Code (AO/M5) 

- Ensure accurate details are noted of parents/carers who contact the school to 
report absence (AO) 

- Contact parent/carers by text who fail to notify the school by 9am on the 1st 
day of absence – ensuring any follow up action is flagged to relevant staff 
(AO) 

- Send text to all parents/carers of students arriving late the school  or who 
drop below thresholds of attendance (AO) 

 

3 $HD = Humphry Davy Dollar 

4 AO = Attendance Officer 

5 M = Mentor 
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- Ensure all students are registered, and especially those on the vulnerable 
register (AO) 

- Chase up missing registers – using on call staff if required (AO) 

- Ensure no student is allowed to leave school for an appointment without the 
presence of an appropriate school authorisation slip (AO) 

- Follow up calls made to parents/carers of absent students who have been 
identified at risk; to challenge absences and encourage swift return (M/HL6) 

- Authorise appointments (HoS7) 

- Escalate any absences causing concern to House Leads/Heads of 
School/Safeguarding team (AO/M) 

Weekly - Produce weekly attendance and punctuality data for House 
Leads/mentors/Heads of School/senior leader in charge of attendance 
(AO/Data) 

- Display weekly data on attendance and punctuality on Mentor Slides (league 
table to encourage friends competition) (AO/Data) 

- Mentors record weekly attendance on mentor flight path and reward raffle 
tickets for 100% attendees (M/HL) 

- Issue appropriate consequences for students late more than once in a week 
(M/HL) 

- Contact parent/carers by telephone regarding attendance pr punctuality, 
particularly if patterns are emerging (HL/HoS) 

- Contact parent/carers if their child’s aggregated attendance for the year to 
date falls below 96% for the first time (this excludes those who fall below 
96% for an authorised reason) (HL/HoS) 

- Keep a close eye on data across the school (DHT) 

- Agree appropriate intervention strategies with attendance officer/House 
Leads/heads of School (DHT8) 

- Provide update to SLT (DHT) 

Half 
termly 

- Produce half termly attendance and punctuality data for House 
Leads/Mentors/Heads of School/Senior Leader in charge of attendance  

- Mentees update their target booklets with current attendance and review 
targets/set targets (Me9) 

- Update the risk register and circulate to key staff (AO) 

- Action Plan created around risk register (HL/HoS) 

- Attendance focus in assembly (HL) 

- Liaise with HL/HoS to arrange pastoral support meetings for any student on 
the risk register requiring intervention (see appendix 2 and support meetings 
below) (AO/HL/HoS) 

 

6 HL = House Lead 

7 HoS = Head of School 

8 DHT = Deputy Headteacher (SLT i/c attendance) 

9 Me = Mentees/Students 
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- Arrange half termly mentor rewards for best performing mentor groups (HL) 

- Issue letter of concern/meeting invite to those on risk register (HL/HoS) 

- Overview of half termly risk register and actions agreed (DHT) 

- Collate data and review patterns for reporting cycle, including: attendance, 
punctuality, persistent absentees, leave of absence requests (DHT) 

- Agree list of students requiring a pastoral support review meeting (HL/DHT) 

Termly - Produce termly attendance and punctuality data for all key staff (AO/Data) 

- Display termly data in prominent place, visible for all students/staff 
(AO/M/HL) 

- Issue letters of concern/meeting invites to those on risk register (HL/HoS) 

- Issue termly rewards and certificates (plus $HD) (HL/M) 

- Issue termly $HD to those reaching a threshold of attendance (HL/HoS) 

- Large scale rewards celebration for raffle prize winner (HL/HoS/DHT) 

Annually - Rewards trips or best attendance (All) 

- Review SDP action plan and evaluate/set new targets (DHT) 

 

11.2 Risk Register 

Late Risk Register (late’s recorded in the previous half term): 

No late marks Level 0 

1-6 late marks Level 1 

7-10 late marks Level 2 

11-15 late marks Level 3  

15+ late marks Level 4 

 

Attendance Risk Register (Termly Updates) (see also appendix 2): 

98-100% Level 0 Excellent attendance  

96-98% Level 1 Text message sent the first time a student falls 
below 97% 

90-95% Level 2 - high risk of 
persistent absence 

a) Attendance drops below 96%. Letter (1) 
and attendance certificate sent home. 
Mentor to monitor attendance and apply 
RIPPLE coaching/commence parental 
communication. 

b) Attendance drops below 93%. Letter (2) and 
attendance certificate sent. Parental meeting 
with House Lead and attendance officer. 
Support plan agreed and recorded. Medical 
evidence requested beyond this point. House 
lead conduct weekly monitoring/record 
keeping against targets. Early consultation 
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with HoS/EWO 

c) Attendance drops below 91%. Letter (3) and 
attendance certificate sent home. Second 
meeting with HoS to establish support and 
action needed. Individual support plan in 
plan in place with identified targets and 
parental attendance contract. Heads of 
School to conduct weekly monitoring and 
recording of student attendance patterns. 
Keep EWO involved with attendance 
pattern, especially where decline. 

85-90% Level 3 - persistent absence Referral to Education Welfare and reported to DHT 
i/c attendance 

Possible legal action – Education Planning 
meeting/first warning of prosecution 

>85% Level 4 - serious persistent 
absence 

Legal action continues of no improvement  

 

The risk register will trigger various levels of intervention and support meetings (see appendix 2). 

Support meetings will: 

• Discuss levels of authorised and unauthorised absences 

• Discuss punctuality and lateness 

• Consider at how missed learning can be caught up 

• Discuss causes for the levels of absence and lateness 

• Provide challenge and support to improve attendance and punctuality by the school, 
parents/carer, students, and where appropriate, other external agencies 

• Set an action plan with achievable and realistic attendance and punctuality targets 

• Set a review date  

• May put in place a parental attendance contract 10(Level 2c, where all else has failed to show 
an improvement) 

11.1 Monitoring attendance 

The school will: 

• Monitor attendance and absence data half-termly, termly and yearly across the school and at 
an individual student level 

• Identify whether or not there are particular groups of children whose absences may be a cause 
for concern 

Student-level absence data will be collected each term and published at national and local authority 

level through the DfE's school absence national statistics releases. The underlying school-level absence 

 

10 Parenting contracts are a formal written agreement to improve attendance, and are written alongside our normal support meeting structure. They are 
voluntary but are set within the context of possible legal action in the future. They commit both parents and the school  to work together to bring about 
attendance improvements. 
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data is published alongside the national statistics. The school will compare attendance data to the 

national average, and share this with the governing body.  

11.2 Analysing attendance 

The school will: 

• Analyse attendance and absence data regularly to identify pupils or cohorts that need 
additional support with their attendance, and use this analysis to provide targeted support to 
these pupils and their families 

• Look at historic and emerging patterns of attendance and absence, and then develop strategies 
to address these patterns   

11.3 Using intelligent data to improve attendance 

The school will: 

• Provide regular attendance reports to House Leads/Mentors/Heads of Faculty/class teachers 
and other school leaders, to facilitate discussions with students and families 

• Use data to monitor and evaluate the impact of any interventions put in place in order to modify 
them and inform future strategies 

• Provide training for all staff to access data  

11.4 Reducing persistent and severe absence 

Persistent absence is where a pupil misses 10% or more of school, and severe absence is where a 
pupil misses 50% or more of school. 

The school will: 

• Use attendance data to find patterns and trends of persistent and severe absence 

• Hold regular meetings with the parents of pupils who the school (and/or local authority) 
considers to be vulnerable, or are persistently or severely absent, to discuss attendance and 
engagement at school 

• Provide access to wider support services to remove the barriers to attendance, with close 
monitoring, target setting and interventions as required. 

11.5 Attendance and absence data 

Over 1 Year: 

Attendance  Missed days / learning  

100% 0 

98% Less than 4 days / 8 sessions 

97% Less than 5 days / 10 sessions 

95% Less than 10 days / 20 sessions 

90% 20 days / 40 sessions 

85% 27.5 days / 55 sessions 

80% 37.5 days / 75 sessions 

 

Over 5 years: 
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Attendance  Missed weeks / learning  

85-90% 19 weeks = ½ year absence from school 

80% 38 weeks = 1 full year absent from school 

 

12. Monitoring arrangements  

This policy will be reviewed as guidance from the local authority or DfE is updated, there will be a 

yearly compliance check and full review every two years. At every review, the policy will be 

approved by the full governing board.  

13. Removal from roll of school 

Schools must only remove compulsory school aged children from the roll of the school under certain 

circumstances defined in Education (Pupil Registration) (England) Regulations 2006/ 

Humphry Davy completes a checklist prior to any deletion from roll and liaises closely with Child 

Missing education team, education welfare service in conjunction with any removal. 

14. Links with other policies  

This policy links to the following policies: 

• Child protection and safeguarding policy 

• Behaviour and Relationships policy 

• Data Protection Policy and Privacy notice 

• Equality, Diversity and Inclusion Policy 

• Children in Care Policy 

 

Appendix 1: attendance codes  

The following codes are taken from the DfE’s guidance on school attendance. 

Code Definition Scenario 

/ Present (am) Pupil is present at morning registration 

\ Present (pm) Pupil is present at afternoon registration 

L Late arrival Pupil arrives late before register has closed 

B Off-site educational activity 
Pupil is at a supervised off-site educational 
activity approved by the school 

D Dual registered 
Pupil is attending a session at another setting 
where they are also registered 
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J Interview 
Pupil has an interview with a prospective 
employer/educational establishment 

P Sporting activity 
Pupil is participating in a supervised sporting 
activity approved by the school 

V Educational trip or visit 
Pupil is on an educational visit/trip organised, 
or approved, by the school 

W Work experience Pupil is on a work experience placement 

 

Code Definition Scenario 

Authorised absence 

C Authorised leave of absence 
Pupil has been granted a leave of absence 
due to exceptional circumstances 

E Excluded 
Pupil has been excluded but no alternative 
provision has been made 

H Authorised holiday 
Pupil has been allowed to go on holiday due 
to exceptional circumstances 

I Illness 
School has been notified that a pupil will be 
absent due to illness 

M Medical/dental appointment Pupil is at a medical or dental appointment 

R Religious observance 
Pupil is taking part in a day of religious 
observance 

S Study leave 
Year 11 pupil is on study leave during their  
public examinations 

T 
Gypsy, Roma and traveller 
absence 

Pupil from a traveller community is travelling, 
as agreed with the school 

Unauthorised absence 

G Unauthorised holiday 
Pupil is on a holiday that was not approved 
by the school 
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N Reason not provided 

Pupil is absent for an unknown reason (this 
code should be amended when the reason 
emerges, or replaced with code O if no 
reason for absence has been provided after 
a reasonable amount of time) 

O Unauthorised absence 
School is not satisfied with reason for pupil's 
absence 

U Arrival after registration 
Pupil arrived at school after the register 
closed 

 

Code Definition Scenario 

X Not required to be in school 
Pupil of non-compulsory school age is not 
required to attend 

Y 
Unable to attend due to 
exceptional circumstances 

School site is closed, there is disruption to 
travel as a result of a local/national 
emergency, or pupil is in custody 

Z Pupil not on admission register 
Register set up but pupil has not yet joined 
the school 

# Planned school closure 
Whole or partial school closure due to half-
term/bank holiday/INSET day 

 



 

 
19 

Appendix 2: Attendance Poster and Mentor Flight Path  

 

Appendix 3: Leave of Absence form  
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Appendix 4: Mentor Target setting booklet 

 


