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Statement of Intent
James Calvert Spence College believes that in order to facilitate teaching and learning, good
attendance is essential. Pupils cannot achieve their full potential if they do not regularly attend
school. As such we have set our school target at 96%.
We are committed to:






Promoting and modelling good attendance.
Ensuring equality and fairness for all.
Intervening early and working with other agencies to ensure the health and safety of
our pupils.
Rewarding regular attendance.
Ensuring parents follow the framework set in section 7 of the Education Act 1996 which
states that:
“The parent of every child of compulsory school age shall cause him/her to
receive efficient full-time education suitable:
a) to age, ability and aptitude and
b) to any special educational needs he/she may have
Either by regular attendance at school or otherwise”.

Signed by:

Headteacher

Date:

Chair of governors

Date:

Introduction
Excellent attendance promotes excellent learning. Regular school attendance is essential if
children are to achieve their full potential.
James Calvert Spence College believe that regular school attendance is crucial to allowing
children to maximise the educational opportunities available to them and become emotionally
resilient, confident and competent adults who are able to realise their full potential and make
a positive contribution to their community.
James Calvert Spence College values all pupils. As set out in this policy, we will work with
families to early identify the reasons for poor attendance and try to resolve any difficulties.
James Calvert Spence College believe attendance is a shared responsibility, involving the
whole school community and local community; Our Attendance Policy should not be viewed
in isolation; it is a thread that runs through all aspects of school improvement, and is supported
by our policies on teaching and learning, safeguarding, anti-bullying, behaviour, exclusions,
Pupil Code of Conduct, and SEND. This policy also takes into account the Education Act 1996,
Human Rights Act 1998, the Disability Discrimination Act 1995, the Race Relations Act 2000,
the Equality Act 2010, , DfE (2019) ‘School attendance’, DfE (2016) ‘Children missing
education’, and DfE (2019) ‘Keeping children safe in education’.

James Calvert Spence College defines our key levels of attendance as:

Attendance

Description

99-100%

Excellent

97-98.9%

Good

95-96.9%

Satisfactory

90.1-94.9%

Unsatisfactory

Less than 90%

Persistent Absence

1.

Principles

James Calvert Spence College believe the following important principles underpin our
approach to managing attendance:











Pupils and parents/carers understand the issues and procedures for attendance and
punctuality.
All school staff, including governors, administrative and support staff understand the
issues and procedures for attendance and punctuality.
Clear procedures for enabling pupils to come to school.
Attendance issues are addressed in the curriculum.
Parents/carers and pupils having the opportunity to raise concerns and share in
addressing those concerns.
Allocating resources e.g. time, people and space to support the policy.
Rewarding students who have good attendance and those who strive to improve their
attendance.
Identifying patterns of absence and intervening early. Patterns of attendance are
established early in a school career. Children who miss significant amounts of their
education in primary schools are more likely to truant later on. We will work with the
school partnership using data to identify students early.
Sanctions for failing to ensure regular attendance are fully understood by the whole
school community and parents/carers.

Each of these principles is explained in full detail in the following guidance.

2.

Definitions

2.1

The school defines “absence” as either:




2.2





2.3











Arrival at school after the register has closed.
Not attending school for any reason.

The school defines an “authorised absence” as:
An absence for sickness for which the school has granted leave.
Medical or dental appointments which unavoidably fall during school time for which the
school has granted leave.
Religious or cultural observances for which the school has granted leave.
An absence due to a family emergency.

The school defines an “unauthorised absence” as:
Parents keeping children away from school unnecessarily or without reason.
Truancy before or during the school day.
Absences which have not been properly explained.
Arrival at school after the register has closed.
Absence due to shopping, looking after other children or birthdays.
Absence due to day trips/holidays in term time which have not been agreed.
Leaving school for no reason during the day.
A pupil’s/family member’s birthday.
Shopping for uniform/shoes.
Having haircut.





2.4


3.

Closure of a sibling’s school for INSET (or other) purposes.
Illness where the child is considered well enough to attend school.
Leave of Absence taken without the authorisation of school.

The school defines “persistent absenteeism (PA)” as:
Missing 10% percent or more of schooling across the academic year for any reason.

Rights/Roles/Responsibilities

There is a clear link between poor attendance at school and lower academic
achievement. Of pupils who miss more than 50 per cent of school only around
three per cent achieve five or more GCSEs at grades A* to C(9-5) including
Maths and English.
James Calvert Spence College believe that improved school attendance can only be achieved
if it is viewed as a shared responsibility of the school staff, governors, parents/carers, pupils
and the wider school community.

3.1











The Governing Body will:
Ensure that the importance and value of good attendance is promoted to pupils and
their parents/carers.
Have a named senior leader to lead on attendance, usually the Assistant Headteacher
in charge of Ethos and Culture.
Annually review the school’s Attendance Policy and ensure the required resources are
available to fully implement the policy.
Identify a member of the governing body to lead on attendance matters.
Ensure that the Registration Regulations, England, 2006 and other attendance related
legislation is complied with.
Monitor the school’s attendance and related issues through termly reporting at
Governing Body Meetings.
Ensure that attendance data is reported to the Local Authority and Department of
Education as required and on time.
Have clear systems in school to report, record and monitor the attendance of all pupils,
including those who are educated off-site.
Ensure that there are procedures for collecting and analysing attendance data
frequently to identify causes and patterns of absence.
Ensure that data is understood and used to devise solutions and to evaluate the
effectiveness of interventions.

A positive learning climate is essential for promoting good attendance.

3.2




The Leadership Team will:
Actively promote the importance and value of good attendance to pupils and their
parents/carers.
Form positive relationships with pupils and parents/carers.
Ensure that there is a whole school approach which reinforces good school
attendance; with good teaching and learning experiences that encourage all pupils to
attend and to achieve.












Monitor the implementation of the Attendance Policy and ensure that the policy is
reviewed annually.
Make staff aware of the Attendance Policy and ensure they are adequately trained to
address attendance issues.
Ensure that the Registration Regulations, England, 2006 and other attendance related
legislation is complied with.
Have a named senior leader to lead on attendance and allocate sufficient time and
resources.
Return school attendance data to the Local Authority and Department of Education as
required and on time.
Report the school’s attendance and related issues through termly reporting to the
Governing Body and on a half termly basis to the lead governor for attendance.
Have systems in place to report, record and monitor the attendance of all pupils,
including those who are educated off-site.
Collate and analyse attendance data frequently to identify causes and patterns of
absence.
Interpret the data to develop solutions and to evaluate the effectiveness of
interventions.
Involve Education Welfare and develop a multi-agency response to improve
attendance and support pupils and their families.

3.3 Directors/Heads
Tutors/Teachers will:













3.4




of

Department

/Pastoral

Staff/Form

Ensure registers are completed promptly and accurately.
Actively promote the importance and value of good attendance to pupils and their
parents/carers.
Contact home when students are absent from school. This will be done on a sliding
scale as per the process set out in Appendix 1.
Form positive relationships with pupils and parents/carers.
Contribute to a whole school approach which reinforces good school attendance; with
good teaching and learning experiences that encourage all pupils to attend and to
achieve. A positive learning climate is essential for promoting good attendance.
Comply with the Registration Regulations, England, 2006 and other attendance related
legislation.
Implement systems to report, record and monitor the attendance of all pupils, including
those who are educated off-site.
Analyse attendance data to identify causes and patterns of absence.
Contribute to the evaluation of school strategies and interventions.
Work with the Education Welfare Officer and other agencies to improve attendance
and support pupils and their families.
Document interventions used to a standard required by the local authority should legal
proceedings be instigated.

Parents/Carers will:
Ensure their child attends school as required by the law.
Ensure that the school have up to date contact details. Two are required to fulfil
safeguarding requirements.
Talk to their child about school and what goes on there. Take a positive interest in their
child’s work and educational progress.














4.

Instil the value of education and regular school attendance within the home.
Encourage their child to look to the future and have aspirations.
Contact the school if their child is absent to let them know the reason why and the
expected date of return. This contact will be made on every day of absence. Follow
this up with a note where possible.
Avoid unnecessary absences. Wherever possible make appointments for the doctors,
dentists etc. outside of school hours.
Ask the school for help if their child is experiencing difficulties.
Inform the school of any change in circumstances that may impact on their child’s
attendance.
Support the school; take every opportunity to get involved in their child’s education,
form a positive relationship with school and acknowledge the importance of children
receiving the same messages from both school and home.
Encourage routine at home, for example, bed times, homework, preparing school bag
and uniform the evening before.
Not keep their child off school to go shopping, to help at home or to look after other
members of the family.
Avoid taking their child on family holidays during term-time.

Legal Framework

Section 7 of the 1996 Education Act states that parents must ensure that children of
compulsory school age receive efficient full-time education suitable to their age, ability and
aptitude to any special educational needs they may have, either by regular attendance at
school or otherwise.
A child is of Compulsory School Age at the beginning of the term following their 5 th birthday.
A child ceases to be of compulsory school age on the last Friday in June of the school year in
which they reach the age of 16.
Under the Education Act 1996, the Local Authority has a statutory responsibility to ensure that
parents secure education for children of compulsory school age and where necessary, use
legal enforcement. This responsibility is undertaken by Education Welfare.
The Education (Pupil Registration) (England) Regulations 2006, expect schools to take an
attendance register twice a day, once at the start of the morning session and then again during
the afternoon session.
The register must record whether the pupil was:





5.

present;
absent;
present at approved educational activity; or
unable to attend due to exceptional circumstances.

Categorising absence

Where pupils of compulsory school age are recorded as absent, the register must show
whether the absence is authorised or unauthorised.

Absence can only be authorised by the school and cannot be authorised by parents/carers.
All absences will be treated as unauthorised unless a satisfactory explanation and or evidence
for the pupil’s absence has been received.
Parents/carers should advise the school by telephone on the first day of absence, and on each
day of absence thereafter, and provide the school with an expected date of return. This should
be followed up in the form of a written note from the parent/carer, though verbal explanations
may be acceptable where this is considered appropriate. Alternative arrangements will be
agreed with non-English speaking parents/carers.
Absence will be categorised as follows:

5.1

Illness

In most cases a telephone call but preferably a note from the parent/carer informing the school
that their child is ill will be acceptable. Where there are repeated absences due to reported
illness parents/carers will be asked to provide medical evidence. This will usually be in the
form of an appointment card, prescription etc.
It is at the discretion of the college to decide what is deemed appropriate medical evidence,
for example a mental health diagnosis must be made by a professional in mental health.

5.2

Medical/Dental Appointments

Parents /carers are advised where possible to make medical and dental appointments outside
of the school day. Where this is not possible, pupils should attend school for part of the day.
Parents will be expected to show the appointment card to school.

5.3

Other Authorised Circumstances

This relates to occasions where there is cause for absence due to exceptional circumstances,
for example family bereavement, visiting a parent in prison or part time timetable agreed as
part of a reintegration package.

5.4

Excluded (No alternative provision made)

Exclusion from attending school is counted as an authorised absence. The child’s Pastoral
Support Officer will make arrangements for work to be sent home.

5.5

Leave of absence during term time

Our aim is to prepare pupils for their future lives and careers. With this in mind, we require
parents to observe the school holidays as prescribed. Amendments to the 2006 pupil
regulations removed references to family holiday, extended leave and the statutory threshold
of ten school days (Authorised at the discretion of the Head Teacher). It is therefore highly
unlikely that a request for leave during term time for a holiday will be granted. The amendments
make clear that:
‘Head Teachers may not grant any leave of absence during term time unless there are
exceptional circumstances. Head Teachers should determine the number of school
days a child can be away from school if the leave is granted’
Therefore, leave during term time will only be authorised in the most exceptional of
circumstances, for example bereavement or serious illness. Any requests for leave during
term time will be considered on an individual basis and the pupil’s previous attendance record
will be taken into account.
Requests for leave will not be granted in the following circumstances:






Immediately before and during assessment periods
When a pupil’s attendance record shows any unauthorised absence
Where a pupil’s authorised absence record is already above 10 percent for any reason
If term time leave is not granted, taking a pupil out of school will be recorded as an
unauthorised absence and will likely result in sanctions such as a penalty notice.

Leave of absence during term time is entirely at the discretion of the Head Teacher and is not
a parental right.
It is at the Head Teacher’s discretion to request the Local authority to issue a Fixed Penalty
Notice.
All decisions in relation to whether leave of absence is granted (authorised) or not
(unauthorised) should be applied consistently and equitably.

5.5.1 Application Process









A parent/carer requesting leave of absence during term time should make the
application in writing at least two weeks in advance.
School may invite the parent/carer into school to discuss the reasons for the application
and the impact the absence may have on the child’s education.
The school will reply to all applications. All replies will be signed and dated by the
Head-teacher/Acting Headteacher/member of the ELT.
If leave is not granted, the reason for not authorising a request will be clearly stated,
explaining why exceptional circumstances have not been met, in addition to the
possible consequences of disregarding the refusal to grant absence. i.e. a request to
the Local Authority to issue a Penalty notice. All replies should be signed and dated by
the Head-teacher/Acting Head/member of the ELT.
If leave is granted, the length of authorised absence will be clearly stated including the
date the child is expected to return to school including possible consequences if the
child fails to return on that date. All replies will be signed and dated by the Headteacher/member of the ELT.
If a parent /carer remove their child from school without requesting leave of absence
or without authorisation from the Head Teacher and the Head Teacher wish the Local
Authority to issue a Penalty Notice; the parent will be informed in writing that a request
to the Local authority to issue a Penalty Notice is being made.

N.B. A minimum absence of ten sessions (five school days) which are unauthorised must be
recorded against the pupils name within a 6-12 week period. This guidance is in accordance
with the Local Code of Conduct for Penalty Notices which was reviewed and revised in June
2107
If a pupil fails to return and contact with the parents /carers has not been made or received,
school may take the pupil off the school’s roll in compliance with the Education (Pupil
Registration) (England) Regulations 2006. This means that the child will lose their school
place.

5.6

Religious Observance

James Calvert Spence College acknowledges the multi-faith nature of British society and
recognises that on some occasions, religious festivals may fall outside school holiday periods
or weekends and this necessitates a consideration of authorised absence or special leave for
religious observance.

It is reasonable for a parent/carer to request their children not to attend school on any day of
religious observance if recognised by the parent’s/carer’s religious body.
Parents/carers are requested to give advance notice to the school if they intend their child to
be absent.
However, in the interests of fulfilling the academic requirements of the school and limiting the
authorised absence rate of the school, it is identified as reasonable that no more than one day
be designated for any individual occasion of religious observance/festival and no more than
three days in total in any academic year. Any further absence will be categorised as
unauthorised.

5.7

Traveller Absence

The aim for the attendance of Traveller children, in common with all other children, is to attend
school as regularly and as frequently as possible.
To protect Traveller parents/carers from unreasonable prosecution for non-attendance, the
Education Act 1944, section 86, states that a Traveller parent is safe from prosecution if their
child accrues 200 attendances (i.e. 200 half days) in a year. This is only when the family are
engaged in a trade or business that requires them to travel and when the child is attending
school as regularly as that trade permits.
It does not mean that part-time education for Traveller children is legally acceptable, nor does
it relieve parents/carers of their duties to ensure that their children are receiving suitable
education when not at school.
When in or around Northumberland, if a family can reasonably travel back to their Base School
(see below) then the expectation is that their child will attend full-time.
James Calvert Spence College will be regarded as the base school if it is the school where
the child normally attends when they are not travelling. However, the pupil must have attended
in the last 18 months. Traveller children can register at other schools temporarily while away
from their base school, in such cases, the pupil’s school place at James Calvert Spence
College will be kept open for them whilst travelling. This is to protect them from unfairly losing
their place at their school of usual attendance.
James Calvert Spence College can only effectively operate as the child’s base school if it is
engaged in on-going dialogue with Traveller families. This means that parents/carers must:



advise of their forthcoming travelling patterns before they happen; and
inform the school regarding proposed return dates

James Calvert Spence College will authorise absence of Traveller children if we are satisfied
that a family is travelling and has given indication that they intend to return.
Traveller children will be recorded as attending an approved educational activity when:




The child is on roll and attending another visited school
Undertaking supervised educational activity under the jurisdiction of another Local
Authority’s Traveller Education Service
The child is undertaking computer based distance learning that is time evidenced

Where Traveller children are registered pupils at a school and are known to be present either
at a site (official or otherwise) or in a house and are not attending school, the absence will be
investigated in the same way as that for any pupil

5.8

Young carers

The school understands the difficulties young carers face, and will endeavour to identify young
carers at the earliest opportunity, as well as throughout their time at the school.
The school takes a caring and flexible approach to the needs of young carers and each
situation will be examined on a case-by-case basis, involving other agencies if appropriate.

5.9

Late Arrival

Registration begins at 8.50am, pupils arriving after this time will be marked as present but
arriving late. (L) The register will close at 9.20am pupils arriving after the close of register will
be recorded as late after registration (U), this will not be authorised and will count as an
absence for that school session.
On arrival after the close of register, pupils must immediately report to the school reception to
ensure that we can be responsible for their health and safety whilst they are in school.
Absence will only be authorised if a satisfactory explanation for the late arrival can be
provided, for example, evidence of attendance at a medical appointment.
The absence will be recorded as unauthorised if the pupil has arrived late without justifiable
cause, for example, if they woke up late or were waiting for their uniform to dry.

5.10 Unauthorised absence
Absence will not be authorised unless parents have provided a satisfactory explanation and
that it has been accepted as such by the school.

6.

Exceptional circumstances

When absence is due to exceptional circumstances, the ‘Y’ code will be used on the
attendance register.
Exceptional circumstances include when a pupil is unable to attend because:




Transport provided by the school or LA is not available and the pupil’s home is not
within walking distance.
There has been widespread disruption to travel services which has prevented the pupil
from attending.
The pupil is in custody and will be detained for less than four months.

The use of the ‘Y’ code is collected in the school census for statistical purposes.

7.

Rewarding good attendance

The school acknowledges the importance of attendance by having it built in to the Rewards
Lighthouse of the school.
Good attendance and punctuality will be rewarded in the following ways:




Letters home
Rewards raffle
Merits

School trips and events are a privilege. Where attendance drops below 90 percent, these
privileges may be taken away.
Attendance at the Year 11 Prom requires 90 percent attendance in Year 11.

8.

Deletions from the Register

In accordance with the Education (Pupil Registration) (England) Regulations 2006, pupils will
only be deleted from the register when one of the following circumstances applies:













The pupil has ceased to be of compulsory school age
Permanent exclusion has occurred and procedures have been completed
Death of a pupil
Transfer between schools
Pupil withdrawn to be educated outside the school system
Failure to return from an extended holiday after both the school and the local authority
have tried to locate the pupil
A medical condition prevents their attendance and return to the school before ending
compulsory school-age
In custody for more than four months (in discussion with The Youth Offending Team)
20 days continuous unauthorised absence and both the local authority and school have
tried to locate the pupil
Left the school but not known where he/she has gone after both the school and the
local authority have tried to locate the pupil
The school is replaced by another school on a School Attendance Order
The School Attendance Order is revoked by the local authority

James Calvert Spence College will follow Northumberland County Council’s Children Missing
Education Protocol when a pupil’s whereabouts is unknown.

9.

Using Attendance Data

Pupil’s attendance will be monitored and may be shared with the Local Authority and other
agencies if a pupil’s attendance is a cause for concern.
Indicators next to a pupil’s name will show if their attendance has stayed the same, improved
or deteriorated. This pupil level data will be used to trigger school action as set out in the
escalation of intervention (See Appendix 1).
Attendance data will also be used to identify emerging patterns and trends to inform whole
school/partnership strategies to improve attendance and attainment.
James Calvert Spence College will share attendance data with the Department for Education
and the local authority as required.
All information shared will be done so in accordance with the Data Protection Act 1998.

10. Support Systems
School recognise that poor attendance is often a sign that there are more serious issues going
on in a child’s life. This may be linked to problems at home and or in school. Parents/carers
should make school aware of any difficulties or changes in circumstances that may affect their
child’s attendance and or behaviour in school, for example, bereavement, divorce/separation,
incidents of domestic abuse. This will help the school identify any additional support that may
be required.
James Calvert Spence College also recognise that some pupils are more likely to require
additional support to attain good attendance, for example, those pupils with special

educational needs, those with physical or mental health needs, migrant and refugee pupils
and looked after children.
The school will implement strategies to support improved attendance and the strategies
selected will depend upon the individual case and will be the sole decision of the school.
Strategies that may be employed include:
















Discussion with parents and pupils.
Attendance panels/ School Attendance Contracts (EXAMPLE Appendix 2).
Attendance report cards.
Referrals to support agencies.
Learning mentors.
Pupil Voice Activities.
Friendship groups.
PSHE.
Family learning.
Reward systems.
Time limited part time time-tables.
Additional learning support.
Behaviour support.
Inclusion units.
Reintegration support packages.

Support offered to families will be child centred and planned in discussion and agreement with
both parents/carers and pupils but will ultimately be decided by the school.
Where parents/carers fail or refuse to engage with the support offered and further
unauthorised absence occurs, James Calvert Spence College will refer to Education Welfare
and the use of legal sanctions will be considered.

11. Parenting Contracts (used in conjunction with Fast
Track to Attendance) (Anti Social Behaviour Act 2003)
A Parenting contract is a voluntary agreement between school, the parent/ carer and the Local
Authority (EWO). It can also be extended to include the child depending on age.
The contract will outline attendance targets and will detail agreed actions that will help to
achieve the target.
The contract can be used as evidence in a prosecution should parents fail to carry out agreed
actions.
Parenting Contracts will be used in accordance with Northumberland County Council’s
Protocol.

12. Legal Sanctions
12.1 Prosecution
Where intervention by school and the Education Welfare Officer fails to bring about an
improvement in attendance, legal action in the Magistrates’ Court may be taken. The school
will provide Education Welfare / Local Authority with evidence required for a prosecution under
Section 444 of the Education Act 1996 and will appear as a prosecution witness if required by

the court. This is to ensure that parents realise their own responsibilities in ensuring
attendance at school and most importantly about returning children to education.
Section 444 of the Education Act 1996 states that if a parent fails to ensure the regular school
attendance of their child if he/she is a registered pupil at a school and is of compulsory school
age, then they are guilty of an offence.
A parent found guilty of this offence can be fined up to £2500 and or be imprisoned for a period
of three months.
Alternatives to Section 444 prosecution are; Penalty Notices or an Education Supervision
Order.

12.2 Penalty Notices
(Anti-Social Behaviour Act 2003) Penalty Notices will be considered in accordance with
Northumberland County Council’s Protocols
A Penalty Notice gives the parent the opportunity to discharge themselves of their legal
responsibility if a £60 fine is paid within 22 days or £120 if paid within 28 days of the date the
Notice was issued. Failure to pay the Penalty Notice may result in a prosecution under
Section 444 of the Education Act 1996.

Addendum: Attendance Changes During the Coronavirus
(COVID-19) Pandemic
1 Taking attendance during partial school closure
During the partial school closure period, the school will adhere to the current government
guidance by implementing the following measures:











Attendance is non-compulsory during partial school closure and parents will not be
fined for not bringing their child to school in line with the Coronavirus Act 2020
Disapplication of section 444(1) and (1A) of the Education Act 1996 (England) Notice
2020. Attendance will still be monitored by the Education Welfare Service.
The school remains open for all vulnerable pupils and children of keyworkers who
cannot receive sufficient care at home.
The school’s attendance register will not be taken during partial school closure and the
attendance code ‘#’ will be used to denote planned full or partial school closure.
The school will complete the ‘Educational setting status’ form by midday each day of
partial school closure to provide the DfE with accurate information on whether the
school is open to eligible pupils and how many pupils it is caring for during this time.
If a child that is expected to be in school does not attend, the school will contact the
child’s parents or primary carers to ensure the safety and security of the child.
Under no circumstance will an individual enter the school grounds if they are
displaying symptoms of coronavirus.
Parents will inform the school if their child (who is expected to attend school) is ill,
and/or displaying symptoms of coronavirus, and is unable to attend school as a result.
If a pupil lives with an extremely clinically vulnerable person, they will only be able to
attend school if they adhere to strict social distancing measures.

2 Taking attendance during phased reopening
When schools are advised to begin reopening to more pupils, the school will adhere to the
current government guidance by implementing the following measures:










Attendance is non-compulsory during phased reopening and parents will not be fined
for not bringing their child to school in line with the Coronavirus Act 2020 Disapplication
of section 444(1) and (1A) of the Education Act 1996 (England) Notice 2020.
Attendance will still be monitored by the Education Welfare Service.
The school will resume its attendance register once phased reopening commences –
the attendance register will be open for longer to account for staggered starts.
In addition to the attendance register, the school will continue to submit the
‘Educational setting status’ form to the DfE.
The school will devise a recovery plan which will enable it to reopen safely and adhere
to strict social distancing and hygiene rules – this plan will be made in collaboration
with parents, governors, staff and any other relevant party.
The school respects the concerns of parents and will not pressure them into bringing
their child to school if they feel the setting is unsafe, and will the school’s plan to keep
pupils safe in line with Public Health England’s (PHE’s) advice, offering reassurance
where required.
The school will work with the LA to ensure those who are expected to attend school
are doing so, and any unexplained absences are dealt with using the correct channels.

Under no circumstance will an individual enter the school grounds if they are displaying
symptoms of coronavirus.
Parents will inform the school if their child (who is expected to attend school) is ill, and/or
displaying symptoms of coronavirus, and is unable to attend school as a result.
If a pupil lives with an extremely clinically vulnerable person, they will only be able to attend
school if they adhere to strict social distancing measures.

Appendix 1 – JCSC Attendance Monitoring Process

1

•A red, amber, green, etc (RAG) rated spreadsheet will be sent weekly to form tutors (FT) detailing
weekly and annual attendance to date. Merits issued as appropriate on a weekly basis as well as
supporting other strategies to support good attendance eg the Attendance Cup, Attendance League
tables etc

2

•Attendance will be discussed with FT and pupils will record their attendance in planners. Half termly
tracking stickers to be issued. Any attendance/punctuality trends noticed by FT or Attendance Admin
Support (AAS) should be passed immediately to releveant Pastoral Support Officer (PSO) or
Attendance Officer (AO)

3

4

5

6

•Contact will be made with parents on the first day of absence for any pupil absence not reported via
Schoolcomms. An early intervention letter will be sent early in the academic year to students who
have had lower than expected attendance in previous academic years. This may be a PA letter to any
student who was PA in the previous academic year.
•Pupil attendance drops below 95%. First letter is sent highlighting this as a concern as attendance
below school target of 97%. PSO or AO will speak to pupils to discuss any issues or problems to
ascertain how the school can help to improve their attendance. Telephone calls will also be made daily
by AAS or AO for students with attendance 90.1-94.9%, even if contact to school has been made.
•Pupil attendance drops below 93%. A second letter will be sent home raising concerns that
attendance has fallen below a satisfactory level so further absence will only be authorised with
accompanying medical evidence. The letter will also have a leaflet attached outlining how parents can
work with the school and their child to help improve attendance. A range of interventions could be
employed at this point, such as Attendance Contract, drawn up by the PSOor AO and agreed in a
meeting with parent/carer and student. Attendance panel also may be used at this point.

•Pupil attendance drops below 90%. A third letter will be sent home explaining that a pupil’s absence is
now a concern so will be referred to the EWO. PSOs or AO to contact any student who has attendance
below 90% on a daily basis. Students will be targeted based on all the information held on the student
by the school. Home visits may be made at this point on a daily basis. Attendance will continue to be
monitored with close liasion between school and the EWO.
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•If attendance has not improved within the monitoring period (likely to be close to 85% or below), or if
attendance has fallen rapidly, parents will be invited to either: a school attendance meeting with
PSO/AO, Assistant Headteacher(AH), and EWO if appropriate, or a medical action planning meeting
with the school nurse, PSO, AH and SENCO. Provision will be discussed and targets will be set for
raising attendance. This will be monitored over a further agreed monitoring period. EHA may also be
appropriate here.
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•After the monitoring period, if targets are met, a letter will be sent home from the AH to congratulate
the pupil and the family. Monitoring and communication with the family will continue until
attendance stabilises – if targets are not met, the AH will make a referral to the EWO.
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•Education Welfare protocol will be followed and a parental contract will be drawn up ─ there will be a
four week monitoring period. No improvements in this time will result in a final written warning. If
there is still no further improvement following this, then a fixed penalty notice will be issued.

Appendix 2 – (Example of) JCSC School Attendance
Contract

Name of Child:

DOB:

AGE:

School Year Group:

Home Address:

School :
Address:

Parent/Carer (1):

Parent/Carer (2):

Contract
For your child to gain the greatest benefit from his/her education it is vital that he/she attends
regularly and be at school, on time, every day the school is open unless the reason for the
absence is unavoidable.
It is very important therefore that you make sure that Name attends regularly.

Why regular attendance is important
Any absence affects the pattern of your child’s schooling and regular absence will seriously
affect her learning. Any pupil’s absence disrupts teaching routines so may affect the learning
of others in the same class.
Ensuring [name]’s regular attendance at school is your legal responsibility and permitting
absence from school without a good reason creates an offence in law and may result in
prosecution.

Understanding absence
Every half-day absence from school has to be classified by the school (NOT BY THE
PARENTS), as either AUTHORISED or UNAUTHORISED. This is why information about the
cause of any absence is always required, preferably in writing.
Authorised absences are mornings or afternoons away from school for a good reason, such
as emergencies or other unavoidable cause.

Appendix 2 – (Example of) JCSC School Attendance
Contract
Unauthorised absences are those which the school does not consider reasonable and for
which no “leave" has been given. This type of absence can lead to the Authority using
sanctions and/or legal proceedings. This includes:







Parents/carers keeping children off school unnecessarily.
Truancy before or during the school day.
Absences which have never been properly explained.
Children who arrive at school after registration has closed.
Shopping, looking after other children or birthdays.
Day trips and holidays in term time which have not been agreed.

Whilst any child may be off school because they are ill, sometimes they can be reluctant to
attend school. Any problems with regular attendance are best sorted out between the school,
the parents and the child. If NAME is reluctant to attend, it is not acceptable to cover up
his/her absence or to give in to pressure to excuse him/her from attending. This gives the
impression that attendance does not matter and usually make things worse. If NAME
attendance at school is affected by persistent illness the school will not authorise the absence
until they are satisfied the absence is valid.

Persistent absentee (PA)
A pupil becomes a ‘persistent absentee’ when they miss 10% or more schooling across the
school year FOR WHATEVER REASON. Absence at this level damages your child’s
educational prospects and we need your fullest support and co-operation to tackle this.
We monitor all absence thoroughly. If [name] is seen to have reached the PA mark or is at risk
of moving towards that mark you will be informed of this immediately.

Procedures
If your child is absent you must:




Contact the school as soon as possible on the first day of absence;
Send a note into school on the first day they return with an explanation of the absence
and the dates of the absence - you should do this even if you have already telephoned.
Or, you can call into school and report to reception, who will arrange for a member of
staff to speak with you.

If your child’s attendance deteriorates we will:




Write to you.
Invite you in to school if absences persist to discuss the situation with the appropriate
staff.
Refer you to the Education Welfare Service.

Contact details
There are times when the school and Education Welfare need to contact you about lots of
things, including absence, so we need to have your contact details at all times. Help us to help
you and your child by making sure we always have an up to date number – if we don’t then
something important may be missed.

Appendix 2 – (Example of) JCSC School Attendance
Contract
Parents/Carers are expected to contact school at an early stage and to work with the staff in
resolving any problems together. This is nearly always successful. If difficulties cannot be
sorted out in this way, Education Welfare will become involved. The service will also try to
resolve the situation by agreement but, if other ways of trying to improve NAME attendance
have failed and unauthorised absences persist, then sanctions such as Penalty Notice,
Education Supervision Orders or prosecutions in the Magistrates Court will be used. Full
details of the options open to enforce attendance at school are available from the Education
Welfare Service/ Local Authority.

Lateness
Poor punctuality is not acceptable. If [name] misses the start of the day he/she can miss work
and time with his/her class teacher getting vital information and news for the day. Late arriving
pupils also disrupt lessons, can be embarrassing for the child and can also encourage
absence.
At James Calvert Spence College, the school day starts at 08:50 at and we expect [name] to
be in class at that time. Registers are marked by twice a day and [name] will receive a late
mark if he/she is not punctual.
In accordance with the Regulations, if [name] arrives after the close of registration she will
receive a mark that shows her to be on site, but this will not count as a present mark and it
will mean they have an unauthorised absence.
If your child has a persistent late record you will be asked to meet with staff in school to resolve
the problem, but you can approach staff at any time if you are having problems getting your
child to school on time

Leave of absence in term time
Any applications for leave must be made in advance and at the discretion of the head teacher.
In making a decision the Head Teacher will consider the exceptional circumstances of each
application individually, including any previous pattern of leave or absence in term time.
Full details of policy and procedures are available from the school.
Any period of leave taken without the agreement of the school, or in excess of that agreed,
will be classed as unauthorised and may attract sanctions such as a Penalty Notice.

Declaration
I have read and understood the terms and conditions of the School Attendance Contract.
Signed by:

PARENT/CARER

SCHOOL

Date

Appendix 3 – Attendance Agreement Forms
Student Attendance Agreement
I,
agree to attend school and understand
the consequences I may face if my attendance drops below 100 percent. I will ensure that
James Calvert Spence College is made immediately aware of when I will not reasonably be
able to attend, and will give the school full details of my absence.
As a pupil of James Calvert Spence College, I am dedicated to:





Being in attendance every day.
Always being punctual to school and lessons.
Informing the school of the reason for any absence.
Not missing school for trivial reasons.

Pupil name:

Date:

Pastoral Support Officer name:

Date:

Parental Attendance Agreement
I,
understand that it is my responsibility to
send my child to school. I agree to send my child to school every day and understand the
consequences if I fail to do so. When my child is absent from school due to exceptional
circumstances, I will ensure the correct procedures are followed.

Parent name:

Date:

Pastoral Support Officer name:

Date:

Appendix 4 – Parental Attendance Agreement
Parental attendance agreement
Pupils need to attend school regularly to benefit from their education. If pupils regularly miss
lessons, it can have a significant impact on their future – this is true for both primary and
secondary pupils. It is essential that schools work with parents to improve their child’s
attendance.
Part of this essential support is sending an attendance agreement to parents. This agreement
informs parents of the school’s concerns regarding their child’s attendance, what the school
will do to support parents and what the school expects from parents in return. The agreement
also has a sign off for parents. The sign off demonstrates to the school that the child’s parents
agree to the stipulations within the agreement – it can also be used as evidence if there is
ever a dispute regarding the child’s attendance.
This agreement should be used where a pupil has a significant amount of unauthorised
absences and their attendance rate has dropped to an unacceptable level. Schools should
still be understanding towards absences that are authorised in line with the Attendance Policy.

Attendance agreement

Name of pupil:
Year group:
PSO:
Name of parent:
Contact telephone number:

Address:

Appendix 4 – Parental Attendance Agreement

School concerns
[Include within this section why the school is concerned by the pupil’s attendance.
An example has been provided for you.]
The school has become concerned with your child’s attendance. From the start of this
term, your child has achieved [x] percent attendance; of this, [x] percent has been
unauthorised absences. This is an unacceptable level and in breach of our Attendance
Policy. We understand that the remaining [x] percent is authorised absences due to
sickness. We are deeply concerned about these figures and need your child’s attendance
to be above 65 percent by the end of the academic year. If they do not reach this target,
we may be required to take formal action.

School support

[Include within this section how the school will support parents to improve their
child’s attendance. An example has been provided for you.]
We appreciate that improving your child’s attendance can be a challenge and we are here
to help wherever possible. The school will support you with improving your child’s
attendance by doing the following:



Reaching out to external services, e.g. counselling services where absence is due
to anxiety or other issues.
Rewarding pupils with merits once they reach over 70 percent attendance.

Appendix 4 – Parental Attendance Agreement

Parental expectations

[Include within this section what the school expects of parents with regard to
improving their child’s attendance. An example has been provided for you.]
In return, we expect you to carry out the following:







Bring your child to school every day at 8:50am in time for the morning register.
Encourage your child to stay in school every day.
Talk to your child about the importance of attendance and the impact it can have
if they do not go to school.
Contact the school in the morning if your child will be absent due to illness or an
emergency, e.g. family bereavement.
Bring in a doctor’s notes where required.
Attend attendance review meetings on a half-termly basis.

Parental agreement
By signing this agreement, I understand what is expected of me and my child with regard
to attendance. I understand the importance of, and will actively support the school with,
ensuring my child’s attendance increases to 65 percent by the end of the academic year.
If my child’s attendance does not improve, I am aware that formal action may need to be
taken.
Name of parent:
Signed:
Date:

