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ATTENDANCE POLICY 

Aims 

The Education Act 1996 states that all pupils should attend school regularly and punctually. 

 Having a good education will ensure you provide your child with the best start in life and the 

best possible opportunities for their future.  

We expect our pupils to attend every day and strive to maintain 100%. Attendance is at the 

heart of realising potential, with school and national statistics recognising the impact good 

levels of attendance have on overall attainment and achievement. Pupils will have more choices 

about further and higher education or employment due to their success. 

Sacred Heart of Mary Girls’ School is committed to providing a full and efficient educational 

experience to all pupils. On the basis of equal opportunities, we will take measures to encourage 

regular and punctual attendance at school, and in all lessons. We believe our pupils have a right 

to education and to do this they require continuity and progression in their learning. Consistent 

attendance is an essential foundation in order to achieve potential. 

It is the policy of our school to celebrate achievement. Attendance is a critical factor to a 

productive and successful school career, and as a school we will organise and do all we can to 

ensure maximum attendance for all pupils. Any problems that impede full attendance will be 

identified and addressed as speedily as possible. 

Our school will give a high priority to conveying to parents and pupils the importance of 

regular and punctual attendance.  

We recognise that parents have a vital role to play and that there is a need to establish strong 

home-school links and communication systems that can be utilised whenever there is 

concern about attendance. 

If there are problems that affect a pupil’s attendance we will investigate, identify and strive in 

partnership with parents, pupils and relevant support agencies to resolve those problems as 

quickly and efficiently as possible. We will adopt a clearly focused approach aimed at returning 

the student to full attendance at all times. 

Every individual in a Catholic school has the entitlement to be treated with the love, respect and 

dignity that comes from being a child of God, with the face of Christ. 

This policy has expectations for all that are rooted in these Gospel Values and conform to the teaching 

of the Catholic Church. The implementation of all school policies should demonstrate the importance 

of personal responsibility and the need for justice but also facilitate healing and reconciliation. 

 

 



 

What does the law say? 

Section 7 of the Education Act 1996 States:  
 
“The parent/s of every child of compulsory school age shall cause him to receive 
efficient full time education suitable: 
 
a) to his age ability and aptitude and 
b) to any special educational needs he may have, either by regular attendance at 

school or otherwise.” 

 

Expectation 

Parents and pupils can expect the following from school: 

● A quality education. 

● Promotion of good attendance and punctuality. 

● A clear and fully understood registration process, in accordance with statutory regulations. 

● Regular, accurate and efficient recording of attendance and punctuality. 

● Effective communication between the school and the home.  

● Speedy action on any problems identified. 

● Early contact with parents when a pupil fails to attend. 

● Intervention and support when there are persistent absences 

 

 

 

 

 

 

 

 

 

We expect the following from all pupils: 



● That they will attend school regularly 

● That they will arrive on time and appropriately prepared for the day. 

● That they will inform their parents or a member of staff of any problem that may hinder them from 

attending school. 

● That they will accept help, support and guidance when offered and deemed appropriate. 

We expect the following from parents/carers: 

● To ensure their children attend school. 

● That they contact the school whenever any problem occurs that may keep them away from school. 

The easiest way for parents to do this is via the Gateway app or by telephoning school and choosing 

Option 1. 

● To ensure that they contact the school whenever their child is unable to attend. 

● To ensure that their children arrive in school punctually and are well prepared for the school day.  The 

school gates are shut at 8.40 am every morning.  School starts at 8.45am and afternoon registration is 

at 1.30 pm.  A late detention will be given for pupils not attending school on time.  After each set of 

10 detentions to school and registration, pupils will serve a Senior Staff detention.  If lateness to 

school persists, a pupil may be referred to the Schools Admission, Attendance and Inclusion Team.  

● To work cooperatively with the school and education authority to ensure that attendance and 

punctuality are treated as a priority. 

Minutes Late Per Day Equal Days Absent (per Year) 

5 Minutes Late 3.4 Days Absent 

10 Minutes Late 6.9 Days Absent 

15 Minutes Late 10.3 Days Absent 

20 Minutes Late 13.8 Days Absent 

30 Minutes Late 20.7 Days Absent 

 

We will encourage attendance in the following ways: 

● Set appropriate targets for individuals, groups and school. 

● Accurate completion of registers at the beginning of each session and at the start of each lesson. 

● Attendance checks at appropriate times. 

● Recording of attendance in individual progress reports. 

● Acknowledgement for 100% attendance in any one term and where there have been sustained                          

improvements. 

● Targeting and working with pupils who have attendance problems. 

● Holding Parent consultation meetings, for those parents who are concerned that their children may be 

experiencing difficulties in school that impact upon attendance. 

● Sending parents attendance and punctuality figures, as part of reporting modular assessment                       

data. 

● Act upon parental, staff, and agency requests for support with attendance issues, in an appropriate and 

flexible manner. 

● Introduce a reintegration plan for pupils returning after long term absence. 

● Put in place preventative procedures wherever possible. 



● Offer a range of interventions and support aimed at overcoming barriers to learning which may impact 

upon attendance. 

● Appropriate liaison with external agencies. 

● Regular contact with parents of pupils with a worrying pattern of attendance. 

● Legal action will be taken with pupils who persistently show attendance and punctuality problems and 

fail to respond to initiatives to raise attendance or improve punctuality. 

TYPES OF ABSENCE 

Authorised Absence: 

Remember: Only the Headteacher can authorise absence. Parents 

cannot authorise the absence. 

● Illness : If a pupil is off for 5 days or more due to illness then medical evidence must be        

provided.  Without medical evidence the absences will be unauthorised. 

● Unavoidable medical appointments when supported by official medical documentation.  6th 

form pupils must provide evidence of medical appointments during the school day. 

● Recognised religious observance 

● Funeral 

● Traumatic event   

          An Explanation of Unauthorised Absence: 

Truancy which includes: 

● Unexplained absence [no contact/written communication from parents/carer] 

● An unacceptable reason for absence is provided. 

● School has previously informed the parent that absence will not be authorised without official medical 

documentation and none has been provided.                     
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Action 

 

Responding to Non- Attendance 

When a pupil does not attend school, we will respond in the following manner 

● The Attendance Officer will contact home on the first day of absence via 

SchoolComms to: 

1. Make parents aware that the pupil is absent. 

2. Ask for an explanation for absence. 

3. Log parental responses in order to determine appropriate registration coding. 

● If attendance falls to below the school target a letter will be sent home advising parents of the concern.  

This will happen at different points in the year: just after October half-term, before February half-term 

and just before May half-term. 

● If there is no improvement, parents will be contacted by the Head of Year and a target to improve will 

be set. 

●  If your child’s attendance falls below 90% you will be contacted by the Head of   Year and may be 

invited in for a meeting. 

● If attendance does not improve after this, your child may be referred to the Attendance Service in 

Havering who will write to you and may visit you at home. 

● The Attendance Officer will inform the relevant form tutor and any other necessary person of any 

failure to obtain an adequate reason for absence. 

● If an acceptable reason for absence is not provided the absence will be classified as unauthorised. 

Working in partnership with the School Admission, Attendance and Inclusion 

Team 

Our Attendance Officer and AHT in charge of Pastoral work closely with the Education Welfare Team 

where persistent absent pupils can be referred.  In the unlikely event of this happening, then 

parents/carers can expect to hear from a member of the team by letter and a home visit.  In the first 

instance, the EWO will work with the parent and pupil to support improvement in attendance. Should 

attendance not improve, then a fine will be issued. 

Fixed Penalty Notice 

The Havering Code of Conduct (Penalty Notices) (England) determines that if a child of compulsory 

school age fails to attend school regularly over a given period, the parent/parents/carer may be subject 

to a fixed penalty notice.  The notice is a £60.00 fine for each child and imposed on each parent/carer, 

if paid within 21 days.  If unpaid the fine rises to £120.00 and if this is not paid within 28 days the LA 

have a duty to prosecute for the offence. 

Prosecution 

The parental duties under S7 444 (1) and 444 (1A) of the Education Act 1996 states that:  ‘The parent 

of every child of compulsory school age shall cause him/her to receive full time education, suitable to 

the child’s age, ability and aptitude’  It is important for you to note that where a child or young person 



is failing to attend school on a regular basis, the Local Authority may take legal action against the 

parent/carer in the form of a fixed penalty fine (see note above)  or/and a prosecution in the 

Magistrates Court.  If found guilty of this/these offences the penalty can be a fine of up to £2,500.00 

and/or a custodial sentence of up to three months.  If a parent/carer are being prosecuted under section 

444 (1A) defendants are required to attend court as a custodial sentence may be imposed, if they fail 

to do so a warrant may be issued. 

Reintegration 

The return to school for a pupil after long-term absence requires special individualised planning. 

The relevant Assistant Head Pastoral will be responsible for deciding on the programme for 

return and the management of that programme. 

All staff need to be aware that this is a difficult process that will require careful handling and 

that any problems should be notified to the AHT as soon as possible. 

Programmes will be tailored to individual needs and may involve phased, part-time re-entry with 

support in lessons as appropriate. 

Support will be arranged between the Head of Year, SENCO, and Form tutor (as 

appropriate). 

Parents will be involved and informed at each stage of the planned reintegration. 

All strategies will be fully logged and form part of the pupil’s file. 

Staff will be notified of the return of long-term absentees via staff briefing sessions, school 

bulletin and emails from the AHT. 

6th Form Attendance 

Attendance to the 6th form is monitored closely and action is taken where it causes concern (falls below 

the school target). The Attendance Officer will contact all parents if their child has not arrived at 

school after 9.30 am. 

Pupils in the 6th form are expected to provide evidence from their parents to cover absences or a 

medical note to cover longer term medical absences. This can be done via SchoolComms or by email 

to the Attendance Officer.  A text message from a GP surgery, dentist surgery, hospital etc is also 

acceptable - this must be shown to the main office before leaving for an appointment.   

Where a pupil’s attendance falls below the school target they will receive a letter home. If attendance 

does not improve the Head of Year will meet with the pupil and will monitor their attendance. Should 

there be no improvement, then the Head of Sixth Form and the Head of Year will meet with the parent 

and pupil. Study periods will be supervised in school and they may also be put on report.  If attendance 

drops below 90% a meeting will take place with the pupil, parents and the Head of Sixth Form. 



Punctuality 

The punctuality to school, registration and to lessons in the 6th form is also monitored. Form tutors will 

have a discussion with a pupil regarding their lateness in the first place.  If lateness continues parents 

will be contacted. Pupils who are late three times in the same week will serve an extended late 

detention after school on Friday or Monday. Failure to attend will result in a Senior Staff detention. 

After each set of 10 lates, they will also serve a Senior Staff detention. 


