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STATEMENT OF INTENT  

Monitoring and tracking of attendance is a fundamental part of our safeguarding approach at 

Frederick Gent School and forms an essential part of keeping children safe. Frederick Gent School 

believes that in order to facilitate teaching and learning, good attendance is essential.  Students 

cannot achieve their full potential if they do not regularly attend school.  

  

We are committed to:  

  

• Following the framework set out 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.”  

 

Frederick Gent School will seek to achieve this through; 

• Promoting and modelling good attendance behaviour and punctuality.  

• Ensuring equality and fairness of treatment for all.  

• Early intervention and working with other agencies to ensure the health and safety    

of our students.  

• Rewarding regular attendance.  

  

1. KEY ROLES AND RESPONSIBILITIES ( see appendix 2) 

1.1. The Governing Body has overall responsibility for the implementation of the 

Attendance Policy and procedures of Frederick Gent School.  

  

1.2. The Governing Body has overall responsibility for ensuring that the Attendance   

Policy, as written, does not discriminate on any grounds, including but not limited to 

ethnicity/national origin, culture, religion, gender, disability or sexual orientation.  

The governor responsible for monitoring attendance issues is the nominated 

Behaviour and Attendance Governor.  

  

1.3. The Governing Body has responsibility for handling complaints regarding this policy 

as outlined in the school’s Complaints Policy.   

  

1.4. The Assistant Headteacher (Pastoral) will be responsible for the day-to-day 

implementation and management of the Attendance Policy and procedures of 

Frederick Gent School.  

  

1.5. All members of staff are responsible for following the Attendance Policy and for 

ensuring students do so too.  They will also be responsible for ensuring the policy is 

implemented fairly and consistently.  
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1.6. All members of staff are responsible for modelling good attendance, behaviour and 

implementing the agreed policy, this includes attendance to lessons once in school, 

monitored by the class teacher. Staff will take the class register at the start of the lesson 

within the first 10 minutes and report any students who are missing who have 

previously been mark present.  

 

1.7. The Achievement Leader Support Assistant (ALSA) is responsible for monitoring the 

registers for their respective year group and following up any absence in line with the 

first day absence calling protocol (see appendix 3). The ALSA is also responsible for 

the daily tracking and monitoring of attendance in accordance with the absence 

procedures (see section 5).  

 

1.8. The Achievement Leader (AL) is accountable for the overall tracking and monitoring 

of attendance for their respective year group. The AL will identify those at risk of 

persistent absence, respond with intervention, and follow up action in line with the 

absence procedures (see section 5). 

  

1.9. Parents and carers will be expected to take responsibility for the attendance, of their 

child/children during term time.  

  

1.10. Parents and carers will be expected to promote good attendance behaviour and 

ensure that students attend school every day.   

  

1.11. Students are also responsible for their own attendance at school and at any agreed 

activities throughout the school year (e.g. work experience, college placements, 

organised events not on the school premises).  

  

2. DEFINITIONS  

The following definitions apply at Frederick Gent School:  

  

2.1. Absence:  

• Arrival at school after the register has closed.  

• Not attending school for any reason.  

  

2.2. Authorised absence   

 Each absence is assessed individually and the school will make a judgement whether the 

absence will be authorised, this may include but is not limited to:  

• An absence for sickness for which the school has granted leave.   

• Medical or dental appointments, immediate family funerals and specific activities that 

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 for which the school has granted leave.  

   

2.3. Unauthorised absence  

 May include but is not limited to:  

• Parents/carers keeping children off school unnecessarily or without acceptable reason.  

• Truancy for part or all of the school day.  

• Absences that have never been properly explained.  

• Arrival at school after the register has closed without acceptable reason.  
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• Shopping, looking after other children or birthdays.  

• Day trips and holidays in term time which have not been authorised.  

• Leaving school without an authorised reason during the school day.  

  

2.4. Persistent Absence (PA):  

• PA is defined as 10% or more of schooling hours missed across the year for whatever 

reason.  

 

2.5. Parents/Carers 

Section 576 of the Education Act 1996 states that a ‘parent’, in relation to a child or young person, 

includes any person who is not a parent (from which can be inferred ‘biological parent’) but who 

has parental responsibility, or who has care of the child. 

For the purposes of education law, the Department for Education considers a ‘parent’ to include: 

 all biological parents, whether they are married or not 

 any person who, although not a biological parent, has parental responsibility for a child or 

young person - this could be an adoptive parent, a step-parent, guardian or other relative 

 any person who, although not a biological parent and does not have parental responsibility, 

has care of a child or young person 

A person typically has care of a child or young person if they are the person with whom the child 

lives, either full or part time and who looks after the child, irrespective of what their biological or 

legal relationship is with the child. 

3. STAFF TRAINING  

3.1. At Frederick Gent School, we recognise that early intervention can prevent poor 

attendance. As such, pastoral staff will receive training in identifying and supporting 

students who are potentially at risk of absenteeism.  

  

3.2. All staff will receive training on the Attendance Policy as part of their new starter 

induction.  

  

3.3. Teachers and support staff will receive regular and ongoing training as part of their 

continuous professional development.  

  

4. STUDENT EXPECTATIONS  

4.1. Students will be expected to attend school every day and will sign a Home School 

Agreement outlining this expectation at the beginning of each school year (see 

appendix 4) 

  

5. ABSENCE PROCEDURES  

5.1. Parents/carers must contact Frederick Gent School as soon as possible before 8.30am 

on the first day of absence; this absence must then be directed to the ALSA. Reception 

will put the call through to the ALSA who will record the absence directly on the 

schools attendance monitoring systems (SIMS). If the ALSA is unavailable to take the 
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call parents/carers should leave a message on the ALSA’s voicemail. ALSA’s will check 

their voicemail daily and update the attendance records accordingly.  

   

5.2. Alternatively, parents/carers may come into school and report to the school 

reception, where arrangements will be made to speak to a member of staff.  

  

5.3. A phone call/text message or email will be made/sent to the parent/carer of any 

student who has not reported their absence on the first day that they do not attend 

school. (First day absence protocol – appendix 3) 

  

5.4. Should a parent/carer not have contacted the school or where there is a concern 

relating to attendance the pastoral team may conduct a home visit. This is to check 

on the welfare of the child and discuss any concerns relating to attendance. (see 

appendix 3) 

 

Visiting parents/carers and students at their homes is a reasonable and suitable 

response to attendance concerns. Staff conducting a home visit will:  

   

• Explain who they are, why they are visiting and show proof of ID (school 

name badge) if appropriate.   

• Ask the parent their name and the child’s full name.   

• Ask why the child has not been attending   

• Ask what the parent has done to try to get the child back into school   

• Post a letter at the address, if there is no answer, asking the parent/carer to 

contact the school as soon as possible and alerting them to their visit.   

  

Where parents are not responsive to contact, we will inform Social Care and/or the Police where 

we have concerns and as appropriate. The DSL team will be consulted and safeguarding concerns 

logged and recorded on MyConcern. 

 

5.5. Parents and carers of any students who still have an unexplained absence at the end 

of each week will receive a letter requesting that they contact the school urgently in 

order to account for the absence and to enable the school to update their attendance 

records.  

 

5.6. In the case of attendance falling below the school target of 97% (or 97.5% for 

disadvantaged students), arrangements will be made for students to speak to the 

ALSA. ALSA’s will also contact the parent/carer.    

  

5.7. If student attendance falls below 95% (95.5% for disadvantaged students), A letter 

will be sent home explaining that the student's absence is now being monitored. 

Attached to the letter will be a leaflet explaining measures that parents/carers can take 

to ensure regular attendance. The ALSA will also contact the parents/carers.   

  

5.8. If student attendance drops to 94% (94.5% for disadvantaged students) a medical 

evidence letter will be sent. At this point, no more absence will be authorised without 

medical evidence, which will be clearly documented in a letter sent to parents/carers. 

Parents/carers will be required to attend a meeting with their child’s Pastoral Team. 

An attendance action plan will be completed. Home visits will be carried out as part 

of the Attendance Monitoring Procedures (see appendix 1).  
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5.9. If student attendance falls to 93%  (93.5% for disadvantaged students) or below, or 

attendance has fallen rapidly, parents/carers will be invited to a School Attendance 

Panel meeting with the Assistant Headteacher and Achievement Leader. Provision will 

be discussed and targets will be set for raising attendance. The parent will be reminded 

of their legal duty to ensure that their child receives an education and the school’s 

expectations in relation to this. This will be monitored over a 6 week period.  

  

  

5.10. If attendance continues to decrease and drops to 90% the Education Welfare Service 

protocol will be followed (see appendix 5). The school will issue a penalty warning 

notice letter to parents/carers specifying a monitoring period of 15-30 school days. If 

there are no improvements and attendance continues to remain below the legal 

threshold the school will send a penalty notice request /request for prosecution to the 

Education Welfare Service. (Appendix 6) 

  

  

In exceptional cases of poor attendance, the school reserves the right to adapt its approach in 

line with the legal framework to address the attendance concern.   

  

6. CONTACT INFORMATION  

6.1. Parents/carers must provide accurate and up-to-date contact details. These must 

conform to the school’s expectations of ‘strong contacts’ i.e two from different 

households with both able to accommodate the child(ren) overnight if required.  

  

6.2. Parents/carers are responsible for updating the school if their details change. This can 

be done by contacting the school directly or via the parent app. These contacts will 

be periodically reviewed by the school.  

  

7. EDUCATION WELFARE SERVICE  

7.1. Students with 10% or more absence will be referred to the Education Welfare Service.  

  

7.2. Working with the school the Education Welfare Service has the power to issue legal 

sanctions such as prosecutions or penalty notices.  

  

7.3. The Education Welfare Service is part of the Local Authority.  

  

Please refer to the Government website for details of these notices and their present value 

www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance   

  

8. PUNCTUALITY   

8.1. Punctuality is of the utmost importance and lateness will not be tolerated.  

  

http://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
http://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
http://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
http://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
http://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
http://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
http://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
http://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
http://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
http://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
http://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
http://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
http://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
http://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
http://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
http://www.gov.uk/school-attendance-absence/legal-action-to-enforce-school-attendance
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8.2. The school day starts at 8.30am and all students are expected to be on site by 8.25am.  

Students should be lined up ready for registration/assembly at 8.30am.  

  

8.3. Registers are marked by 8.30am.  Students will receive a late mark if they are not in 

their classroom/assembly by this time.  Any student arriving late with no acceptable 

reason, will receive a detention. 

  

8.4. The register closes at 8.45am for the morning session and 12.15pm for the afternoon 

session.  Students will receive a mark of “late after the close of registers”, which will 

statistically be regarded as an absence, if they do not present at school before this 

time.  

  

8.5. Attendance after the register closes will receive a mark to show that they are on-site, 

but will count as an absent mark.  

  

8.6. Persistent lateness will be dealt with in the same way as persistent absence. If a student 

is persistently late they will also be issued with detentions after school. The length of 

the detention will vary due to the amount of lateness recorded each week. The more 

lateness that is recorded for a student the longer the detention will be to account for 

the lost learning time. 

  

9. STUDENT LEAVE OF ABSENCE  

9.1. At Frederick Gent School our aim is to prepare students for their future lives and 

careers.  With this in mind, we require parents/carers to observe the school holidays 

as prescribed.  

  

9.2. In September 2013 the Education (Pupil Registration) (England) (Amendment) 

Regulations 2013 came into force. These regulations make it clear that Headteachers 

should not grant approval for any leave of absence during term time, including 

holidays, unless there are exceptional circumstances. These regulations also state that 

holidays cannot be authorised retrospectively. Any requests should be on an official 

school absence request form and handed in to the school office for consideration prior 

to any holiday/leave arrangements have been made. A leave of absence request form 

must be submitted 4 weeks prior to the requested date of leave.  

  

  You may be issued with a Penalty Notice should leave be taken which is not authorised. 

If unpaid this could lead to prosecution under section 444(1) of the Education Act 1996.  

  

9.3. Once the Leave of absence is received, in advance, it will be considered and a letter 

will be sent to parents/carers to notify them of the outcome. 

 

9.4. Leave during term time will only be authorised in exceptional circumstances.  

  

9.5. Any requests for leave during term time will be considered on an individual basis.   

  

9.6. Requests for leave will not be granted in the following circumstances:   

  

• During September when students are settling into the new school year.  

• Immediately before and during assessment periods.  

• When a student’s attendance record shows any unauthorised absence.  
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• Where a student’s absence record is already above 3% for any reason.  

 

  

10. RELIGIOUS OBSERVANCE  

10.1. Parents/carers must inform the school in advance if absences are required for days of 

religious observance. Parents/carers should submit a school absence request form 4 

weeks in advance of the requested date of leave.   

  

11. ATTENDANCE MONITORING  

11.1. Frederick Gent School monitors attendance and punctuality throughout the year.  

  

11.2. Our school attendance target is 97.5%.  

 

11.3. All attendance and any further information relating to attendance will be logged and 

recorded on the school’s information system.  

 

11.4. Registers are a legal document and it is essential that we hold accurate information 

and reasons for absence.  

  

 

12. APPOINTMENTS  

12.1. As far as possible, parents/carers should attempt to book medical and dental 

appointments outside of school hours.  

  

12.2. Where this is not possible, a note and appointment card should be submitted to the 

school.  

  

12.3. If the appointment requires the student to leave during the school day, they must be 

signed out by a parent/carer.  

  

12.4. Students must attend school before and after the appointment wherever possible.  

  

  

13. REWARDING GOOD ATTENDANCE  

13.1. Frederick Gent School acknowledges 100% attendance through letters, certificates and 

Achievement Points.  

  

13.2. Good attendance and punctuality will be rewarded through assemblies, letters and 

certificates.  

  

13.3. Students with attendance of 93% or higher will be invited to participate in school 

trips and events. Where attendance drops below 93% these privileges may be 

removed.  

  

13.4. Attendance at the Year 11 prom normally requires an average attendance record of 

93%.  
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14. YOUNG CARERS  

14.1. Frederick Gent School understands the difficulties young carers face however; our aim 

is to ensure that young carers attend school as regularly and as frequently as possible.   

  

14.2. We will endeavour to identify young carers at the earliest opportunity from 

enrolment at the school and throughout their time at the school.  

  

14.3. Our 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.  

  

15. CHILDREN MISSING FROM EDUCATION   

A child missing from education is a child or young person of compulsory school age who is not 

on a school roll and who is not receiving a suitable education otherwise, for example, educated 

at home, privately or in alternative provision.  

Children missing from education fall into 2 broad categories:  

• those whose whereabouts and circumstances are known to the local authority but who 

have, for whatever reason, been out of education for 4 school weeks or more  

• those who are ‘lost’ - children who have apparently disappeared, usually with their 

families, and the local authority knows neither where they are, nor anything of their 

circumstances or possibly even of their existence  

Both categories of young people are at risk of not achieving their educational potential and 

could be placing their safety and welfare at risk.  

Legislation  

From February 2007, under section 436A inserted before section 437 in Chapter 2, Part 6 of 

the Education Act 1996 school attendance by the Education and Inspection Act 2006), what 

had previously been guidance on monitoring and tracking children missing from education 

became a statutory duty on local authorities.  

Parents have a legal responsibility to ensure all their children of compulsory school age are 

receiving a suitable education (Section 7 of the Education Act 1996).  

All local authorities are required to identify children living in their area who are not receiving a 

suitable education. The definition of ‘suitable’ is ‘efficient, full-time education suitable to his or 

her age, ability and aptitude, and to any special educational needs the child may have’. 

Children, who are not receiving a suitable education - either through school, alternative 

provision or home education, are referred to as 'children missing from education (CME)'.  

When a student is absent from school without authority we will follow our procedures for 

unauthorised absence (see section 5 and appendix 3) and for dealing with students that go 

missing from education, particularly on repeat occasions, to help identify the risk of abuse and 

neglect, including sexual exploitation, and to help prevent the risks of them going missing in 

future.  We have an admission register and an attendance register which supports the school in 

safeguarding students who may be at risk of missing education.     
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If a student is absent for more than 10 consecutive days without permission and attempts to contact 

the parent or carer to ascertain the details of the absence have failed the Local Authority will be 

contacted. The Child Missing from Education Officer will be informed and under these circumstances 

it is possible for the student to be de-registered from the school and listed as missing from education. 

Where parents are not responsive to contact, we will inform Social Care and/or the Police where 

we have concerns and as appropriate. The DSL team will be consulted and Safeguarding concerns 

will be logged and recorded on MyConcern. 

 

  

More details on the local authority’s policy on Children Missing from Education can be found 

using the link below: 

https://www.derbyshire.gov.uk/site-

elements/documents/pdf/education/schools/attendancebehaviour-welfare/children-missing-

from-education-policy-document.pdf 

 

16. GYPSY, ROMA AND TRAVELLER ABSENCE  
 

16.1. At Frederick Gent School our aim is to ensure that Traveller children attend school as                

regularly and as frequently as possible.  

  

16.2   A number of different groups are covered by the generic term Traveller – Roma, 

English and Welsh Gypsies, Irish and Scottish Travellers, Showmen (fairground 

people) and Circus people, Bargees (occupational boat dwellers) and New Travellers.   

 

16.3     The law is designed to protect Traveller parents/carers from unreasonable prosecution 

for the non-attendance of their children at school. It does not mean that part-time 

education for Traveller pupils is legally acceptable, nor does it relieve parents of their 

primary duty to ensure that their children are receiving suitable education when not 

at school  

 

16.4   Traveller parents/carers can request a student leave of absence (see section 9) if they  

can demonstrate that:  

• he or she is engaged in a trade or business of such a nature as requires 

him/her to travel from place to place  

• the child has attended school as a registered pupil as regularly as the nature 

of that trade or business permits  

• the pupil has attended school for at least 200 sessions (half days) during the 

preceding 12 months  

•  

16.5   Parents/carers must submit an official school absence request form to the school 4 

weeks in advance of the proposed travel along with the required evidence to satisfy 

point 16.4.  

 

16.6     The school may authorise absence of Traveller children by the use of register code T. 

The school needs to be satisfied that a family migrates but gives reasonable indications 

that they have the intention to return  

 

16.7     To help ensure continuity of education for Traveller children it is expected that the 

child should attend school elsewhere when their family is travelling and be dual 

https://www.derbyshire.gov.uk/site-elements/documents/pdf/education/schools/attendancebehaviour-welfare/children-missing-from-education-policy-document.pdf
https://www.derbyshire.gov.uk/site-elements/documents/pdf/education/schools/attendancebehaviour-welfare/children-missing-from-education-policy-document.pdf
https://www.derbyshire.gov.uk/site-elements/documents/pdf/education/schools/attendancebehaviour-welfare/children-missing-from-education-policy-document.pdf
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registered at that school and the main school. Pupils who are not dual registered will 

be provided with work to be completed whilst travelling which must be submitted 

to the school regularly (see Remote Education policy). 

 

16.8     Children from these groups whose families do not travel are expected to register at a 

school and attend as normal. They are subject to the same rules as other children in 

terms of the requirement to attend school regularly once registered at a school.   

 

 

17. Alternative Provision and Managed Moves  

 

17.1      Any student who is educated off site at either an alternative provision or at another school 

on a managed move must be monitored and the same absence procedures applied (see 

section 5).  

 

17.2     Each day by 9.30am the alternative provision or alternative school must be called to check 

if that student has attended that day. Any student who is identified as absent must have a 

call home and a home visit in line with the home visit tier system. (Appendix 3)  

 

17.3     Where parents are not responsive to contact, we will inform Social Care and/or the Police 

where we have concerns and as appropriate. The DSL team will be consulted and 

Safeguarding concerns logged and recorded on MyConcern. 

 

 

18. SAFEGUARDING  

 

Monitoring and tracking of attendance is a fundamental part of our safeguarding approach at 

Frederick Gent School and forms an essential part of keeping children safe.  

Any student who is identified as absent must have a call home and a home visit in line with the 

home visit tier system as per our first day absence call protocol (see appendix 3). 

Where parents are not responsive to contact, we will inform Social Care and/or the Police where 

we have concerns and as appropriate, the DSL team will be consulted and Safeguarding concerns 

will be logged and recorded on MyConcern. 

 

Robust attendance procedures ensure swift and appropriate responses to children who are 

absent, particularly on repeat occasions, to help identify the risk of abuse, including child sexual 

exploitation and going missing in future. 

 

**Data will be processed to be in line with the requirements and protections set out in the UK 

General Data Protection Regulation** 
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19. Appendices  

Appendix 1 – Attendance monitoring procedures 

1. Information checked daily by Form Tutor/Achievement Leader and Assistant Head (using a 

differentiated approach for attendance triggers).  

 

2. Attendance will be discussed by Form Tutors. Any attendance/punctuality trends noticed by Form 

Tutors should be passed immediately to Achievement Leader. 

 

3. Contact will be made with parents/carers on the first day of absence by the ALSA for any student 

whose absence is not reported. Any unexplained or unacceptable absence will be recorded as 

unauthorised absence. (see appendix 3 – First day calling protocol) 

 

4. Where student attendance drops below 97% (or 97.5% for disadvantaged students) the ALSA will 

speak to students in school to discuss any issues or problems to ascertain how school can help to 

improve their attendance and will contact parents/carers. Discussions will be held with SENDCO for 

any student with SEND. 

 

5. Where student attendance drops below 95% (95.5% for disadvantaged students) - A letter will be 

sent home explaining that the student's absence is now being monitored. Attached to the letter will 

be a leaflet explaining measures that parents/carers can take to ensure regular attendance. ALSA's will 

contact parents/carers.  

 

6. Where student attendance drops to 94% (94.5% for disadvantaged students) a medical evidence 

letter will be sent. Parents/carers will be required to attend a meeting in school with their child’s 

Pastoral Team. An attendance action plan will be completed. Home visits will be carried out as part 

of the attendance monitoring. 

 

7. Procedures - In the case of Travellers the medical evidence letter will be sent when a student has 6% 

absence that is not related to authorised Travelling absence. 

 

8. If attendance is 93% (93.5% for disadvantaged students) or below, or if attendance has fallen rapidly, 

parents/carers will be invited to a School Attendance Panel meeting with AHT and AL. Provision will 

be discussed and targets will be set for raising attendance. This will be monitored over a 6 week period. 

After the 6 week monitoring period, if targets are met, a letter will be sent home from the Senior  

Leadership Team to congratulate the student and the family. Monitoring and communication with the 

family will continue until attendance stabilises. 

 

9. If attendance continues to decrease and drops to 90% the Education Welfare Service protocol will be 

followed. The School will issue a penalty warning notice letter to parents/carers specifying a 

monitoring period of 15-30 school days. If there are no improvements and attendance continues to 

be below the legal threshold the school will send a penalty notice request /request for prosecution to 

the Local Authority Education Welfare Service. 
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Appendix 2 – Attendance Reporting Structure 

  

 

 

  

1 

Form Tutor/Classroom Teacher - All members of staff are responsible for following 

the Attendance Policy and for ensuring students do so too.  They will also be responsible for 

ensuring the policy is implemented fairly and consistently. All members of staff are responsible for 

modelling good attendance, behaviour and implementing the agreed policy, this includes 

attendance to lessons once in school, monitored by the class teacher. Staff will take the class register 

at the start of the lesson within the first 10 minutes and report any students who are missing who 

have previously been mark present.  

 

 

2 

Achievement Leader Support Assistant - The Achievement Leader Support Assistant 

(ALSA) is responsible for monitoring the registers for their respective year group and following up any 

absence in line with the first day absence calling protocol (see appendix 3). The ALSA is also responsible 

for the daily tracking and monitoring of attendance in accordance with the absence procedures (see 

section 5).  

Head of Curriculum Area are responsible for following the Attendance Policy and for ensuring staff 

in their departments do also.  They will also be responsible for ensuring the policy is implemented fairly and 

consistently.  

SENDCO – Is responsible for monitoring the attendance of SEND students. 

 

3 

Achievement Leader - The Achievement Leader (AL) is accountable for the overall tracking 

and monitoring of attendance for their respective year group. The AL will identify those at risk of 

persistent absence, respond with intervention, and follow up action in line with the absence 

procedures (see section 5). 

 

4 

Assistant Headteacher - The Assistant Headteacher (Pastoral) will be responsible for the day-

to-day implementation and management of the Attendance Policy and procedures of Frederick Gent 

School.  

 

5 

Local Authority Education Welfare Service - Working with the school the Education 

Welfare Service has the power to issue legal sanctions such as prosecutions or penalty notices.  
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Appendix 3 

 

The attendance protocol at Frederick Gents Sept 2021- First day calling protocol 

SLT meet and greet on the gate every morning as students arrive to school. 

ALSAs check messages for absences from 8am-8.20am 

Staff take registers in form time by 8.45am 

ALSAs begin first day calling and priority calls at 9am- 9.30am 

Text messages sent to all N codes (absent students) by 9.30am by admin team 

Achievement Leaders Support Assistants (ALSAs) print off N codes from SIMS and plan visits 

according to the priority list (Tier 1,2,3,4) 

ALSAs go out in pairs each day on a rota between 10am and 1pm. Safeguarding team to support. 

Visits  

10-10.45am Tier 1 visits 

11.05am -1pm Tier 2 and 3 visits 

Attendance monitoring works on the basis that any student who is absent without any contact home 

must be followed up with urgency and on the day. 

Visits to be logged on sims on communication log.  

Tier of calls and Home visits Further explanation 

1  

Safe and well checks: 

 

These students will receive a home 

visit every day they are absent 

even if we speak with parents/ 

carer and including if they are 

excluded. Social worker informed 

of a student’s absence by ALSA or 

DSL team where applicable. 

Most vulnerable students including: 

 Child protection plans 

 Child in need 

 Early Help 

 Students with mental health concerns 

 Students open to social care assessment. 

 Children Looked After 

 Students identified by the DSL and AHT – Pastoral as vulnerable 

even if not be open to social care. This may be because we 

question parental capacity to keep the child safe/their effectiveness 

as a protective factor. 

 Students identified as vulnerable by the school, not necessarily 

open to social care. 

2  Safe and well checks: 

These students will receive a home 

visit where we have not heard or 

had contact from home or where 

contact from home is deemed 

insufficient.  

 

 SEND students who are PP 

 Vulnerable students e.g. mental health, FSM, etc 

 Any student on the legal proceeding’s pathway or Persistently 

Absent 

 Those deemed vulnerable but where the family are a protective 

factor. 

3 Safe and well check 

All other students who we have 

not had parental contact with and 

still have an uncleared N 

 

Students with a uncleared N 

4 Attendance check up Students where they are absent, we have had contact from home but they 

have been absent for 2+ days 
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N Code follow up: 

 If the student has an unexplained absence, there will be a home visit on the day as per tiers.  

 No N can be changed to an O without contact home and a reason why and staff initials. 

 At the end of the day, any N codes remaining will be followed up with further calls and 

contact home. Where parents are not responsive to contact, and where all other contacts 

have been exhausted, we will inform Social Care and/or the Police where we have 

concerns and as appropriate. The DSL team will be consulted with Safeguarding concerns 

logged and recorded on MyConcern. 

 Weekly N letters to be sent home 

 Session marks must be followed up throughout the day as this may indicate internal 

truancy. 

O Codes: 

 O codes can only be used if the student is on the pathway and no medical evidence is 

provided by the family. 

 We do not accept the reason from parents for absence 

 O codes must give a reason to explain the use of an O code and staff initials  

 

Late Gate: 

Monitored by ALSAs on duty from 8.25am until 8.45am and late students are logged by admin by 

9.15am 

Attendance codes: 

 All codes should have a comments with initials attached to identify who has added that 

comment. 

 L/U codes should have a clear time of arrival stated. 

Alternative Provision and Managed Moves: 

Any student who is educated off site at either an alternative provision or at another school on a 

managed move must be monitored and the same attendance procedures applied.  

Each day by 9.30am the alternative provision or alternative school must be called to check if that 

student has attended that day. Any student who is identified as absent must have a call home and a 

home visit in line with the home visit tier system.  

Where parents are not responsive to contact, we will inform Social Care and/or the Police where 

we have concerns and as appropriate. The DSL team will be consulted with safeguarding concerns 

logged and recorded on MyConcern. 
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Appendix 4 

 

 

 

 
Home School Partnership Agreement 
 

Student Name:      Tutor Group: 

Our vision at Frederick Gent School is to ensure an ambitious teaching and learning experience, and 

be supported by outstanding pastoral care. 

We want every student to have high aspirations, the ambition to achieve their best and the 

opportunity to play a full part in the life of the school.   

To achieve this vision, the staff, students and families of Frederick Gent School will work together in 

the following ways: 

 

Ambition 

School: Provide high quality learning experiences for all students. 

Student: Aim for excellence by demonstrating high standards in all learning experiences. 

Parent: Ensure that my child has the correct equipment for school and is supported at home with 

independent learning. 

 

Brave 

School: Will talk honestly to parents and students about positive comments and areas of concern so 

that school and families can support the student in achieving their best. 

Student: Work with staff and other students to do the right thing based on tolerance and mutual 

respect. 

Parent: Will communicate clearly with the school and support the schools code of conduct by 

ensuring my child attends school, on time, every day, in the correct uniform and follows the schools’ 

behaviour policy. 

 

Care 

School: Will care for pupils through a range of experiences both in and out of school communicating 

these with parents regularly. 

Student: Demonstrate excellent attitudes to learning in all aspects of school life, arrive to school and 

lessons on time and have an attendance figure of at least 97%. 

Parent: Discuss attainment, successes and areas for development with students and staff when 

appropriate including parents’ evenings. 

 

 

 I have read and understood the expectations for members of the Frederick Gent School community. 

 

Signed:_______________________________ (Student) 

 

Signed:_______________________________ (Parent) 

 

Signed:_______________________________ (School)  
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Appendix 5 
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Appendix 6 
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Appendix 7 
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Appendix 8 
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Appendix 9 

Attendance policy: 
coronavirus addendum 

 

 

 

 

1. Attendance expectations 

It is vital for all children to return to school to minimise as far as possible the longer-term impact of 

the pandemic on children’s education, wellbeing and wider development. Missing out on more 

time in the classroom risks pupils falling further behind. Those with higher overall absence tend to 

achieve less well in secondary school. School attendance will therefore be mandatory again from 

the beginning of the autumn term. This means from that point, the usual rules on school 

attendance will apply, including:  

 parents’ duty to ensure that their child of compulsory school age attends regularly at the 

school where the child is a registered pupil 

 schools’ responsibilities to record attendance and follow up absence 

 the ability to issue sanctions, including fixed penalty notices, in line with local authorities’ 

codes of conduct 

 the duty on local authorities to put in place arrangements for identifying, and to follow up 

with, children missing education 
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2. Pupils who are required to self-isolate as they have symptoms or confirmed COVID-19 

Pupils who have symptoms of COVID-19, or have had a positive lateral flow device (LFD) test, 

should self-isolate and get a confirmatory polymerase chain reaction (PCR) test. 

If a pupil tests negative and if they feel well, they can stop self-isolating and return to school. If the 

pupil remains unwell following the test (such as with a different illness), they will then be recorded 

as code I (illness). Code X will only be used up until the time of the negative test result. Attendance 

codes will not be retrospectively changed due to a negative test result. 

If a pupil tests positive, they should continue to self-isolate in line with public health guidance. 

Code X will be used for the period of self-isolation until the test. After the pupil tests positive, they 

will be recorded as code I (illness) until they are able to return to school. 

3. Pupils who are a close contact of someone who has symptoms or confirmed COVID-19 

Pupils who are a close contact of someone who has tested positive for COVID-19 do not need to 

self-isolate. They should instead get a PCR test, and should only self-isolate if they test positive. If 

they do test positive, they will be recorded as code I (illness) until they are able to return to 

school. 

4. Pupils who are required by legislation to self-isolate as part of a period of quarantine 

As usual, parents should plan their holidays within school breaks and avoid seeking permission to 

take their children out of school during term time. Families should also consider that their child 

may need to self-isolate following trips overseas that require a period of quarantine. If a pupil is 

required to be in quarantine on arrival in, or return to, the UK, the school will use an code X in 

the register. 

5. Pupils who are self-isolating but who have not had a PCR test 

In line with public health advice, pupils with symptoms must self-isolate and schools should 

strongly encourage pupils to take a PCR test. Where the pupil is unable to take a PCR test, the 

school may record the pupil as code X in the register. 

As a school we will follow up with families if we are not satisfied with the reason as to why the 

pupil is not in school, and request supporting evidence from the family. Where the school is not 

satisfied with the reason given for absence, we will record this using one of the unauthorised 

absence codes, in line with the school attendance: guidance for schools. 

6. Pupils who are clinically extremely vulnerable when shielding is advised  

Clinically extremely vulnerable people are no longer advised to shield. All clinically extremely 

vulnerable pupils should attend their education setting unless they are one of the very small 

number of children and young people under paediatric or other specialist care who have been 

advised by their clinician or other specialist not to attend. If shielding is advised nationally or in a 

local area again, by DHSC, PHE or UKHSA, then pupils who are clinically extremely vulnerable 

may be advised not to attend school. 

 

 

 

https://www.gov.uk/government/publications/school-attendance
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7. Remote education 

If a pupil is not attending school because their attendance would be contrary to government 

guidance or legislation around COVID-19, we expect students to access remote education. As a 

schools we will keep a record of, and monitor engagement with, this activity. 

 

 


