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1. Statement of Intent 
 
Introduction 
This policy is written in accordance with DfE guidance on school attendance (Departmental 
advice for maintained schools, academies, independent schools and local authorities, July 
2019). 
 
“There is a strong correlation between the amount of absence and the qualifications children 
achieve” (Department for Education, July 2019)  
 
Drayton Manor High School seeks to ensure that all students receive a full time education 
which maximises opportunities for each student to realise their true potential.  To this end we 
aim to encourage and assist all students to achieve excellent levels of attendance and 
punctuality. 

The school will strive to provide a welcoming, caring environment, whereby each member of 
the school community feels safe and secure.  All school staff will work with students and their 
families to ensure each student attends school regularly and punctually. 
 
The school will establish a system of incentives and rewards which acknowledge the efforts 
of students to improve their attendance and timekeeping and will challenge the behaviour of 
those students, and parents, who give low priority to attendance and punctuality. 
 
To meet these objectives, the school will establish an effective and efficient system of 
communication with students, parents and appropriate agencies to provide mutual 
information, advice and support. Attendance is a safeguarding issue - the health, safety and 
wellbeing of students is paramount.   
 
There are 195 statutory school days per year and there are then 170 other days available for 
holidays which would not have a negative effect on a student’s education. 
To achieve those goals, at Drayton Manor High School, we believe it is essential that students 
are not absent from school. 
 
2. The Law 
 
Regular attendance is defined to be in accordance with the rules prescribed by the school. 
Supreme court ruling; April 2017 
 
Regular attendance is attendance at school on each day the school is open for the pupils 
unless there is an authorisable reason to be absent; and in accordance with the registration 
regulation 2006 (amended). Section 444 of the education act 1996. “If a child of 
compulsory school age who is a registered pupil at a school fails to attend regularly at the 
school, his/her parent is guilty of an offence.” A pupil’s Unauthorised Absence is an offence 
for the parent. 
 
Parents/guardians are legally responsible for ensuring that their child attends school on a 
regular basis. If a child of compulsory school age who is registered at a school fails to attend 
regularly at the school then the parent is guilty of an offence under Section 444(1) of the 
Education Act 1996. Here the maximum fine is £1000 per parent per child. Other disposals 
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may be in the form of conditional discharges or issuing of Parenting Orders. It is a strict 
liability offence. The proof required that the offence has been committed is the school 
attendance certificate that shows that the child has failed to attend regularly. 
 
Since March 2001 there has been a further offence. This is called an aggravated offence. It 
is when a parent, knowing that their child is failing to attend regularly at school, fails without 
reasonable justification to cause him/her to attend (Education Act 1996, section 444(1A) as 
Amended by the Criminal Justice and Court Service Act 2000), i.e. the parent knew of their 
child’s non-attendance and failed, in the absence of any good reason, to do anything 
about it. On conviction can lead to a custodial sentence, a community sentence, 
Parenting Order or a fine of up to £2500. Convictions incur a criminal record. 
 
Local Education Authority Officers, Head Teachers and the Police have the power to issue 
penalty notices to parents of children who have irregular attendance. The Council will issue 
such notices in cases of truancy, parentally condoned absence, unapproved holidays, 
irregular or low attendance where absences are unauthorised. Parents will initially receive a 
warning and offered a time period to improve attendance. However, cases of persistent 
unauthorised absence may be fast tracked to court. 
 
3. Registration 

 
Formal registration takes place daily at 8.55am and at 2.30pm. Students arriving after 
10:30am without a valid reason will be marks as a U code (Unauthorised Absence). Formal 
registration for the afternoon takes place for Year 7 and Year 8 at 1:30pm and Year 9 to 11 at 
2:30pm. In addition, registers must be marked in all lessons. Registers will be marked promptly 
at these times.   
 
Students arriving after the start of registration but before the registers have closed will be 
marked as late for that session.  
 
4. Absences 
 
Any registration sessions missed are classified as absence. This absence will be classified as 
either authorised or unauthorised.   
 
Unauthorised absence is when no satisfactory explanation is received by the school. Absence 
will not be authorised for such reasons as holidays, shopping, daytrips, and birthdays and 
please not that this is not an exhaustive list. Unauthorised absences are reported to the Local 
Authority. The School Attendance Service may contact a parent when unauthorised absence 
continues to be a problem. Drayton Manor High School will work in partnership with parents 
until matters improve. 
 
If there are patterns of absence (including truancy), the Head of Year will contact parents and 
arrange to meet them to discuss the school’s concerns and to work with the parents/guardians 
and student to improve their attendance to school and lessons. If there is a safeguarding 
concern in some cases a home visit will be conducted. In more serious cases, the SLT for 
Attendance will be involved as will Ealing’s Senior Education Welfare officer.  
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In the case of illness, parents should contact the school every day of absence.  A note of any 
such phone call or other communication will be recorded by the Pastoral Support 
Administrator.  On returning to school, the student must hand in a written note and any 
supporting evidence to their tutor.    
 
Amendments to the 2006 Pupil Registration (England) Regulations remove all references to 
family holidays and extended leave for holidays in term time. The amendments make clear 
that the Head may not grant any leave of absence during term time unless there are 
exceptional circumstances. It is for the Head to determine what constitutes exceptional 
circumstances and for them to determine the number of school days a student can be away 
from school if the leave is granted. 
 
Continuity of learning is essential and the DfE require a minimum average attendance of 95%. 
DfE guidance states that taking a holiday during term time means that children miss 
important school time both educationally and for other school activities.  It is calculated that 
children who miss two weeks of school per year miss out on 5% of their education.   
 
In the case of an unauthorised holiday, the Local Authority will be notified of the holiday taken 
and a Penalty Notice will be issued.  Please note that such a Penalty is issued to each parent 
for each child taken out of school.  Unauthorised absences are an offence under section 444 
of the Education Act 1996. Parents are warned that if they take leave without authorisation 
the Local Authority has the power to issue Fixed-Penalty Notices of £60, rising to £120 if not 
paid within 21 days. Parents may be prosecuted if 28 days have expired and full payment has 
not been made.  
 
Students with poor attendance or punctuality records will be reported to the Local Authority 
who may prosecute or fine parents.  
 
5. Punctuality 
 
Students who arrive at school between 8.55am and 9.10am must sign in at the School Dining 
Hall and will be registered as late.  
 
If students arrive after 9.10am they must report to Student Reception, entering their time of 
arrival and the reason for their lateness in the Signing in Book.  Students who arrive at school 
late will not be admitted to lessons until they have signed in at Student Reception.  This is 
important for health and safety reasons.   
 
Students who arrive late to school without an acceptable reason will be sanctioned according 
to the school behaviour policy.   
 
Any student who arrives to school after 10.30am without an authorised reason for absence 
will be marked with an unauthorised absence; impacting on the students’ attendance record. 

 
Year 7 to 11 students leaving school before 3.30pm must record their name with Student 
Reception before leaving school and must submit a note signed by their Head of Year. Sixth 
Form students only need to do this if they will miss lessons or registration.  
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6. Support Systems  

Where there are persistent concerns regarding a student’s attendance, all strategies should be 
explored and the following support agencies/services can be utilised 
 

• Inclusion support  
• Behavioural support  
• Connexions/Careers Department  
• Homework Clubs  
• Multi –Agency Meetings 
• Safer Schools Police Officer  
• SAFE Adolescent Services 
• Reintegration support packages  

Early Help Assessment Plan (EHAP) and Team Around the Family/Child (TAF/TAC) take place 
regularly with the Pastoral Support Worker for Attendance, Heads of Year and the support 
team to implement the appropriate support for the student. The support may be long term or 
short term. If attendance continues to be a cause for concern, matters will be referred to 
Lucinda Poole (Ealing Attendance Officer) for consideration. 
 
Children who are unable to attend school due to ongoing health needs will be supported by 
the school and Ealing local authority. The attendance and punctuality policy should be read in 
conjunction with the ‘Children with Health needs that cannot attend school’.  
 
7. Responsibilities and roles 
 
Parents 
 
Parents are legally responsible for ensuring their child’s regular and punctual attendance to 
school in correct uniform and in a fit condition to learn. Parents are also responsible for 
ensuring that their children stay at school once they have registered. 
 
Parents may not authorise a child's absence - only the school can do this on the basis of the 
explanation provided by the parents.  Should parents fail to provide a satisfactory reason for 
their child's absence the school will record such absence as unauthorised. 
 
Parents can expect the school to keep them fully informed of any attendance and punctuality 
issues and they can do a great deal to support the regular and punctual attendance of their 
children.  
 
They should 
 

• take an active interest in their child’s school life and work 
• attend Parents’ Evenings and other school events 
• ensure homework is completed  
• ensure children go to bed at an appropriate time 
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• be aware of letters from school which their child brings home in addition to emails 
sent by the school 

• ensure that their child arrives at school on time each day  
• ensure that their child only misses school for reasons authorised by the school 
• notify the school on the first morning of any unexpected absence no later than 8:40am 
• confirm absences in writing, in addition to any supporting evidence when the child 

returns to school 
• talk to the school if they are concerned that their child may be reluctant to attend for 

any reason 
• not book holidays during term time 
• book medical appointments to take place after school or at weekends or school 

holidays.  
 
 

The School 

The School will make attendance and punctuality a priority for all those associated with the 
school including students, parents, teachers and governors by 
 

• implementing a framework which defines agreed roles and responsibilities and 
promotes consistency in carrying out designated tasks 

• implementing a systematic approach to gathering and analysing attendance related 
data 

• supporting the maximum possible development of individual students’ talents and 
potential by enabling students to see the value of high attendance rates 

• encouraging excellent attendance and punctuality with a system of praise, reward and 
sanction 

• identifying and supporting students with attendance and/or punctuality difficulties 
• providing positive and consistent communication between home and school and 

support, advise and offer guidance to parents and students to further improve 
attendance rates 

• recognising the needs of individual students when planning reintegration following 
significant periods of absence 

• reviewing the effectiveness of systems used to monitor attendance and punctuality on 
a regular basis 

• promote the need for good attendance and punctuality throughout the curriculum and 
pastoral programme 

• help families understand what their child’s attendance means and why is it so 
important 

• celebrate good attendance by rewarding individuals and tutor groups 
• support a student who has a documented medical condition, by devisining an 

Individual Health Care Plan with the parent/carer (and in some cases with your GP or 
consultant) to support the student in school 

 
The Form Tutor  
 
Tutors play an important pastoral role in supporting attendance and as such they will 
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• accurately record attendance, absence and lateness at registration  
• promote good attendance through praise and encouragement 
• support students with attendance problems in liaison with the Head of Year 
• seek and pass on written notification for any absences 
• contact parents of students returning to school after absence without authorisation   
• set a good example by arriving for tutor period and assembly on time 
• promote good punctuality through praise and encouragement 
• warn students about the sanctions for poor punctuality or attendance 
• report any concerns about attendance to the Head of Year and/or Designated 

Safeguarding Lead  
• pass on requests for or information on extended leaves of absence or holidays to the 

Head of Year 
• make Attendance Welfare calls to students in their tutor group who have concerning 

patterns of attendance 
 
Subject Teachers 
 
To support the Attendance Policy, subject teachers will 
 
• register classes promptly for every lesson using SIMS Lesson Monitor – this must be 

completed in the first ten minutes of each lesson 
• encourage, value and reward good attendance and punctuality to lessons using the 

behaviour system 
• regularly raise concerns about non-attendance with tutors/Heads of Year  
• liaise with the Head of Department/Faculty on attendance issues 
• publish the names of students out on trips, visits or school activities on the staff 

noticeboard and give a copy to the Pastoral Support Administrator (and provide a list of 
students who will not be present for lunch time for the school caterers when necessary)  

• support and welcome students returning to their lesson after a period of absence 
• refer any possible cases of truancy from lessons to the Head of Department and Head 

of Year 
• set a good example of punctuality by arriving for lessons on time 
• record lateness to lessons on SIMS Lesson Monitor 
• warn students in the first instance and then for every subsequent lateness to lessons per 

half term, issue a subject teacher detention using the behaviour system 
 
Heads of Department/Faculty 
 
It is the Head of Department/Faculty’s role to  

• monitor the curriculum to continually improve the quality of the classroom experience 
• liaise with tutors and Heads of Year on attendance issues 
• monitor and support departmental rewards and sanctions for attendance and 

punctuality and ensure that staff are using the behaviour system 
• support and welcome students returning after long term absence 
• monitor the application of the Attendance Policy through the Faculty Self Review 

process 
• ensure the guidance on completing registers is followed by teachers  
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The Head of Year  
 
The Head of Year will 
• assume the key role in coordinating all aspects of attendance related matters for the 

year group 
• monitor and supervise the work of the year team in promoting attendance 
• meet with the Pastoral Support Worker for attendance every two weeks to discuss any 

attendance issues or trends 
• ensure that the guidance on completing registers is followed by tutors 
• promote good attendance through reporting systems, parental contact and assemblies 
• reward good class attendance to the tutor group with the highest attendance per half 

term 
• reward individuals for 100% attendance in a half term 
• reward individuals for improved attendance 
• administer other rewards when applicable to incentivise excellent attendance 
• sanction students using the behaviour system and inform parents in all cases of truancy  
• respond to leave of absence requests and ensure that only legitimate absences are 

authorised including consistently applying the school policy on holidays during term 
time in liaison with the SLT with responsibility for Attendance 

• organise a member of the year team to register late comers to assembly liaise with the 
Pastoral Support Worker for attendance, Assistant Head teacher with responsibility for 
Attendance and, where appropriate, the Head of Inclusion Faculty to communicate 
concerns and provide support to students and parents experiencing attendance 
difficulties 

• consult with other agencies as required 
• monitor the application of the Attendance Policy through their Pastoral Self Review 
• refer students to Assistant Head teacher with responsibility for Attendance on a termly 

basis for 100% attendance certificate and most improved 
• monitor trends in punctuality to registration and lessons 
• identify and support students with poor punctuality  
• sanction the second and every subsequent late (to school – including assembly) per half 

term with a Head of Year detention 
• encourage and reward good class punctuality  
• refer students on a termly basis with 100% attendance and punctuality certificates to 

the Assistant Head teacher with responsibility for Attendance 
 
Pastoral Support Worker 
 
The Pastoral Support Administrator will 
• check all registers have been completed by 9.15am and 2.45pm and prepare reports on 

this as required 
• appropriately register students involved in activities or examinations on or off site 
• collect absence notes and evidence from register files for all year groups 
• issue a standard absence email for the second day of unexplained student absence for 

all students from Year 7 to 13  
• telephone all parents on the first day of unexplained student absence 
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• provide Head of Year and SLT link (Attendance) with attendance data as required 
• provide SLT link (Attendance) with attendance data for DFE, LA and other returns 
• register students arriving to school after 9.10 and inform relevant Heads of Year via 

email 
• issue standard punctuality letters on behalf of Heads of Year  
• provide Head of Year and SLT (Attendance) with punctuality data  
• Each half term – send tutors and heads of year lists of student with 100% attendance 

and with 100% punctuality 
• Produce and share fortnightly data for Heads of Years and SLT on Year group attendance, 

Tutor group attendance and individuals with less than 95% attendance  
• On a termly basis, produce 100% attendance and punctuality certificates with 

Administration and ensure they are distributed through Heads of Year 
• On a termly basis, produce attendance and punctuality certificates for the most 

improved students with Administration and ensure they are distributed through Heads 
of Year 
 

Lead Pastoral Support Administrator 
 
The Lead Pastoral Support Administrator will 
• analyse school attendance and punctuality data to identify students who are a cause for 

concern  
• liaise with the Head of Year, Line Deputy and, where appropriate, the Head of Inclusion 

to communicate concerns and provide support to students and parents experiencing 
attendance difficulties 

• provide casework intervention with students and families to overcome difficulties 
resulting in non-attendance 

• support parents in getting children to attend school, including setting up meetings, 
making home visits and negotiating Attendance Contracts 

• help students or parents access to support from external agencies 
• collaborate with other school staff on initiatives that target groups of students with 

below average school attendance 
• advise other school staff of students’ home or personal circumstances that may be 

influencing their attendance or attainment 
• where appropriate issue formal warnings of intended legal action on non-attendance  
• follow the LA Protocol for Statutory Response to Non-Attendance  
• Meet fortnightly with Heads of Year to discuss attendance trends and issues 
• Maintain and update fortnightly records showing year group attendance in comparison 

to previous years. 
• Maintain records of actions and interventions to support students with attendance 

below 95% 
 
MyEd 
 
MyEd, the automated ‘first day of absence’ calling system that we use, is linked to SIMS 
therefore it is important that registers are taken accurately at the beginning of tutor time and 
all lessons. 
 
Morning registers must be taken and saved before 9.10am. A prompt is sent daily, at 
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approximately 9.15am., to those teachers whose a.m. registers remain untaken. 
 
MyEd Procedures 
 
Day one of absence  
 

• A text is made to parents and carers of all students. SIMS is updated by the Pastoral 
Support Administrator 

• It is expected that these texts are responded to as soon as possible in order to ensure 
the safety of students 

• Text alert sent at 12pm to parents/carers who earlier in the day stated the student was 
ill and to ascertain if the student is able to come into school for the afternoon. 

• The Pastoral Support Administrator will telephone the parent/carer of all absent 
LAC/vulnerable students before 11:00am. If no message is received before then and no 
contact can be made with any other appropriate contact from our school records, the 
Head of Year (HOY) will be notified 

• HOY will contact the attached social worker where contact cannot be made and where 
appropriate 

• Records of phone calls to parents/carers/external agencies are kept and reported to 
the Education Welfare Service when appropriate 

 
Day two of absence 
 

• Second text alert sent to parent/carer if not present by 10:30am. If no message 
received before then, the HOY will be notified by the Pastoral Support Administrator 

• Additional text alert sent at 12pm to parent’s/carer’s who earlier in the day stated the 
student was ill and to ascertain if the student is able to come into school for the 
afternoon 

• If no message is received before 8:40am for absent LAC/vulnerable students and no 
contact can be made with any other appropriate contact from our records, the HOY 
will be notified 

• HOY will contact the attached social worker where contact cannot be made and where 
appropriate 
 

Day three of absence 
 

• If no contact or authorisation for absence has been received, The Lead Pastoral 
Support Administrator will contact the SLT link (Attendance).  Appropriate action is 
then taken by the Lead Pastoral Support Administrator. This may include referral to 
the Ealing Attendance Officer, referral to children’s services, letter sent home or, for 
vulnerable students/persistent attendance concerns, a visit by a Safer Schools Police 
Officer 

• Where attendance is a persistent issue, Lucinda Poole (Ealing Attendance Officer) will 
be notified. The ‘Children Missing Education Team’ must be informed of unexplained 
prolonged absences, after every effort has been made to identify the location and well-
being of a child  
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• Where there is a repeated pattern of absence it will be considered appropriate for an 
Early Help Assessment Plan (EHAP) to be completed in order to obtain a clear picture 
of difficulties being experienced.  This will enlist the help of other agencies. 

 
 
The SLT Link (Attendance)  

 
The SLT Link (Attendance) will 
• take the lead role in implementing the school’s Attendance Policy and in creating an 

ethos which values and promotes excellent attendance and punctuality 
• monitor, evaluate and review the school’s Attendance Policy 
• consult with the school community on the policy 
• liaise with Heads of Year and relevant Heads of Department and Senior staff regarding 

attendance and punctuality concerns 
• Work with the Lead Pastoral Support Administrator and Pastoral Support Administrator 

to ensure that the Local Authority Protocol for Statutory Response to Non-Attendance 
is followed 

• ensure that DFE, Local Authority and other returns are made on time and in the 
appropriate format 

 
 
The Head 
 
The Head is responsible for leadership, direction, organisation and accountability of the school 
in all areas including attendance 
 
The Governing Body 
 
The Governors are accountable for the performance of the school, including attendance, to 
parents and the wider community.  

 
8. Rewards 

 
• Fortnightly postcards for “Good” and “Improved” attendance 
• Excellent attendance maintained for a half-term are rewarded a certificate sent home  
• 100% attendance maintained for a term – student will receive a special certificate from 

the SLT Link (Attendance) and be entered into a prize draw. The prize is selected from 
the student voice choices, at the end of the school year 
 

9. Elective Home Education  
 
Elective Home Education is a major commitment of a parent’s and carer’s time, energy 
and money. It is especially important that the nature of the education they intend to 
provide is carefully considered. In addition, parents and carers should decide whether 
home education is in the child’s overall best interests, including social development and 
future opportunities. Parents should also consider the impact of this on the family 
dynamic, daily routines including employment and the longevity of such arrangements 
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and their conduciveness to a student in the longer term, for example if this arrangement 
were not to continue, would a student be able to access a place in a mainstream setting 
and what would the impact be on their learning and ability to reintegrate.  
 
Elective Home Education is not the only alternative to school attendance - in any 
circumstances where a student cannot attend school the Ealing Local Authority should be 
offering alternative provision to reduce the likelihood that the student will end up without 
suitable education. Notwithstanding that, there are reasons why parents may choose to 
educate their children at home.  
 
The school is obliged to inform Ealing Local Authority of any students removed from its 
admission register and will give home education as the reason, when notified of this by 
the parent. It is important for parents to inform the school as soon as they have taken this 
decision thus allowing access to advice and support for the student and parent. Any 
external professional working with the family will be informed of the parent’s decision. In 
addition, the school will request a meeting with the parents to discuss their decision. 
Following this meeting, the parent will be required to confirm their decision in a letter to 
the Head.  
 

10. Sixth Form 
 
The same policy broadly applies to Sixth Form students, however the Law outlined in point 
2 does not refer to this age group. The following variations apply to Sixth Form students 
at Drayton Manor High School.  
 

• Students must wear ID cards at all times. If there are any circumstances which 
mean this is not possible then the student must loan a temporary lanyard from 
Main Reception 

• Not all sixth form students have lessons at 2:30pm, therefore they will be marked 
as present during the PM session if they are present in school (periods 3, 4, 5, or 6). 

• If a student does not have a lesson after 12:30pm they will be marked as X 
• Students that are not on supervised study and whom have permission from their 

parents/guardians are allowed to leave site at 12:30pm if they are not required in 
school for lesson or other activities 

• Any student wishing to attend activities such as open days, interview or work 
experience opportunities must fill in a careers/universities absence request form 
which is signed by their parents, teachers and their Head of Year. Once approved, 
this will be marked as an authorised absence.  

 
 

11. Evaluation and Review 

 
This policy will be evaluated on an annual basis by the Head and the SLT Link (Attendance) 
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ATTENDANCE PROCEDURE 

 
 
   
    
    
  
   

 
 
 
 
 
 
 

 
 
 
    
   
 
 
 
 
 
 

 
 
 
 

STAGE 1 

Low attendance            
Letter sent to 
parent/carer 

STAGE 2 

Medical Evidence 
letter sent to 
parent/carer – 
absences only 

authorised if medical 
evidence is provided. 
 

STAGE 3 

Attendance 
Meeting with 

Pastoral Support 
Assistant and HOY -  
contract and action 

plan drawn up  
 
 

STAGE 4 

Monitoring of 
attendance and 

review/EHAP 
meetings with 

Pastoral Support 
Assistant, HOY and 

parents/carers. 
If attendance does 

not improve move to 
Stage 5. 

OR 
Parent/Carer fails to 

attend Stage 3 
Meeting proceed to 

Stage 5. 
 

STAGE 5 

Penalty notice 
warning letter sent 

to parent/carer 

STAGE 6 

Request for a 
Penalty Notice made 

to the Local 
Authority 

STAGE 7 

Legal Proceedings 
commence and Court 

papers drawn up 


