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Contents 

MISSION STATEMENT. 

              Falinge Park High School seeks to ensure that all of its pupils receive a full time 

education which maximises opportunities for each pupil to realise his/her potential. 

        The school will strive to provide a welcoming, caring environment, whereby every 

member of the school community feels wanted and secure. 

       All school staff will work with pupils and their families to ensure each pupil attends 

school regularly and punctually. 

       The school will establish an effective system of incentives and rewards which 

acknowledge the efforts of pupils to improve their attendance and timekeeping and will 

challenge the behaviour of those pupils and parents who give low priority to attendance 

and punctuality. 

         To meet these objectives Falinge Park High School will establish an effective and 

efficient system of communication with pupils, parents/carers and appropriate agencies 

to provide mutual information, advice and support. 

 

STATUTORY FRAMEWORK. 

       Under section 444 of the 1996 Education Act all children of compulsory school age 

(between 5 & 16) must receive a proper full time education at the school where they are 

registered.  It is a parent’s legal responsibility to make sure this happens and legal action 

ranging from parenting orders, penalty notice fines, fines and convictions imposed by 

the courts and imprisonment may be taken against parents who are not fulfilling this 

legal obligation. 

 

AIMS OF THE WHOLE SCHOOL 

ATTENDANCE POLICY. 

1. To improve the overall attendance percentage of pupils at school and to reduce 

the number of pupils arriving late. 

2. To make attendance and punctuality a priority for all those associated with the 

school including pupils, parents/carers, teachers and governors. 

3. To develop a framework which defines agreed roles and responsibilities and 

promotes consistency in carrying out designated tasks. 

4. To provide support, advice and guidance to parents/carers and pupils. 

5. To develop a systematic approach to gathering and analysing attendance related 

data. 

6. To further develop positive and consistent communication between home and 

school. 

7. To implement a system of rewards and sanctions. 

8. To promote effective partnerships with the Education Welfare Service and with 

other services and agencies. 

9. To recognise the needs of the individual pupil when planning reintegration 

following significant periods of absence. 

   

  

RIGHTS, ROLES AND RESPONSIBILITIES. 

       Improving attendance and punctuality at Falinge Park High School is the 

responsibility of everyone in the school community, Governors, Parents/Carers, Pupils 

and all Staff. 
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GOVERNORS. 

In conjunction with the Headteacher, Governors will:  

 

 Comply with relevant DFE statutory requirements in connection with attendance. 

 Ensure that the annual school’s return information is submitted to the DFE. 

 Ensure that targets for attendance are set annually with the LEA. 

 Publish and report to parents on attendance/punctuality. 

 Consider statistical information and trends to inform improvements. 

 Request information on the progress of children with poor attendance and or 

punctuality. 

 Support positive measures taken to improve attendance/punctuality. 

 Ensure that a relevant curriculum supports pupil inclusion. 

 Provide a safe and secure learning environment for all pupils. 

 

PUPILS. 

            The school recognises that while parents have a legal duty to ensure their 

children are in school from 5-16 years, the role of the pupil in ensuring a regular pattern 

of attendance and punctuality is paramount. 

 

PUPILS WILL: 

 Ensure that they attend regularly and on time, properly dressed and equipped and 

in an appropriate state to learn. 

 Attend all lessons punctually.  

 Keep explanations for absence in their planners/diaries. 

 Have individual records of attendance and punctuality acknowledged by the school. 

 Comply with all school discipline procedures and work with their community tutor 

on strategies for improvement. 

SCHOOL WILL: 

 Listen to and respect all pupils. 

 Provide a community tutor as a point of daily contact, who will offer a prompt and 

sympathetic support around issues that affect attendance/punctuality. 

 Support and work appropriately with all pupils to ensure they feel positive about 

coming to school. 

 Advise pupils of strategies to take to improve their attendance and punctuality. 

 Monitor pupil attendance and punctuality and reward good and improved patterns. 

        

PARENTS. 

PARENTS WILL: 

                                      

 Ensure that their child attends school regularly, punctually, properly dressed and 

equipped, and in a fit position to learn. 

  Inform the school at once of the reason for any absence by letter, phone call, text 

message, or personal visit and write a note in their child’s planner/diary, when they 

return. 

 Provide emergency contact numbers to the school. 

 Alert their child’s community tutor and/or head of community of any family 

situation that may impact on attendance/punctuality. 

 Review with their child their annual pattern of punctuality and attendance. 

 Make appropriate contact with the school’s attendance team to bring about 

improvements in attendance/punctuality, if necessary. 

 Make appointments for their children out of school hours where possible. 



Attendance Policy  Page | 5  

 

 Take family holidays out of school term time. 

 Complete a term time absence form to inform school of the dates.  

                             

N.B.  School will not authorise any holidays, extended or otherwise and any holiday 

absence taken will therefore count as unauthorised absence unless there are 

exceptional circumstances.  

 

N.N.B. Any pupil who is absent for more than 10% in a term is categorised as a 

persistent absentee pupil and will be treated accordingly by the school and the 

Education Welfare Service. 

 

SCHOOL WILL: 

   Actively promote attendance and punctuality issues with parents. 

   Contact parents on the first day of pupil absence by text message or phone call.  

   Contact parents promptly over any concerns that may arise over a child’s    

attendance/punctuality. 

   Supply each pupil with a school planner/diary and use them as a means of 

communication with parents on various issues, including attendance. 

  Advise parents when absences are unauthorised such as term time holidays/ 

excessive absences due to illness/medical appointments  

  Employ strategies to ensure a child is reintegrated after a period of absence from  

        school. 

   Provide opportunities for children and their parents to confidentially and sensitively 

discuss any relevant issues with an appropriate member of staff. 

   Support parents by offering guidance about, and/or employing external agencies. 

 

 

COMMUNITY COORDINATORS 

                 Community Coordinators have an important role to play in maintaining a 

strategic overview of pupil attendance/punctuality. 

 

THEY WILL:                

   Have the overall picture of the day to day running of attendance/punctuality 

strategies. 

   Support and guide their community tutor teams to ensure improving school 

attendance and punctuality. 

   Raise the profile of attendance and punctuality wherever and whenever possible. 

   Be innovative in supporting school attendance strategies. 

   Where appropriate visit feeder primary schools to ensure the fullest support for all     

pupils during secondary transfer. 

   Encourage community tutors to maintain contact with parents. 

   Challenge team members whose figures are not in keeping with the overall 

strategy. 

    Be aware of target attendance %’s and devise strategies to ensure these are met. 

     Act as liaison with pupils and parents where necessary to maximise attendance. 

    Liaise regularly with the schools attendance team  

    Enforce sanction systems for students with lateness/truancy. 
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TEACHERS. 

TEACHERS WILL: 

  Keep subject based attendance records. 

  Be positive and offer an appropriate learning environment within their classrooms. 

  Be aware of the pressures on pupils to catch up after a period of absence. 

  Where possible assist pupils to catch up on work missed  due to absence  

  Offer support and guidance for pupils who fall behind in their classes. 

 Advise their Head of Faculty and Community Coordinator / Attendance Team where 

there are concerns about a pupil’s pattern of attendance and punctuality. 

 Provide a hierarchy of rewards and sanctions that support a positive attitude towards   

attendance and punctuality. 

 Use the pupil planner/diary to maintain regular contact with parents.  

 Actively promote the message that regular attendance and good punctuality 

matters. 

 Challenge and discipline students who are late to or miss their lessons. 

 Inform the Attendance Team of any suspected truancy. 

       

               POLICY AIMS. 

AIM:  To improve the overall percentage attendance of pupils at school. 

 

1. Apply the whole school attendance policy consistently. 

2. Establish and maintain a high profile for attendance and punctuality. 

3. Relate attendance/punctuality issues directly to the school’s values, ethos and 

curriculum. 

4. Monitor progress in attendance with measurable outcomes. 

 

AIM: To make attendance and punctuality a priority for all those associated with the 

school, including Pupils, Parents, Teachers and Governors. 

 

1. Use staff/school handbook and the public domain within the school I.T. system 

to outline policies, procedures and practice. 

2. Produce an annual report for Governors/Parents. 

3. Produce information raising the profile of attendance and punctuality. 

4. Provide INSET training for appointed/promoted staff on school attendance  

5.  Discuss attendance issues at relevant school meetings including senior 

management, pastoral, faculty and departmental meetings. 

6. Introduce awards systems, including badges, trophies, certificates, trips, and 

end of year prizes etc. 

 

AIM: To develop a framework which defines agreed roles and responsibilities and  

          promotes consistency in carrying out  designated tasks. 

 

1. Maintain unambiguous procedures for statutory registration. 

2. Make contact, using designated school staff, on first day of absence. 

3. Ensure clearly defined late registration procedures. 

4. Respond swiftly to lateness. 

5. Define clearly the roles and responsibilities within the school staffing structure. 

6. Have clear procedures prior to referral to Education Welfare Officer.  

7. Be familiar with the Education Welfare Officers’ referral and recording system. 

8. Review attendance weekly. 
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AIM: To provide support, advice and guidance to parents and pupils.       

1. By highlighting attendance through 

              .  Assemblies 

              .  Peer Mediation Programme. 

              .  Community Tutor role. 

              .  Mentor system. 

              .  Homework and Breakfast clubs. 

              .  Attendance panels. 

              .  School council meetings.                   

2. Involving parents from an early stage. 

3. Seeking improved communication with parents. 

4. Providing accurate and up-to-date contact information for parents. 

5. Setting aside an area/time for parents to speak to staff. 

 

AIM: To develop a systematic approach in gathering and analysing attendance data. 

 

1. Continue to develop the usage of and staff confidence in the SIMS computerised 

     registration and behaviour monitoring systems.       

2. Standardise recording 

3. Be consistent in the collection and provision of information. 

4. Decide what information, if any, is needed for 

             .    governors 

             .    pastoral staff 

             .    other school staff 

             .    parents 

             .    pupils (individuals or groups) 

             .    Education Welfare Service  

 

5. Identify developing patterns of irregular attendance and lateness. 

 

AIM:  To further develop positive and consistent communication between  

            home and school. 

 

1. Develop a quality first day response system managed by the school attendance 

team  

2. Make full use, where appropriate, of computer generated letters. 

3. Promote the expectation of absence letters/phone calls from parents.  

4. Provide information in a user friendly way, to include speaking in Urdu and 

Bengali and other community languages as appropriate. 

5. Encourage all parents into school. 

 

AIM:  To implement a system of Rewards and  

            Sanctions. 

 

1. Identify finance for a system of rewards. 

2. Actively promote immediate, imaginative and effective rewards and sanctions. 

3. Ensure fair and consistent implementation. 

4. Involve pupils in system evaluation. 

5. Take action which accords with objectives agreed between school and others, 

e.g. Education Welfare Officer, parent, and/or behaviour support service 
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AIM:  To promote effective partnerships with the Education Welfare Service and with 

other services and agencies. 

 

1. To designate key staff for liaison with the Education Welfare Service and other 

agencies. 

2. To call meetings with the Education Welfare Service and other services. 

3. Carry out initial enquiries/intervention prior to referral. 

4. Gather and record relevant information to assist completion of Education 

Welfare referrals. 

5. Arrange multi-agency liaison meetings as appropriate. 

6. Establish and maintain lists of named contacts within the authority. 

7. Encourage active involvement of other services and agencies. 

8. Develop understanding of agency constraints and operating environments. 

 

AIM:  To recognise the needs of the individual pupil when planning reintegration  

            following significant periods of absence. 

 

1. Be sensitive to the individual needs and circumstances of returning pupils. 

2. Involve/inform all staff in reintegration process. 

3. Provide opportunities for counselling and feedback. 

4. Consider peer support and mentoring. 

5. Involve parents as far as possible. 

6. Agree timescale for review of reintegration plan. 

 

REGISTRATION. 

 

      Formal registration is a legal requirement and takes place at Falinge Park High 

School at 8.30 am and 1.45 pm. 

If a pupil fails to arrive before the morning register closes, they will be marked absent 

for the morning.  Pupils who arrive late will be asked to sign in using the Inventory 

system on the attendance reception. If a pupil is late without good reason they will 

usually be given a 20 minute dinner time detention.   

If a pupil is persistently late parents will be informed.  Parents are reminded that if a 

child arrives in school after the register has closed and an acceptable explanation is not 

forthcoming, the pupil will be recorded as “unauthorised absent” for the morning 

session. All class teachers will take registers in each of their classes and will notify the 

attendance team if they believe a child is truanting. Any child missing a lesson in this 

way will usually be expected to serve a detention for that teacher in which they will copy 

up the work missed.  

 

AUTHORISED/UNAUTHORISED ABSENCE. 

 

      It is vital that all staff adhere to the same criteria when deciding whether or not to 

authorise an absence, however the decision will lie with the attendance team. 

       Absence may be authorised under the following circumstances: 

                              Sickness 

                              Unavoidable medical/dental appointment 

                              Days of religious observance ( 1 day; Eid-  

                              ul-Fitr or Eid-ul-Adha. ) 

                              Exceptional family circumstances, such as 

                              bereavement. 

                              If permission for absence has been granted  

                              by the Headteacher (only available in very       
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                              serious circumstances ) 

 

        Absence from school will NOT be authorised for: 

                              Shopping 

                              Haircuts 

                              Missed bus/taxi 

                              Slept late 

                              No uniform 

                              Looking after brothers or sisters  

                              Unwell parents 

                              Minding the house 

                              Birthdays 

                              Going to the Airport 

                              Translating for parents 

       More than one day for religious observance     

 

PUPILS WHO HAVE BEEN ABSENT FROM SCHOOL. 

 

The attendance team will make notes on the SIMS registers regarding reasons for 

absences and will discuss pupils’ attendance with heads of Communities regarding  

absences.  If no telephone message has been received, the attendance team will contact 

the parents to enquire about the absence.  Parents should write a note in their child’s 

homework diary/planner, or write a letter to their child’s’ form tutor. The attendance 

team follow up all unexplained absences. 

 

Persistent Absence   

 

Pupils with more than 10% of absence whether authorised or unauthorised fall into this 

category.   

Penalty Notices Fines may be issued to parents of pupils who continue to be absent for 

school for more than 20 unauthorised sessions, or they arrive late after the registers 

have closed. 

 

REGISTERS 

         

Registers are legal documents. They are available for inspection by staff in school and 

by outside agencies. The correct codes for explaining absences MUST be used. They 

are as follows: 
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 ATTENDANCE CODES, DESCRIPTIONS AND MEANINGS  

 

CODE DESCRIPTION MEANING 

   

/ Present (AM) Present 

\ Present (PM) Present 

A Isolation room Present  

B Educated off site (NOT Dual 

registration) 

Approved Education Activity 

C Other Authorised Circumstances 

(not covered by another 

appropriate code/description) 

Authorised absence 

D Dual registration (i.e. pupil 

attending other establishment) 

Approved Education Activity 

E Excluded (no alternative provision 

made) 

Authorised absence 

F Extended family holiday (agreed) Authorised absence 

G Family holiday (NOT agreed or 

days in excess of agreement) 

Unauthorised absence 

H Family holiday (agreed) Authorised absence 

I Illness (NOT medical or dental etc. 

appointments) 

Authorised absence 

J Interview Approved Education Activity 

K In Exam Present  

L Late (before registers closed) Present 

M Medical/Dental appointments Authorised absence 

N No reason yet provided for 

absence 

Unauthorised absence 

O Unauthorised absence (not 

covered by any other 

code/description) 

Unauthorised absence 

P Approved sporting activity Approved Education Activity 

R Religious observance Authorised absence 

S Study leave Authorised absence 

T Traveller absence Authorised absence 

U Late (after registers closed) Unauthorised absence 

V Educational visit or trip Approved Education Activity 

W Work experience Approved Education Activity 

X Non-compulsory school age 

absence  

Not counted in possible 

attendances 

Y Enforced closure Not counted in possible 

attendances 

Z Pupil not yet on roll  Not counted in possible 

attendances 

# School closed to pupils Not counted in possible 

attendances 
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SCHOOL ATTENDANCE 

 

TO: ALL TUTORS  

 

 PLEASE MAKE SURE THAT YOU KEEP A COPY OF THESE CODES WITH YOUR 

LAPTOP AND REFER TO THEM WHEN NECESSARY. 

 

 

1. All teachers must take the AM register by 8.40am.  Please ensure that this is taken 

as the Registers have to be printed off as soon as possible in the case of Fire/Fire 

Drill. 

 

2. If pupils arrive late they should be marked as L  “LATE”  

 

3. The Inventry system will update pupil marks when they sign in/out.  

 

4. If there is already a code for a pupil shown on the register this is because the 

attendance team have been  informed of the absence and this has been recorded on 

SIMS  

 

5. All registers need to be taken as soon as possible after the lesson has started as 

parents often ring up checking to see if their child is in school and checks on truancy 

can be made as soon as possible. 

 

6. Remember that Period 6 is PM registration and is a Statutory requirement and 

should always take at the latest by 1.55pm. 

 

7. If a pupil is missing from your lesson but was present in the previous lesson and 

you are concerned about them, contact the attendance team who will check all 

possibilities regarding their absence. 

 

8. All term time holidays where school have been notified in the correct way 

(application form submitted to the Attendance Team) will be recorded on SIMS. If 

however the parents change dates, the marks already recorded can be overridden. 

 

9.  Please check the Attendance Codes in order to use the correct code. All codes are 

now used nationally and are from DFE. (See Page 4 for list of codes 

 

10.  A First Day Absence Response list is done every day. If a pupil is absent the correct 

code to use is “N”.  If this is shown on the register for AM/PM registration, enquires 

into absence will be made by the Attendance Team and notes put onto the register. 

 

11. WARNING!!  All staff are responsible and have a legal obligation to register pupils 

AM(Period 1) & PM (Period 6). If registers are not taken, staff will be required to 

complete missing registers in retrospect and be responsible for the accuracy of the 

data.  

 

 

If for any reason the computer system is not working, it is the responsibility of 

that teacher to either,  
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1. Send for a paper copy of the register from the Attendance Team and to 

complete it and return it immediately or 

2. To complete their own paper register, clearly marked with the date, period 

and group name and send it to the Attendance Team   

 

12. Teachers will receive a reminder for any registers not taken and the Head teacher 

informed of any regular teachers who have not taken registers at the correct time. 

 

 

Every week each form teacher will receive a graph print out of their tutor group’s 

attendance which is continuous and which includes an overall Community total. These 

are emailed weekly.  
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