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1. Introduction 
 

The Governors and staff of Herschel Grammar School are committed to providing a full 
and effective education for all our students to ensure they achieve their potential in all 
that they do. We believe that all students benefit from the education we provide and from 
regular and punctual school attendance. To these ends, we will do all we can to ensure 
that all students attend regularly and that any problems which impede this are identified 
and acted upon as soon as possible. We therefore expect a high level of attendance and 
punctuality from all of our students in order for them to make the most of the 
opportunities that the school has to offer. This can be achieved by not missing school due 
to minor ailments, avoiding medical appointments during the school day, and not taking 
family holidays during term time. 
 
 

2. The Law 
 
Section 444 of the Education Act 1996 states that children between the ages of 5-16 
should attend school regularly. The school must keep two registers: an admission register, 
which serves as the school roll, and an attendance register.  
 
Attendance registers must be called twice a day: at the start of the day in the morning 
and during the afternoon session. The register must show whether the student is present, 
engaged in an approved educational activity, off-site or absent. When a student is absent, 
the register must also show whether the absence was authorised by the school or 
unauthorised. Each register is a legal document and it is the responsibility of staff to take 
or mark registers accurately. It is a student’s responsibility to ensure they receive an 
attendance mark. It is the parents’ responsibility to ensure their child attends the school 
regularly and on time. 
 
At present, the law requires the school to contact parents on the third day of pupil 
absence.  However, at Herschel we feel it beneficial for both school and parents that we 
should make contact before this. 
 
In order to help us do this we ask parents to contact the school by 9am on the first day 
of absence to let us know why their son/daughter is away from school.  Should we fail to 
hear on the first day, we attempt, within our available resources, to contact a member of 
the family concerned.  
 
 

3. Promoting good attendance 
 
At Herschel, we will encourage good attendance by: 

• Accurately completing attendance registers at the beginning of each session and 
within 10-15 minutes of the start of the session 

• Follow-up absence within one day; a first day absence telephone call will be made 
or text sent during period one if a student is absent without authorisation; if there 
is no contact via the telephone numbers provided a letter/email will be sent home 
requesting authorisation. 
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• Undertaking attendance checks at appropriate times; attendance reports to be used 
on a daily basis to check students who have registered but who have not attended 
all five lessons; weekly follow up of the year group attendance issues using 
percentage reports/unauthorised student absence figures. 

• Collecting data for student reports and sending parents/carers attendance figures 
and contacting parents when attendance is of concern and below 95% 

• Collecting data on attendance for the whole school and by year group and making 
this available to governors and parents on request. 

• Working closely with the pastoral team to monitor students of concern and put 
appropriate interventions in place to improve their attendance. 
 

 
4. Request for Leave of Absence  

 
Under education law, parents do not have an automatic right to take their children out of 
school during term time. The school holiday dates are published a year in advance and 
parents are expected to arrange their family holidays during those times. Parents who 
request leave for their son or daughter during term time must do so in advance by 
completing and returning a ‘Leave of Absence Request’ form. This can be found as an 
appendix to this policy. Requests for leave of absence for family holidays, in line with 
government guidelines, will normally not be authorised unless there are exceptional 
circumstances. Leave of absence should be requested at least one month in advance. Any 
short notice requests for leave of absence involving travel abroad must be accompanied 
proof of the purchase date of travel documents, before an appropriate decision can be 
made. The parent will be advised of the school’s decision in writing. If the leave of 
absence request is denied and the student is absent during the requested period, the 
parent may be liable to receive a fixed penalty notice from the Local Authority. Penalty 
notices are issued on a ‘per parent per student’ basis. Prolonged periods of reported illness 
within two weeks of a school holiday will automatically require medical evidence. If 
attendance or punctuality is a concern, parents will be contacted and further action may 
be taken. If parents wish to make an appeal against a decision, they should write to the 
Headteacher explaining their concern. 
 
 

5. Responding to Non-Attendance 
 

When a student fails to attend school without satisfactory explanation, we will: 
• Contact the parent on the first day of absence by telephone call or text; if contact 

cannot be made a letter/email will be sent home that day to request authorisation.  
• A further phone call be made and a further letter/email sent to the parent/carer or 

a home visit may be made if there has been no response and the unauthorised 
absence has exceeded three school days 

• If the non-attendance continues beyond nine days or if the student fails to attend 
for three complete weeks in any six-week period, a further attempt will be made to 
telephone the parent/carer and another letter/email sent and a home visit made 

• If the student or parent/carer fails to respond a Fixed Penalty notice will be issued 
and the matter will be discussed further with the Headteacher with a view to a 
formal referral 
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6. Children Missing Education 

 
• Children who are not attending school and are not being provided with suitable 

alternative educational provision will be referred to the local authority as Children 
Missing Education.  

• A representative from the school will attend regular multi-agency reviews, to 
monitor the student’s progress and work towards re-integration into the 
mainstream school setting.  

• The school will notify the local authority prior to removing students from the school 
roll. 
 
 

7. Monitoring absence 
 

• Form Tutors monitor attendance of students in their Form and refer any attendance 
concerns to Head of Learning.  

• Heads of Learning monitor known students with persistent absence with the 
pastoral support coordinator and take appropriate action e.g. phone calls and/or 
letters home, have meetings with students, invite parents in for a meeting.  

• Students whose attendance falls below 97% but is above 94% will be monitored by 
tutors. 

• Students whose attendance falls below 95% will be monitored by the Head of 
Learning. 

 
 

8. Absence for Days of Religious Observance 
 
Students at Herschel Grammar School come from a wide range of cultural, ethnic and 
religious backgrounds. The School will authorise absence for days of religious observance. 
The day must be exclusively set apart for religious observance by the religious body to 
which the parents belong. Only absence on the day of religious observance itself will be 
authorised and parents should request any absence in advance and in writing. Where 
necessary the school will seek advice from representatives of the faith community to 
establish whether it has set the day apart for religious observance  
 
 

9. Responsibilities 
 
The Governing Board will: 

• Monitor and review levels of student attendance. 

• Review implementation of this policy 
 

The Headteacher will: 
• Give the importance of good attendance a high profile with student, staff and 

parents; 
• Take overall responsibility for the implementation and monitoring of the policy; 
• Ensure that regular reports on student attendance are provided for the Governing 

Board.  
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The Assistant Headteacher with responsibility for attendance will: 
• Take day-to-day responsibility for the implementation and monitoring of the policy; 
• Report on attendance regularly at Senior Leadership Team meetings. 

 
Heads of Learning will: 

• Support the Assistant Headteacher in giving attendance a high priority; 

• Ensure that attendance procedures are followed across their years; 
• Ensure regular liaison with the Attendance Officer and Pastoral Support Coordinator 

to ensure procedures are being followed for students with continued low 
attendance; 

• Ensure that students on long term sickness absence are able to access the 
curriculum and are supported on their return. 

 
Form Tutors will: 

• Complete all registers accurately and in a timely fashion; 
• Ensure that students return any absence queries as soon as practical; 
• Look for absence patterns on a regular basis and alert Heads of Learning if 

necessary. 
 
The Attendance Officer and Pastoral Support Coordinator will: 

• Monitor registers daily; 
• Make first-day phone calls to parents of students with unexplained absence; 

• Mark each student’s register with the appropriate code and forward information as 
necessary; 

• Send appropriate letters to parents according to the agreed protocol; 
• Engage with parents and carers and remind them of the requirements set out in the 

Attendance Policy 
 

MONITORING AND EVALUATION 
 
The implementation of this policy will be reviewed regularly by the Senior Leadership 
Team and the Governing Body.  
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APPENDIX 
 

LEAVE OF ABSENCE REQUEST FORM 
Updated version from CBA pending 

 
 
 

 
 
 

 
 
 
 

 


