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1. 1. Aims  

For a child to reach their full educational achievement, a high level of school attendance is essential. At IGHS we are 

committed to providing an education of the highest quality for all our pupils and endeavour to provide an environment 

where all pupils feel valued and welcome. Parents and pupils play a key part in making our school successful. Every 

child has a right to access the education to which they are entitled. Parents and teachers share the responsibility for 

supporting and promoting excellent school attendance and punctuality for all. It is our duty to consistently strive to 

achieve a goal of 100% attendance for all children. Every opportunity will be used to convey to pupils and their parents 

or carers the importance of regular and punctual attendance. For our children to take full advantage of the educational 

opportunities offered it is vital your child is at school, on time, every day the school is open unless the reason for the 

absence is unavoidable. The routines children develop around attendance and punctuality at school are the same as 

the expectations of any future employer in the world of work. High attainment, confidence with peers and staff, and 

future aspirations depend on good attendance. 

At IGHS we are committed to meeting our obligations with regards to school attendance by: 
 Promoting good attendance and reducing absence, including persistent absence. This will be done through 
attendance awards in assemblies (see school behaviour policy) 

 Ensuring every pupil has access to full-time education to which they are entitled 

 Acting early to address patterns of absence 

 

We will also support parents to perform their legal duty to ensure their children of compulsory school age 
attend regularly and will promote and support punctuality in attending lessons. 
 

2. 2. Legislation and guidance  

This policy meets the requirements of the school attendance guidance from the Department for Education 
(DfE), and refers to the DfE’s statutory guidance on school attendance parental responsibility measures. 
These documents are drawn from the following legislation setting out the legal powers and duties that 
govern school attendance: 

 Part 6 of The Education Act 1996 

 Part 3 of The Education Act 2002  

 Part 7 of The Education and Inspections Act 2006 

 The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 2016 
amendments) 

 The Education (Penalty Notices) (England) (Amendment) Regulations 2013 

This policy also refers to the DfE’s guidance on the school census, which explains the persistent absence 
threshold. 
 

3. 3. Roles and responsibilities  

3.1 The governing board  

The governing board is responsible for monitoring attendance figures for the whole school on at least a 
termly basis. It also holds the headteacher to account for the implementation of this policy. 
A link governor is assigned responsible for attendance who will be responsible to work with the 
headteacher and attendance officer by meeting them monthly to review attendance data and ensure the 
policy is being implemented  

3.2 The headteacher  

The headteacher is responsible for:  

 Implementation of this policy at the school  

https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2010/1725/regulation/2/made
https://www.legislation.gov.uk/uksi/2011/1625/made
https://www.legislation.gov.uk/uksi/2013/756/made
https://www.legislation.gov.uk/uksi/2016/792/made/data.html
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census


 

 Monitoring school-level absence data and reporting it to governors 

 Supporting staff with monitoring the attendance of individual pupils 

 

3.3 The attendance officer  

The school attendance officer:  

 Monitors attendance data across the school and at an individual pupil level 

 Reports concerns about attendance to the headteacher  

 Works with education welfare officers to tackle persistent absence 

 Arranges calls and meetings with parents to discuss attendance issues 

 

3.4 Class teachers/form tutors 

Class teachers in form time are responsible for recording attendance on a daily basis in the school registers. 

3.5 School office staff 

School office staff are expected to take calls from parents about absence and record it on the school 
system. 
   

4. 4. Recording attendance 

4.1 Attendance register  

We will keep an attendance register and place all pupils onto this register. 
The attendance register will be taken at 08:30 in the morning of each school day and at 12.50pm during the 
afternoon session. Registers will close at 08:40 in the morning and 13:00 in the afternoon. Anyone arriving 
between 08:35and 08:45 in the morning and between 12.50 and 12.55 in the afternoon will be marked as 
late. Pupils arriving after 08:45 in the morning and 12.55 in the afternoon will be marked as “late after 
registers have closed” (see appendix 1 for attendance codes). Pupil arriving late after registers have 
closed will need to report to the school office in the first instance. 
Any amendment to the attendance registers must show 

• The original entry 

• The amended entry  

• The reason for the amendment 

• The date on which the amendment was made  

• The name and position of the person who made the amendment 

 
See appendix 1 of this document for the DfE attendance codes. 
We will keep every entry on the attendance register for 3 years after the date on which the entry was made. 
Pupils must arrive in school by 08:30am on each school day. 
The registers will be kept open for 10 minutes until 08:40 in the morning. The register for the second 
session will be taken at 12.50 and will be kept open until 12.55pm.  
 
 
 
 
 
 
 
 
 
 
 



 

4.2 Unplanned absence  

The pupil’s parent/carer must notify the school on the first day of an unplanned absence by 9:00am or as 
soon as practically possible (see also section 7). A message can be left on the school answer phone.  
We will mark absence due to illness as authorised unless the school has a genuine concern about the 
authenticity of the illness. 
If the authenticity of the illness is in doubt, the school may ask the pupil’s parent/carer to provide medical evidence, 
such as a doctor’s note, prescription, appointment card or other appropriate form of evidence. We will not ask for 
medical evidence unnecessarily. 

If the school is not satisfied about the authenticity of the illness, the absence will be recorded as unauthorised and 
parents/carers will be notified of this in advance. 

4.3 Planned absence  

Attending a medical or dental appointment will be counted as authorised as long as the pupil’s parent/carer 
notifies the school in advance of the appointment. 
However, we ask parents/carers to make medical and dental appointments out of school hours where 
possible. Where this is not unavoidable, the pupil should be out of school for the minimum amount of time 
necessary. 

4.4 Lateness and punctuality  

A pupil who arrives late: 
 Before the register has closed will be marked as late, using the appropriate code 

 After the register has closed will be marked as absent, using the appropriate code 

 
It is imperative that pupils arrive at school on time each day as those arriving late miss out on valuable 
learning during form and assembly/ta^leem time. To overcome persistent punctuality issues, the school has 
reviewed its punctuality policy and will apply the following steps.  

1. 1st late - Verbal warning & message sent home from the school office via text/email 
2. 2nd late - Call home to discuss with late arrival with parents 
3. 3rd late - Parents to meet with attendance officer and lateness discussed along with a warning  
4. 4th late - Parents meet with Head Teacher & Pupil placed on Attendance Report (pupil will be placed 

on report for 4 weeks on the first instance)  
5. 5th late – Authority intervention (relevant agency will be informed)/referral to external authority such 

as council education officer.  
If your child is unwell, please notify the office by 9:00am. If a child is persistently unwell for over 3 days a 
medical note will be required.  

4.5 Following up absence  

Where any child we expect to attend school does not attend, or stops attending, the school will:  

 Follow up on their absence with their parent/carer to ascertain the reason, by calling the parent by 10am the same 
day 

 Ensure proper safeguarding action is taken where necessary 

 Identify whether the absence is approved or not 

 Identify the correct attendance code to use 

 

4.6 Reporting to parents  

Parents can request an update on their child’s attendance at any time throughout the year by making a 
request to the school office. In addition to this, the school will provide attendance figures twice a year as 
part of a written pupil performance report.  
 

5. 5. Authorised and unauthorised absence  

5.1 Holidays During Term-Time  

The headteacher will only grant a leave of absence to pupils during term time if they consider there to be 'exceptional 
circumstances'. A leave of absence is granted at the headteacher’s discretion.  



 

The school holiday schedule for Sapience Girls Academy is shown below and where necessary, these dates 
will be further amended to reflect staff training needs and Islamic holidays.  
 
 
The school takes a firm position that parents/carers only book their family holiday during the school 
holidays. If for a specific reason, where an absence during term time is unavoidable, a holiday request form 
must be completed prior to the holiday. A holiday request form can be obtained by contacting school office 
or emailing the school.  
The Headteacher will decide whether or not to authorise a requested absence during term-time. The 
Headteacher may grant leave at their discretion for up to 5 days in any school year. A parent/carer is not 
entitled (by law) to demand leave of absence for their pupil as a right and only the Headteacher can authorise 
term-time absence https://www.gov.uk/school-attendance-absence. 
 
The headteacher will decide whether or not to authorise the absence having considered: 

• The pupil’s attendance record. 

• Whether the holiday exceeds the maximum of 5 school days in any one year (unless it is felt that the 
experience would be of beneficial educational value or it is an exceptional circumstance). 

• The dates of the holiday, ensuring that it would not prevent the pupil from taking important 
examinations/assessments. 

 
Factors included in determining whether attendance will be approved include (but are not limited to): 

1. No absence will be approved for pupils between January and GCSE examination dates (until 
completed) unless there are exceptional circumstances. 

2. If a pupil’s attendance is over 95%, an absence requesting up to 5 school days will be considered 
unless there is a specific reason not to. 

3. If there is heavy snow, an absence will only be authorised if the family lives more than a mile from 
school and/or there are specific reasons why an adult could not walk with the pupil to school. 

4. Whether leave at this point in time will be detrimental to the pupil's education. 

5. Whether the pupil will miss any national tests or examinations? 

6. Whether the pupil’s attendance is a cause for concern? 

7. Whether the proposed absence during the month of September or any other transition period. 

8. Whether the pupil has already had leave during term time this year? 

9. Whether the pupil has had leave of absence during term time in the previous school year(s). 

10. Whether the pupil has had any absences which have been recorded as unauthorised in the current 
school. 

 
5.2 Unauthorised Holidays During Term-time 
Taking your child out of school during term time may harm your child’s academic progress. Therefore, we 
strongly recommend that you do not arrange holidays in this period. Regular attendance in Years 10 
and 11 is particularly important in preparation for GCSE exams. Therefore, requests for holiday absence 
will NOT be authorised in 11. Outside of these periods, the school may allow up to a maximum of 5 days 
leave during term time in extenuating circumstances. Each request for absence will be dealt with on individual 
merit; parents MUST consult the school prior to booking holidays. Holidays exceeding 5 days taken 
without permission will be marked as an unauthorised absence on the pupil’s record and may result in the 
child being taken off roll from the school register. They will need to re-apply and will be considered for re-
admission using our admissions criteria (see Admissions Policy). You are strongly advised to complete a 
holiday request form and return it to the school for consideration and authorisation before booking 
any holidays. We require at least half a term’s notice to consider holiday requests. 

 
5.3 Examples of Authorised Absence 

• Hospital or Orthodontist appointment supported with appointment letter. 
• College/Careers/Employment Interview (evidence required). 
• Funeral of a close relative. 
• Reported Illness of 2 days or less (unless medical evidence has been specifically requested) 
• Illness of 3 or more consecutive days supported with medical evidence or a Home Visit. 
• Emergency Doctor or Dental appointments (Evidence Required) *. Routine appointments should 

be made outside of school hours 
•  

https://www.gov.uk/school-attendance-absence


 

5.4 Examples of Unauthorised Absence 

• Leave of Absence NOT approved by the school. 
• Absence NOT reported on the day or supported by written explanation upon return to school. 
• Absence of 3 or more days WITHOUT medical evidence or Home Visit. 
• Routine Doctor/Dental appointments. 
• Arriving late after registers have closed. 
• Reported Illness NOT authorised by the school. 

 

5.5 Reducing persistent absence  

Attendance figures after 4 weeks into the new academic year will be used to ensure a larger sample size is applied to 

assess overall school attendance. Students who have attendance at or below 90% fall under the persistent absence 

category. These pupils are reviewed weekly, and the Attendance Officer will work with the respective parents to bring 

these attendance figures up. Persistent absence pupils (where no approved reason has been allocated for the absence) 

will be placed on an attendance report which will include restorative work to improve attendance. Details of all pupils 

with persistent absence (90% or below) will be placed on a log and monitored closely and reviewed weekly. The 

attendance officer will work with the parents of persistent absentees to improve their child’s attendance at school.  An 

attendance meeting with the attendance team and the headteacher takes place monthly where persistent absence is 

discussed and actions agreed to reduce any persistent absence.  

6. 6. Attendance monitoring  

The attendance officer at our school monitors pupil attendance and absence on a daily basis. A weekly meeting takes 

place every Monday and pupils causing concern are discussed and referred for follow-up action. The Attendance Officer 

will monitor the registers closely and follow up any incorrect procedures or inconsistencies in recording attendance. The 

headteacher will meet with the attendance officer on a weekly basis to review attendance in the school. 

6.1 Stages of Dealing with Unauthorised Absences 
 
98% attendance – Reminder sent to parents via email/text on importance of attendance at school  
96% attendance – Call from school attendance officer with reminder on the importance of attendance and 
evidence for any medical absences 
95% attendance – Meeting with headteacher and parents. If no evidence or reason provided (such as a 
medical or fit note), pupil to be placed on report 
90% or below attendance – Placed on persistence absence log and addressed using persistence absence 
process (see 5.5 above). Second meeting with both parents and headteacher also arranged with 
consideration of referral to external agencies (such as an education welfare officer) 
 
Attendance at 95% or above will be dealt with our attendance officer (see 4.5 above) A pupil’s parent/carer is 

expected to call the school in the morning if their child is going to be absent due to ill health (see section 4.2). The 

persistent absence threshold is 10%. If a pupil's individual overall absence rate is greater than or equal to 10%, the 

pupil will be classified as a persistent absentee.  

IGHS  collects and stores attendance data and uses it for internal purposes. For example, to:  
 Track the attendance of individual pupils 

 Identify whether or not there are particular groups of children whose absences may be a cause for 
concern 

 Monitor and evaluate those children identified as being in need of intervention and support 

 

 

 

 

 

 



 

 

7. 8. Monitoring arrangements  

This policy will be reviewed as guidance from the local authority or DfE is updated, and as a minimum, each academic 

year by the headteacher. At every review, the policy will be approved by the full governing board.  

8. 9. Links with other policies  

This policy links to the following policies: 

 Child protection and safeguarding policy 

 Behaviour policy 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
End of Policy 

1.1.1 Appendix 1: attendance codes  

The following codes are taken from the DfE’s guidance on school attendance. 

Code Definition Scenario 

/ Present (am) Pupil is present at morning registration 

\ Present (pm) Pupil is present at afternoon registration 

L Late arrival Pupil arrives late before register has closed 

B Off-site educational activity 
Pupil is at a supervised off-site educational 
activity approved by the school 

D Dual registered 
Pupil is attending a session at another 
setting where they are also registered 

J Interview 
Pupil has an interview with a prospective 
employer/educational establishment 

P Sporting activity 
Pupil is participating in a supervised sporting 
activity approved by the school 

V Educational trip or visit 
Pupil is on an educational visit/trip organised, 
or approved, by the school 

W Work experience Pupil is on a work experience placement 

 

Code Definition Scenario 

Authorised absence 

C Authorised leave of absence 
Pupil has been granted a leave of absence 
due to exceptional circumstances 

E Excluded 
Pupil has been excluded but no alternative 
provision has been made 

H Authorised holiday 
Pupil has been allowed to go on holiday 
due to exceptional circumstances 

I Illness 
School has been notified that a pupil will be 
absent due to illness 

M Medical/dental appointment Pupil is at a medical or dental appointment 

R Religious observance 
Pupil is taking part in a day of religious 
observance 

S Study leave 
Year 11 pupil is on study leave during their  
public examinations 

T 
Gypsy, Roma and Traveller 
absence 

Pupil from a Traveller community is 
travelling, as agreed with the school 

 



 

 

Unauthorised absence 

G Unauthorised holiday 
Pupil is on a holiday that was not approved 
by the school 

N Reason not provided 

Pupil is absent for an unknown reason (this 
code should be amended when the reason 
emerges, or replaced with code O if no 
reason for absence has been provided after 
a reasonable amount of time) 

O Unauthorised absence 
School is not satisfied with reason for 
pupil's absence 

U Arrival after registration 
Pupil arrived at school after the register 
closed 

 
 

Code Definition Scenario 

X Not required to be in school 
Pupil of non-compulsory school age is not 
required to attend 

Y 
Unable to attend due to 
exceptional circumstances 

School site is closed, there is disruption to 
travel as a result of a local/national 
emergency, or pupil is in custody 

Z Pupil not on admission register 
Register set up but pupil has not yet joined 
the school 

# Planned school closure 
Whole or partial school closure due to half-
term/bank holiday/INSET day 

1.1.2  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.1.3 Appendix 2 – Term-time Holiday Request Process 

 



 

 
 
 



 

 

 

Tiers of support 

High quality teaching across the curriculum intends to reduce the need for extra literacy 

support. Nevertheless, it is likely that a small number of students will require additional 

support, in the form of high quality, structured, targeted interventions, to make progress. 

Tiers of support move from whole class teaching through small group tuition to one-to-one 

support, increasing intensity with need. SGA will be collaborating with Fortis Academia to 

provide small group tuition as the initial intervention option, taking care to bring together 

students who are struggling in the same area of literacy, before moving to one-to-one 

tuition if small group tuition is ineffective. 

The role of assessment 

Effective intervention is impossible without assessment, which can be used to: 

▪ Identify students requiring additional support 

▪ Identify their needs so that support is well-targeted 

▪ Assess progress and the impact of interventions. 

There are a wide range of literacy problems that secondary-age students might have, 

related to speech, language and communication, phonics, reading fluency, vocabulary and 

reading comprehension. In addition, students may have wider difficulties, for example, 

related to eyesight. Unless interventions are well-matched to underlying difficulties, they 

are unlikely to be effective. Some assessment can be undertaken by teachers as part of 

regular monitoring and assessment in class. However, while classroom teachers are likely 

to be able to identify broad categories of challenge, in many cases, this should be followed 

up with more detailed diagnostic assessments, including standardised tests. 

SGA will use the School Plus student reports and assessment data, to identify students, 

targeting interventions and monitoring progress. Five useful questions for teaching and 

intervention teachers to ask when interpreting this data are: 

▪ What did the standardised test measure and not measure? For example, if scores 

relate to a word reading task and a student receives a low score, this will indicate 

word reading support is needed. However, it does not tell us whether this child also 

needs support for reading comprehension. 

▪ What kind of scores do we have and how can they be interpreted? Often reading 

ages are provided by standardised tests. While these appear intuitive, they can be 

misleading. Other scores, such as percentile ranks, are likely to be more helpful, and 

communicate how many students in this age range are likely to perform lower than 

this student. The average range for students is from the 16th to the 84th percentile, 

which equates to a ‘standard score’ (like an IQ score) of 85–115. 

▪ What do the scores tell us about progress? Percentile ranks and standard scores that 

stay the same show that students have made expected progress. If they go down then 

progress is less than expected, if they go up, more progress than expected. 

▪ How do the results we have compare to other tests and data? It is important to 

contextualise the results of standardised assessments by comparing them with 

teacher assessments and other sources of data; a judgement of need is likely to be 

more reliable when it is supported by information from across these sources, and it 

is not advised to rely too heavily on the results from a single assessment. 

PROVIDE HIGH QUALITY LITERACY INTERVENTIONS FOR STRUGGLING 
STUDENTS 



 

▪ What is the data being used to assess? When students are identified as struggling, it 

can be tempting to introduce a range of interventions at the same time. However, a 

drawback of this approach is that it is difficult to identify the impact of any individual 

approach. 

Literacy programmes 

Effective targeted interventions implemented by SGA- 

▪ Regular sessions that are maintained over a sustained period and carefully 

timetabled to enable consistent delivery. 

▪ Structured supporting resources and/or lesson plans with clear objectives for 

literacy intervention sessions. 

▪ Assessments to identify appropriate students, guide areas for focus, and track 

student progress. 

▪ Connections between the out of class learning and day-to-day whole class 

learning. Motivating students 

Motivating students to engage with literacy interventions is also a common challenge. 

However, some principles drawn from wider research include: 

▪ Seeking to develop students’ feelings of self-efficacy- for example, by carefully 

scaffolding tasks and by explicitly linking the use of particular strategies to 

improvement. 

▪ Selecting tasks that are engaging-for example, some collaborative learning 

approaches have been found to be effective at improving adolescent literacy, 

particularly when students are required to work as a team towards a common goal. 

▪ Sharing strategies between teachers in different subjects. 

▪ Ensuring students have an opportunity to use skills from the intervention setting 

in the classroom and across different subjects. 
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