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Introduction  

  

• It is the legal responsibility for the parents of all registered students to secure regular attendance of their 

children.   

• Hassenbrook Academy recognises that all students have the fundamental right to be educated and 

regular attendance is crucial to learning. Good attendance and punctuality also minimises the risks of 

student involvement in antisocial behaviour or becoming victims or perpetrators of crime or abuse. 

Erratic attendance and poor punctuality create barriers to learning for the individual and are highly 

disruptive for the teacher and the class. All staff have a key role to play in promoting good habits not 

only by the example they set but also by condemning poor attendance or punctuality. Teacher 

disapproval is known to be highly effective in reducing absenteeism, and there is clear evidence to link 

high levels of attendance to achievement of attainment targets.       

• Every day of education matters and studies show that students with good attendance (over 95%) are 

more likely to achieve significantly better at the end of each Key Stage and are likely to finish their Year 

11 with higher grade GCSEs.     

• Students who miss school frequently will undoubtedly have gaps in their learning which will impede on 

their progress and future ability to engage in lessons.  This leads to students not understanding the lesson 

and behave inappropriately to cover their inability to complete the work.   

• It is vital that parents install the routine of excellent punctuality in order for their children to be prepared 

for their learning.   

 

 

Aims & Objectives   

 

Aims  

• To share the responsibility for promoting attendance and punctuality amongst everyone in the School 

and the broader school community.   

• To enable maximum student attendance through valuing high attendance rates.   

• To encourage students to take full advantage of their educational opportunity by attending regularly.   

• To recognise the external factors which influence student attendance and work in partnership with 

parents, the Attendance Officer and other agencies who may be able to assist in addressing difficulties.   

• To maintain the school attendance rate above 94% and work towards achieving a yearly standard of 95%   

• To report school attendance statistics to parents, LA as appropriate.   

 

Objectives  

• To ensure staff register students accurately and efficiently.   

• To set attendance targets for individual students and year groups   

• To reinforce good attendance and punctuality and to encourage improved attendance by using such 

measures as;   

• Informal comments from pastoral and subject staff;  

• by the more formal issue of attendance certificates in tutor time and assemblies;   

• Issuing success points to individuals half termly of 100% attendance and punctuality   

• To contact parents the same day when reasons for absence are unknown or unauthorised.   

• To identify patterns of non-attendance at an early stage and implement intervention strategies as 

appropriate.   

• To work closely with parents to resolve any personal/social difficulties where absence or lateness has 

been noted, engaging the support of external agencies where required.   

• To provide an effective and efficient system for the monitoring of attendance.   
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• This policy ensures that staff in Hassenbrook Academy are fully aware and clear about the actions 

necessary to promote good attendance, and to minimise the percentage of students with persistent 

absence rates.   

 

 

Attendance Targets   

  

Absence results in lost learning time and, although students may endeavour to catch up missed work, it cannot 

replace the teacher-led learning that has taken place.  Absentees also miss out on the rich programme of extra‐
curricular activities and events that make the school experience so enjoyable.  The table below highlights the 

negative educational impact absences can have on a child’s learning.  

  

Descriptor   % Attendance   Number of days 

absent   

Lost learning hours   

Excellent   100% 

99%   

0   

2   

0   

10   

Good   98%   

97%   

96%   

4   

6   

8   

20   

30   

40   

Cause for concern   95%   

94%   

10   

12   

50   

60   

Serious concern   93%   

92%   

91%   

14   

16   

18   

70   

80   

90   

Unsatisfactory:   

Persistent   

Absenteeism   

90%   20   100   

 

 
 
Reporting Absence  

  

It is the responsibility of the parent/carer to notify the school if their child is going to be absent or late. This 

should be done immediately via the Studybugs App before 8.00am. The link for this is 

https://studybugs.com/school/8881/dashboard.  If the Attendance Team do not receive notification of a child’s 

absence, then a text/email will be sent informing you that your child has not registered. If a student is absent 

for several days and there has been no contact from parents/carers a home visit will be conducted by one of 

the Attendance Team. For absences of 5 days or more medical evidence will be required in order for the 

absence to be authorised.   

  

 

Illness   

  

The Education Act 1996 provides that no offence is committed if a student is prevented from attending School 

by illness.  If the school is satisfied with the medical evidence offered, then the absence must be treated as 

authorised.  Alternatively, if there is doubt regarding the validity of the absence following contact with the 

parent/carer, then the school will treat this as unauthorised.  

  

 

https://studybugs.com/school/8881/dashboard
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Medical/Dental Appointments  

  

Appointments, wherever possible should be made outside of School hours. Where this is not possible the 

student must bring an appointment card or letter from the parent/carer to the tutor in advance of the 

appointment. This must be signed by the tutor and taken to the school office prior to leaving the school site.  

The student will be signed out by the office staff. Students are expected to be at school prior to the appointment 

or return to school as soon as possible after the appointment is completed.   

  

 

Holidays  

  

Accessing cheaper family holiday deals & family weddings are no longer deemed as exceptional due to legislation 

from the Department for Education and as such will NOT be authorised.  If parents remove students from the 
school for this reason, then the absence will be recorded as unauthorised and they may be issued with a Penalty 

Notice (currently £60 per parent per child).  Any parent/carer wishing to take their child out of school must 

acquire a leave of absence form; these can be obtained from the attendance office.  

 

Hassenbrook Academy will only authorise up to 3 days leave of absence for a family wedding only if the child’s 

attendance were above our agreed attendance target of 96%.  Hassenbrook Academy reserves the right to 

request evidence of a booking particularly when short notice is given for the absence request. We must ensure 

that families are aware that any additional absence taken beyond the 3 days authorised will be included with all 

other absences over a 12 week period and may trigger a penalty notice (12 sessions in 12 weeks).  

  

 

Absence Management  

  

 Hassenbrook Academy is required to make a decision about individual absences as to whether they should be 

‘Authorised’ or ‘Unauthorised’.  Once a child’s attendance falls below 95% all absences are unauthorised unless 

medical evidence is provided. This can include evidence of attendance at a medical centre, a copy of a 
prescription for the child which clearly states their name and the date prescribed and/or a letter from the child’s 

Doctor.  The decision to authorise/unauthorise absence is an important one because where there is excessive 

unauthorised absence a penalty notice or a prosecution can be brought against the parents in the Magistrate’s 

Court.  If parents are convicted, they will receive a criminal record, a fine of up to a maximum of £2,500 per 

parent per child and or 3 months imprisonment. For further information please use the link below:  
https://www.thurrock.gov.uk/school‐attendance‐and‐absence/penalty‐notices  

   

In accordance with the Local Authorities Penalty Notice Code of Conduct, Schools and School can issue Penalty 

Notices where an offence occurs of:   

If a parent fails to secure a child’s attendance at a school at which they are a registered student and that 

absence is not authorised by the school; or an excluded child is found in a public place, without their 

parent, during the first 5 days of a formal exclusion from school. 

  

Lateness & Punctuality   

  

Lateness after registration or when lessons are in progress can be disruptive for the whole class. Students who 

arrive after the morning bell has sounded will be marked as late due to lateness. Punctuality to lessons is 

also required to avoid interruptions to learning for the student and other students in the class.  Subject staff 

will apply sanctions for poor punctuality.  Lateness after 9am (after registers close) is classed as an unauthorised 

absence and will be coded as such unless medical evidence or attendance at a medical centre is provided. 
This will affect the child’s attendance percentage and statutory action may be taken leading to a penalty notice 

or fine being issued. Repeated lateness and continuous poor punctuality is a serious matter, which will be dealt 

with in line with Hassenbrook Academy’s behaviour management policy.  

   

https://www.thurrock.gov.uk/school‐attendance‐and‐absence/penalty‐notices
https://www.thurrock.gov.uk/school‐attendance‐and‐absence/penalty‐notices
https://www.thurrock.gov.uk/school‐attendance‐and‐absence/penalty‐notices
https://www.thurrock.gov.uk/school‐attendance‐and‐absence/penalty‐notices
https://www.thurrock.gov.uk/school‐attendance‐and‐absence/penalty‐notices
https://www.thurrock.gov.uk/school‐attendance‐and‐absence/penalty‐notices
https://www.thurrock.gov.uk/school‐attendance‐and‐absence/penalty‐notices
https://www.thurrock.gov.uk/school‐attendance‐and‐absence/penalty‐notices
https://www.thurrock.gov.uk/school‐attendance‐and‐absence/penalty‐notices
https://www.thurrock.gov.uk/school‐attendance‐and‐absence/penalty‐notices


 

6 

 

Safeguarding   

  

The school reserve the right to invite parents into school to discuss any attendance issues that raise potential 

safeguarding concerns, e.g. – female genital mutilation, sexual exploitation, domestic violence, forced marriage, 

radicalisation.  In addition, if the school suspects that a student may be at potential risk as a result of their 

absence from the school, the safeguarding team reserve the right to refer these concerns to the appropriate 

external agencies, i.e. – social care, police.  The school will inform parents/carers if a referral is to be made.  

However, this may not be appropriate in every circumstance, depending on the nature of the safeguarding 

concern and a referral may be made without informing the parent/carer. 

The school has a dedicated Home School Liaison Officer (HSLO); they are in place to provide support and 

guidance for both the child and the family who may be struggling with specific issues including: 

• Attendance 

• Emotional wellbeing 

• Parenting issues 

• Economic difficulties 

• Young carers support 

• Medical 

 

Students’ responsibilities are:  

• To report on time to registration and each lesson throughout the day   

• If late, to sign in via Inventry at reception and then proceed to their lessons   

• If absent or late, to bring a note from home or arrange for a parent to notify the Attendance Office  

o this can be done via Studybugs. 

• Students are not allowed to leave the school premises or sign out at any time without permission from 

the Attendance Team. 

 

 

SEND Staff will:   

• Support the school in giving attendance a high profile   

• Ensure that students with SEND on long term absence/exclusion access the curriculum and are 

supported on their return   

• Liaise with external and internal agencies to ensure that students and parents/carers are given relevant 

support to improve their attendance   

• Attend meetings for students with EHCPs / SEND as required   

 

 

Teaching Staff will:   

• Keep accurate registers and interpret attendance and punctuality patterns which emerge   

• Encourage students at all times to attend well and outline the impact that good attendance has on 

academic outcomes & personal development   

• Maintain a continuing dialogue with parents/carers, particularly for frequently absent and targeted 

students to encourage good attendance   

• Reduce the barriers to attendance by addressing bullying, disaffection in class etc.   

• Ensure no students has access to the registers as they are a legal document and can be called for in 

Court   
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• Ensure that no student’s name is removed from a register until instructed to do so by a designated 

member of staff   

 

 

Attendance Staff will:   

• Establish attendance targets for students and groups of students in order that the school will achieve its 

annual target   

• Carefully monitor performance against these targets and report to senior staff and governors as 

necessary   

• Closely monitor all students who are Persistent Absence (PA) and take the necessary action to improve 

attendance   

• Contact parents via letter informing them their child’s irregular attendance.  

• Establish clear routines amongst staff & students relating to attendance 

• Support tutors in follow‐up action, setting goals etc.   

• Monitor attendance of students new to the school who have a history of poor attendance  

• Seek ways of identifying strategies for improving attendance.  

• Monitor registers and make data comparisons    

• Contact parents of students on the first day of unexplained absence   

• Inform parents/carers where a student’s punctuality is regularly poor and set sanctions as appropriate   

• Maintain attendance displays as required to promote good attendance  

 

Advice to staff on the implementation of this policy   

 

In order for Hassenbrook Academy’s Attendance Policy to be successful, every member of staff must make 

attendance a high priority and convey this to students at all times.   

   

 Registration    

• Scrupulous maintenance of registers using The Arbor system, careful monitoring of the attendance of 

individual students and swift follow‐up actions are essential in continuing regular attendance.   

• Registration should be a formal process. Its importance should be regularly emphasised and good 

attendance praised and rewarded.   

o NB: If the system fails, a paper register must be taken.   

 

Actions In Light of Absence  

• To be effective, any action taken by Hassenbrook Academy must be quick; to determine both the reason 

for absence and what has to be done to get a student back to their School.   

• Attendance staff will collate registers for absent students and will use the school’s InTouch system to 

text or email parents of their child’s absence.  

• When contact has been made and the reason for absence understood, the appropriate coding will be 

assigned in the register.   

• Where there is no communication from the parent the attendance staff will take action as necessary and 

will maintain a detailed log.   

• After 3 days of absence, a member of the attendance team will call the parent/carer to discuss a planned 

return to the school and any support that is necessary.   

• For absences of 5 days or more medical evidence will be required in order for the absence to be 

authorised.   
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• Persistently absent students who have below national average attendance will be asked to produce 

medical evidence for ALL absences.   

• When students do return to the school after a long period of absence, a designated member of staff 

should:   

• Hold a discussion with the student to identify possible School‐based causes for absence, eg. Bullying, 

peer issues, difficulties with learning, difficulties in particular lessons;   

• Meet with the student to negotiate a target for improved attendance   

• Ensure that any forthcoming improvement is acknowledged and praised;   

• Liaise with the student’s teachers to ensure a supportive return to the School, including assistance with 

work that has been missed;   

• The attendance team will closely monitor attendance and punctuality;   

• Make a referral to the school’s pastoral support mechanisms (including a CAF referral) where the 

student will struggle in a main‐stream classroom.   

 

Involvement of parents   

• Establishing good links and a working partnership with parents/carers is an important prerequisite to 

good attendance.   

• Hassenbrook Academy’s Home School Agreement should be signed and will emphasise the 

responsibilities of all parties to promote good attendance.   

• The School will make it clear to parents/carers why children need to attend regularly, what action will 

be taken by the school when their son/daughter is absent, how parents/carers are expected to notify 

the school of absence and, in particular, what will count as valid reasons for absence.   

• The School will arrange for parents/carers of students with unsatisfactory attendance to be fully involved 

in the setting of attendance goals with attendance staff.   

• Parents/carers will be kept fully informed of improvements made by their children (or failure to 

improve).   

• For key targeted students, monthly letters are to be sent to inform parents/carers of their child’s 

attendance and punctuality.   

• For students where attendance is a serious concern, targets will be set and involvement from the 

Attendance Welfare Officer will be implemented.   

 

Hassenbrook staff can assist parents to improve attendance by:   

• Working with parents/carers to improve their child’s attendance, in collaboration with the child, parent, 

school and other relevant agencies     

• Undertaking home visits as designated by the school   

• Working alongside relevant staff to exchange information and determine appropriate levels of 

intervention   

• Meeting with staff, students and parents to identify individual problems and possible solutions   

• Making unsupervised contact with families in response to allocated referrals   

• To establish reasons for non-attendance, make assessments and agree a plan for facilitating a return to 

the school using appropriate strategies   

• Conducting regular late checks and texting parents of students that arrive late   

• Referring to the LA for prosecution    

• Attending Child Protection / Children in Need meetings for open case students   
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 Local Authority (LA) and School Attendance Support Team (SAST)   

  

It is the responsibility of the LA to ensure that parents meet their statutory responsibilities either by 

registering the child at a school or by making other effective educational arrangements.  If a child is 

registered as a student at a particular school, that school must give permission for a child to be absent 

(Authorised absence).  If a child does not go to the school at which he or she is registered, the LA can 

take legal action against the parents.    

           

 

The  LAs' legal powers to enforce attendance are:   

• Fixed Penalty Notice – if a parent fails to secure a child’s attendance at a school at which they are a registered 

pupil and that absence is not authorised by the school; or an excluded child is found in a public place, without 

their parent during the first 5 days of a formal exclusion from school.   

• School Attendance Orders – these enforce the parents' responsibility for ensuring that children of compulsory 

school age receive suitable education;   

• Prosecution for irregular attendance - this can result in parents being fined up to £2500 for each child who is 

not going to school or even a prison sentence.   

• Parenting Orders – these are court orders which require certain actions to be taken by parents with the 

purpose of improving student attendance, e.g., parents may be required to attend counselling or guidance sessions 

or to ensure that their child is escorted to and from school.   

• Education Supervision Orders - this means that the court appoints a supervisor to help and give advice to 

the parents and the child.   

 

 

  

  

  


