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Opening Statement 

 This document has been produced in consultation with Staff and Governors at Chase High
School.

 It has been written acting on the advice set out in the Local Authority’s “Promoting High
Attendance: Policy, Strategy and Guidance”.

 It aims to clarify the roles and responsibilities of all stakeholders relating to the attendance of
pupils at the School.

 If pupils do not attend school regularly and punctually then they cannot be educated effectively.

 Good attendance and punctuality allows pupils to take full advantage of the educational
opportunities open to them, in order to prepare for a successful working life.

Aims 

Chase High School is committed to providing an effective and efficient education for all pupils.  We 
will ensure that all pupils achieve maximum possible attendance and that any problems which may 
impede full attendance are identified and acted upon a soon as possible.  The school aims to 
achieve 95% or above attendance rate for all pupils. 

The Law 

 Under Section 444(1) is the regular offence, section 444(1A) of the 1996 Education Act parents
of a child of compulsory school age are under a legal duty to ensure that the child attends the
school regularly and punctually at which he/she is registered.

 Failure to carry out this duty can lead to significant fines and/or imprisonment.

 Chase High School is obliged by law to differentiate between authorised and unauthorised
absence.

 Only if Chase High School is satisfied as to the validity of the explanation offered, will the
absence then be authorised.

The School – A Statement of Intent 

 The School expects pupils to attend regularly, on time, properly equipped and ready to learn.

 The School will encourage good attendance and will communicate with parents, celebrating
good attendance and punctuality.

 The School staff will set a good example in matters of attendance and punctuality.

 The School will work in partnership with parents and pupils to resolve issues, which affect
attendance/punctuality, as quickly as possible.

 The School will report on pupil’s attendance in the pupil’s annual report to parents.

Roles and Responsibilities 

The various stakeholders in Chase High School attendance have the following roles and 
responsibilities: 

The Governing Body 

The governing body is legally responsible for many aspects of school management including the 
attendance register and so it is registered with the Data Protection Registrar under the Data 
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Protection Act 1998.  However, the Headteacher manages the day-to-day running of the School and 
in so doing takes responsibility for the day-to-day implementation of this policy. 

The Headteacher 

 The Head teacher has overall responsibility for attendance and ensures that the School
meets the legal requirement, sets required targets for attendance and unauthorised absence
and publishes attendance figures.

 The Head teacher ensures that staff provide a positive approach to attendance across the
School, using agreed strategies.

 The Head teacher will ensure that parents and pupils are aware of their responsibilities
regarding attendance and punctuality at the point of admission and at other appropriate
times during the course of the year.  This will be supported in the signing of the
Home/School Agreement.

 The Head teacher is responsible for ensuring the School rigorously monitors attendance and
takes action for further improvement.

 The Headteacher’s termly report to Governors will provide attendance data and an analysis
of this data.

 The Head teacher has a duty under The Education (Pupil Registration) Regulations 1995 to
make a return to the Local Authority where there is a poor pattern of attendance or a pupil
has been absent for 10 consecutive school days

 Southend on Sea Borough Council requires that returns of attendance be made each half-
term.  The information in these returns is fed back to schools in a class by class format and
will be monitored by the Local Authority Attendance Officer.

 The Headteacher should ensure that the School works in effective partnership with other
agencies which may support attendance issues, e.g. Early Help Family Support, Youth
Offender Service, EWMHS, Social Care, Health Services.

Staff 

 A member of the Senior Leadership Team takes oversight of registration procedures,
ensuring that staff keep registers in the correct manner, monitors overall attendance and
advises the Headteacher and Governors on issues relating to attendance.

 The senior manager with responsibility for attendance gives attendance issues a high profile
in the School and works closely with key staff eg Year Team, Form Tutors and Education
Welfare Officer.

 Attendances analysed weekly and appropriate action taken eg discussions with Year Team,
Subject Leaders, parental meetings, discussion with Local Authority Attendance Officer and
other external agencies.

Year Leaders 

 Will give attendance issues a high profile when managing their year groups, via assemblies,
through graphic displays, detailing class, year group and whole School attendance, making
arrangements to have this information prominently displayed so that all stakeholders can
view the progress being made on the targets set.

 Are responsible for supporting Form Tutors in following up all attendance issues including
post registration absence.

 Are responsible for holding detentions for pupils who are late for registration two or more
times during the week.

 Parents must be given 24 hours’ notice that an after school detention has been set.



3 

 Are responsible for making contact with parents of pupils on the first day they are absent
where no reason is given.

 Will notify staff members as soon as possible if a pupil is experiencing particular difficulties
that led to absence.

 Are responsible for arranging termly celebrations for those pupils who achieve 100%
attendance and for tutor groups who have achieved the highest termly attendance
percentage.

 In the weekly assembly Year Leaders will celebrate the tutor group who has achieved the
highest weekly attendance.

 Pupils whose attendance is a cause for concern will be set targets for improvement.  The
Year Leader will set, monitor and review these targets every two weeks and report to the
Education Welfare Officer.

Subject Leaders 

 Subject Leaders are responsible for supporting subject teachers and relevant Year Leaders
in following up all attendance issues including post registration absence and poor
punctuality.

Form Tutors 

Registration Procedures and Expected Practice 

A register is a legal document and must be marked accurately, recording either a present or 
absence mark or appropriate code. 

A register can be used as evidence in legal proceedings against parents for failing to ensure their 
child’s regular attendance. 

Registers are archived at the end of the school year. 

 Registration begins at 8.30 am and 12.30 pm each day.

 No pupil should be permitted to take the register at any time.

 Each pupil should be called by name and should respond as prescribed ‘here’, ‘present’ etc.
Tutors should also do a visual check.

 Any pupil arriving after the register has closed should be given a late mark.

 If a pupil arrives after tutor time has finished, they should report to Pupil Reception and sign
in using the electronic Inventory System.

 An absence note should be requested and the appropriate code added to the register by the
Year Administrator or the Education Welfare Officer.

 Form Tutors are responsible for ensuring that eligible pupils receive rewards for good
attendance.  This information will be required on a termly basis by the Year Leader in order
that the achievements of those pupils who have 100% attendance may be celebrated in
assembly.

 Staff should actively use praise for those pupils who attend regularly and punctually and for
those pupils whose attendance/punctuality has shown a marked improvement.

 Form Tutors are responsible for welcoming pupils back to school on their return and should
discuss reasons for absence.

 In the case of pupils who are persistently late for registration, two or more times in a week,
the Form Tutor will advise the relevant year Leader who will make contact with the parents.

 Form Tutors should monitor attendance and unauthorised absence with pupils on a weekly
basis.
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Subject Teachers 

Expected Practice 

 Each teacher will take an accurate class register within the first 10 minutes of each lesson

 The pupils should be seated and quiet whilst the register is called.

 No pupil should be permitted to take the register at any time.

 Each pupil should be called by name and should respond as prescribed ‘here’, ‘present’ etc.
A visual check should also be made.

 Subject Teachers are responsible for supporting the pupil to make arrangements for the
catching up of work in their subject.

 Subject Teachers are responsible for advising Year Leaders about pupils who are
persistently late for their lesson.

The Education Welfare Officer 

 The Education Welfare Officer should complete their reconciliation of the register by the end
of each day.

 If a pupil is absent without reason it will be investigated and a home visit will be carried out
as necessary.

 Continued non-attendance may be escalated to local authority level.

 After 10 school days, if a pupil is still missing from school and no contact is made with
parent/carer, statutory guidelines are followed and a Child Missing Education referral (CME)
is made to the Local Authority.

 Where there are Child Protection concerns the designated teacher for Child Protection
should be informed on the first day of absence by the Year Administrator or the Education
Welfare Officer.

 Notify the Designated Person each time a child in Public Care is absent from school.

 Enter data relating to attendance and absences onto SIMS.

 Generate and analyse attendance reports.

 Liaise with Form Tutors, Subject Teachers, Year Leaders, Local Authority Attendance Officer
and SLT Lead.

 Complete statistical returns to the Local Authority and DfES.

 Where a pupil has not returned to school for ten days after an authorised absence or is
absent from the school without authorisation for twenty consecutive school days, the pupil
can be removed from the admission register when the school and the local authority have
failed, after jointly making reasonable enquiries, to establish the whereabouts of the child.
This only applies if the school does not have reasonable grounds to believe that the pupil is
unable to attend because of sickness or unavoidable cause.

(Under regulation 8(1), paragraph (f)(iii) of the Education (Pupils Registration) (England)
(Regulations 2006) Under regulation 8 (1), paragraph (h)(iii) of the Education (Pupil
Registration) (England) Regulations 2006
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 Parents/Carers should contact the school on each day of their child’s absence.  They should
state the reason for their absence and also the date on which their child is expected to
return.

 On the pupil’s return to the school, the parent or carer should also write a note to the Form
Tutor to explain the reasons for the absence.

 Medical appointments should be made outside school time wherever possible and the
appointment card should be shown in advance to the Education Welfare Officer in the front
office.  The pupil should sign out of the School as they leave for the appointment and sign in
again as soon as they return.  This is for health and safety reasons.

 Parents/Carers should inform the School of any relevant factors (e.g. bereavement) which
could affect their child’s attendance or behaviour.

 Parents do not have a right to take children on holiday during term time.  Chase High School
seeks to minimize the amount of absences by pupils when the school is in session and the
Governors have agreed that requests for holidays during term time will not be approved.
Other requests for leave of absence will only be approved in exceptional circumstances and
must be granted, in advance, by the School.  Work may be provided for the pupil to
undertake during the absence.  Application forms for leave of absence are available from the
Headteacher or Education Welfare Officer. The Headteacher will then decide, on receipt of
an application for leave of absence and taking into consideration the pupil's attendance
record, family circumstances and the impact on the pupil's education, whether or not leave of
absence will be granted.

Pupils 

 Pupils will ensure that they attend regularly, on time, in correct uniform, properly equipped
and ready to learn.

 Pupils will attend all lessons punctually.

Authorised and Unauthorised Absence 

Authorised and unauthorised absence remains at the discretion of the Headteacher and Governing 
Body of Chase High School and therefore the reasons given below are not definitive. 

Absence for the following reasons will be authorised where the reason for absence has been 
confirmed as valid and/or at the Headteacher’s discretion.   

(Consideration must be given to parents who have poor literacy skills and or where English is not 
their first language). 

• Parents/Carers have responsibilities which are outlined in the Home/School Agreement.
• Parents/Carers are responsible for ensuring that their child attends the school regularly, punctually

in the appropriate uniform, properly equipped and in a fit condition to learn.
• Parents/Carers should provide the school with up to date information about points of contact and

the names of those with parental responsibility.
• Parents should work actively with the school and the Local Authority Attendance Officer to solve

any attendance difficulties.

Parents/Carers

Chase High School wishes to work in partnership with parents to achieve good attendance for all of its 
pupils. 
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Absence will be recorded as unauthorised when: 

 No explanation has been forthcoming from the parents

 The School is dissatisfied with the explanation for absence

 Shopping

 Haircuts

 Missed bus

 Slept late

 No uniform

 Looking after brothers or sisters

 Minding the house

 Birthdays

 Unapproved holidays

• Illness
• Unavoidable medical or dental appointments
• Days of religious observance
• Interviews with prospective employers, including interviews at another school,

including Entrance Exams
• Study leave
• Exceptional family circumstances, e.g. bereavement
• If permission has been granted in advance by the Headteacher
• Transport arranged by the LEA has failed to arrive on tiem
• Dual registration at another school
• Exclusion
• Traveller Children when the family are travelling
• Young people who are acting in a caring capacity for a parent/guardian
• Public performance
• Birth of a child
• Family prison visits

Covid-19 and School Attendance

Current guidelines surrounding school attendance and Covid-19 has been issued by the 
Government and Department for Education (DfE).    Schools across the UK are asked to 
follow and adhere to this guidance.
See Appendix 5
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Attendance concerns 

When a pupil of the School is absent for no apparent reason it is the duty of all staff to consider 
possible causes.  When considering reasons they should bear in mind factors that could relate to 
the child protection, behaviour and discipline and the anti-bullying policies.  The form tutor will have 
a particular role to play in identifying reasons for absence and addressing such issues, with the 
support of the whole School staff. 

A staged approach 

The School adopts the Southend on Sea Local Authority’s staged approach to attendance as set out 
in the Local Authority’s policy, strategy and guidance document. 

The School Attendance and Child Employment Service can be contacted directly at Civic Centre, 
Victoria Avenue, Southend on Sea, SS2 6ER or 01702 215000. 

The Education Welfare Officer may be contacted on the School telephone number – 01702 354441 
or via the school e mail 

 Chase High School will offer an environment in which pupils feel valued.  We will work hard
to ensure that every pupil is made to feel welcome and that pupils will be missed when they
are absent/late and that follow up action will be taken in the event of poor attendance and
punctuality.

 A varied and flexible curriculum will be offered to all pupils.  Every effort will be made to
ensure that learning tasks are matched to a pupil’s needs.

 Attendance data will be regularly collected and analysed in order to help identify patterns, set
targets, correlate attendance with achievement, and support and inform policy/practice.

 Good attendance awards will be presented on a regular basis according to the pupil’s
individual needs.

 Certificates will be presented to pupils who achieve 100% attendance on a termly basis.

 Pupils with known attendance problems on intake will be interviewed with their parents and
will be set targets for improvement.

 Parents/Carers will be reminded regularly (via newsletters, the School Prospectus, parents’
evenings etc) of the importance of good attendance.

 Annual reports to parents will show attendance information regarding their child’s attendance
at Chase High School.

 Pupils who are absent through sickness for any extended period of time will (when
appropriate) have work sent home to them and will be reintegrated back into the School
upon their return.

 Pupils who are experiencing anxiety around attending school will receive a Home Visit from
the Education Welfare Officer and/or other appropriate member of staff, to discuss possible
reasonable ways of resolving any issues

 Pupils who have been absent for whatever reason for an extended period of time will (when
appropriate) have individually tailored reintegration programmes prepared for them.

 Registration in every lesson.

 First day absence calls to parents/carers.

 Truancy Call for post registration truancy.

 Curriculum Review.

 Support arrangements for pupils who find lessons difficult.

Strategies for promoting attendance
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APPENDIX 1 

ATTENDANCE CODES 
DESCRIPTIONS AND MEANINGS 

CODES DESCRIPTION MEANING 

/ Present (am) Present 

\ Present (PM) 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 

L Late (before registers closed) Present 

M Medical/Dental appointments Authorised Absence 

N No reason yet provided for absence Unauthorised Absence 

0 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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APPENDIX 2 

DEFINITIONS 

Our discussion, or referral within school, are more effective if we all use the following terms and 
definitions about attendance problems and when checking attendance patterns:  

persistent absence:   missing more than 10% of possible attendance in any one term; 

intermittent absence: missing days or half days in succeeding weeks, whether in a regular 
or irregular pattern, adding up to a considerable number of absences 
over a half-term or term;  

school refusal: (a term often interchangeable with school phobia): a symptom of 
underlying psychological disorder, associated with anxiety, brought on, 
for example, by a change in circumstances, such as the loss of a 
parent or sibling, or a change of school;  

authorised absence: absence for a valid reason - for example, illness, approved religious 
observances or a death in the family. (See criteria September 1992);  

unauthorised absence: unjustified absence from school, for any period as a result of  
premeditated or spontaneous action on the part of the pupils, parents    
or both. This term includes parentally condoned absence. 
Unauthorised absence is often referred to as ‘truancy’.  

internal truancy: when a pupil who is already registered absents her/himself for a part 
of the whole of the session without leaving the school premises:  

post registration truancy:  when a pupil leaves the school premises having been registered as 
present. (Sometimes referred to as absconding). 

(Amended from Education Observed 13. Attendance at School. DES 1989) - 13 
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APPENDIX 3 

UNAUTHORISED LEAVE DURING TERM TIME 

Following amendments to the 2006 regulations in the Education (Pupil Registration) Regulations 
2013, Headteachers may not grant any leave of absence during term time unless there are 
exceptional circumstances. See attached Application for Leave of Absence in Term Time (Sept 
2017) If the decision is made not to authorise, a letter will be sent to the parent confirming this fact 
and that a penalty notice may be issued.  If a holiday is then taken without authorisation, the school 
may complete a request to the Local Authority Attendance Team who will decide whether to issue 
the penalty notice. 

The current penalty notice stands at £60.00 rising to £120.00 (if not paid within 21 days) to each 
parent for each child taken out of school. 

More information can be found on the Local Authority websites. 
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The current law does not give any entitlement to parents to take their child out of school during term time. 
The Education (Pupil Registration) (England) (Amendment) Regulations 2013 prohibits Head teachers 
granting leave of absence to a pupil except where an application has been made in advance and the Head 
teacher considers that there are exceptional circumstances relating to the application. 

Taking your child out of school during term time could be detrimental to your child’s educational progress. A 
pupil who takes 10 days absence will only attain 94.7% attendance in the year. 10 days absence also 
means the pupil will miss 50 hours of education. 

If the absence is not authorised and the holiday is taken, the case will be referred to the Early Help Family 
Support Service who may issue a Penalty Notice for £120 (or £60 if paid within 21 days) to each parent for 
each child taken out of school. 

APPENDIX 4
APPLICATION FOR LEAVE OF ABSENCE DURING TERM TIME 

Please complete one application per child. 

  Important: A letter must be attached to this request, outlining the exceptional 
  circumstances’ for which a leave of absence is being applied for. 

Signed:   Dated: 

Name:    __ 

School/office use only 

Name of Child 

D.O.B:

Class: 

Date of First Day of 
Absence: 

Date of Return: 

Number of Days 
Requested: 

Parents Name: 

Parents DOB: 

Attendance percentage preceding 12 weeks: 

Number of sessions absence this academic year Authorised Unauthorised Total 



APPENDIX 5

COVID-19 AND SCHOOL ATTENDANCE

As of September 2020, the following reasons for absence will be authorised:

Parents/Carers have advised they suspect their child or another member of their household has 
symptoms of Covid-19 and are making arrangements for a test.  Only children with a negative test result 
will be allowed to return to school.

Parents/Carers have informed the school that their child or anoather memeber of their household has 
tested possitive for Covid-19.   Positive teste rsults will require a period of isolation as advised by the 
Government/NHS.
Parents/Carers have informed the school that their child will be isolating pending a Covid-19 test or as a 
result of they , or another member of the household, testing positive or presenting with symptoms.

Schools are permitted to use registration code 'X' which will not impact attendance.

Parents/Carers are advised to call the school if they are unsure what to do or call111 for NHS advice.

The school are not permitted to authorise absence for the following:

• Parents/Cares are choosing not to send their child to school as they are concerned they may be at 
risk of becoming infected with Covid-19.

• Parents/Cares have not submitted any medical evidence allowing their child to stay at home. This 
includes those who have children or members of their household who are clinically vulnerable. The 
current guidance states any child who lives with a clinically vulnerable person may still attend 
school.

Any child who has not returned to school after the isolation period ends but are still unwell will be 
registered as ill.  In this case, a child's attendance will be authorised but registration code 'I' will be 
applied to registers that will impact attendance.

The school is currently following the published guidance:

Guidance for schools: coronavirus (COVID-19)

https://www.gov.uk/guidance/education-and-childcare-settings-new-national-restrictions-from-5-
november-2020 
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