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Attendance Policy

Aim
To raise levels of achievement and personal development by ensuring high levels of
attendance, punctuality and involvement in the school.
The target for whole school attendance for 2016/17 is to be not less than 95%.

Objectives
1. To keep an accurate and up to date record of attendance.
2. To liaise with parents/carers on attendance and punctuality issues.
3. To identify the causes of non- attendance and take action.
4. To improve attendance in individuals, groups and the school.
5. To take action with students who are persistently late.
6. To praise students for good attendance and punctuality.
7. To maintain and promote positive relationships with staff and peers.

Calder High School is committed to equality in the provision of its services to all
students, their families, staff and other stakeholders. This ensures that all members of
the school and other users will receive the highest possible standards of service from
the school, irrespective of race, ethnicity, gender, sexual orientation, marital status,
age, disability, chronic illness, religion or beliefs.



Identifying Problems
Each Form Tutor should identify those students currently causing a concern with
regards to attendance and punctuality and refer to the Year Leader and/or the
Attendance Officer.

Some questions to consider:
• Is the student absent for long periods of time?
• Is the pattern weekly on the same days?
• Are there any other children absent at the same time?
• Is the child unhappy in his/her form group?
• Is there any bullying (including name calling and verbal bulling)?
• Are the student’s friends aware of any problems?
• Is the student constantly wandering around the school and going to the

reception feeling ill or saying that they have hurt themselves to attempt to be
sent home?

• Are there any issues outside of school that are affecting their attendance?

Punctuality
The school gates will close at 8.35 am, after this time, students are late.
Arriving late into school is very disruptive for the class teacher and other class
members.

• It also means that late students themselves miss vital input from teachers.
• If a student arrives after 9.15am they will be classed as an unauthorised absence.
• Students who arrive late to school twice in a week will receive a 45 minute Late

detention after school. Students who arrive late to school 3 or more times in a
week will receive a 60 minute SLT detention after school

• Students arriving late due to a Medical Appointment will receive an authorised
absence. Medical appointments, were possible, should be made at the end of the
school day. If this is not possible, please provide the medical appointment card
or a copy of the hospital letter. Without this, students may not be permitted to
sign out and any absences will be unauthorised.



Absence

Examples of Authorised Absences
• Late before the Registers close
• Illness
• Hospital Admission
• Doctors or Dentist Appointments
• Exclusions
• Exceptional circumstances as agreed with the Headteacher

Examples of Unauthorised Absences
• Holidays in Term Time
• Truancy
• Sickness absence not supported by medical evidence if requested
• Absence as a result of Period Pain
• Failure to comply with After School Exclusion provision
• Failure to comply with the Behaviour Policy and complete Off-Site Exclusion

provision
• Unauthorised absences are included for Persistent Absentees and School

Attendance Officer involvement is inevitable (see section on Persistent Absentees
for further details)

• 20 unauthorised absences will trigger a referral to the Education Welfare Service
to begin legal proceedings.

Persistent Absentees (PA)

Attendance impacts on all aspects of school life. Poor attendance hinders student
personal development, attainment and integration with peers and staff.
The school considers intervention as imperative with students who have excessive
amounts of authorised or unauthorised absences.
Persistent Absentees are worked out as follows:-
Absent for 7+ sessions up to the October half term (3.5 Days)
14+ sessions up to Christmas (7 Days)
20+ sessions up to the February half term (10 Days)
25+ sessions up to Easter (12.5 Days)
38+ sessions up to the summer (19 Days)



Please note that, in addition to the above, a minimum of 10 sessions (5 school days)
lost to unauthorised absence by a student during the current term or within any 8 week
period may result in the issuing of a fixed penalty notice.

Signing in and out
Each student must sign in and out at student services and must always have a note in
their planner from their parent, or proof of a medical appointment.
Students signing out of school on a regular basis will be referred to the Attendance
Officer to review. The Attendance Officer to contact parents/carers to inform them of
Calder High School’s concern at the persistent signing out and identify any issues that
may be the cause.

Suggestions for reducing levels of unauthorised absence and monitoring
attendance

• The Attendance Officer has initial responsibility for ensuring that students and
parents comply with the need to inform the school of any absence at any time.
The Attendance Officer will ring home and then issue a reminder in the Student's
Diary requesting the reason for the absence on the student's return to school; if
a reason for absence has not already been given.

• Truancy call is our automated system that lets parents know if students have not
registered at school. It is an integral part of our safeguarding system, and helps
to reduce unauthorised absences and improve punctuality. It will send an
automated call, text and e mail repeatedly until a response is received, informing
us why the student is not at school.

Weekly pastoral meetings include an item about attendance accompanied by the
appropriate information. Heads of Year, the Attendance Officer and SLT link will check
registers and absence figures each week. The Attendance Officer will ensure that Form
Tutors and class teachers enter the correct codes into the system.

The Attendance Officer will monitor any Calder High School students who are currently
participating with the Managed Move Protocol and liaise with the holding school to
support with attendance and punctuality.



Positive steps towards supporting attendance
• A register is taken every lesson so that appropriate checks can be made
• Percentage attendances for Form Tutor groups are kept weekly and the winners

are announced in assembly and displayed prominently on the attendance
noticeboard.

• Students record attendance weekly in planners.
• Provisions will be available to access for the Additional Needs students who have

their education interrupted because of their disabilities.
• Attendance Clinics support students and their families to identify and resolve

issues that prevent the student from accessing school regularly.
• Admin staff support attendance by keeping current and up to date contact

information for school records.
• Attendance Clinics support pupils and their families to identify and resolve issues

that prevent the pupil from accessing school regularly.
• The Attendance Officer undertakes home visits to support students and their

families, whose attendance is causing concern.

Requests for Family Holidays/Term Time Absence
Parents/carers are strongly urged to avoid booking family holidays or other term time
absences. Due to changes in Department for Education statutory guidance to schools,
with effect from September 2013, the Headteacher may not grant any leave of absence
during term time unless there are exceptional circumstances. Most family holidays
will not qualify as exceptional circumstances. The Headteacher will look at each
request individually.

However, the Headteacher will not authorise absences, even if exceptional
circumstances apply, if:-

• The student is in Year 11 (their GCSE year)
• For absences that are near examinations/tests for Year 9, 10 & 11
• If overall student attendance is under the school target of 95%
• If the absence is being taken without parents/carers
• If the absence is at the start of the academic year

Please note that any unauthorised absence will count towards the issuing of a fixed
penalty notice if overall attendance is unsatisfactory.
If a parent/carer believes that their request for leave of absence is exceptional it should
be submitted on a ‘Request for Term Time Absence Form’ available on the school
website and from Student Services, at least two weeks before the intended absence.



Changing Schools
A student will not be removed from the school roll until the following information has
been received and investigated:

• The date the student will be leaving this school and starting the next
• The name of the new school and the address
• The new home address if known

The student’s school records will then be sent on to the new school as soon as possible.
In the event that the school staff has not been given the above information, the family
will be referred to the Education Welfare Team of Calderdale Council. If a parent has
not informed the school of a movement Calder high will report them as a Child Missing
in Education to the Education Welfare Service and they will investigate.

Penalty Notice Protocol

In compliance with The Education (Penalty Notices) (England) Regulations
2007, the School policy complements the Calderdale Code of Practice as laid out in
their Penalty Notice Protocol – for Non School Attendance.

Section 23 of the Anti-Social Behaviour Act 2003 empowers designated Local
Authority Officers, Headteachers (or Deputy Headteachers/Assistant Headteachers as
authorised by the Headteacher) and the Police to issue Penalty Notices in cases of
unauthorised absence from school. A Penalty Notice can only be issued in cases of
unauthorised absence.

This includes:
• Overt truancy
• Parentally-condoned absences
• Unauthorised holidays in term time
• Excessive delayed return from extended holidays without school agreement
• Persistent late arrival to school once the register has closed
• Where a pattern of poor attendance develops towards the end of a student’s final
year of statutory education. This is not an exhaustive list.

To ensure consistent delivery of Penalty Notices and Final Warning Hearings, the school
applies the following criteria.
Parents (That is, anyone who is a parent of a child within the meaning of Section 576
of the Education Act 1996) of a child with a minimum of 10 sessions (5 school days)
lost to unauthorised absence during the current term or within any 8 week period is at
risk of a Penalty Notice.
The school will initially issue a formal warning and allow the parents a fixed period to
effect an improvement. There is no right of appeal by parents against a penalty notice



and the school defines improvement as ‘no further unauthorised absence during the
fixed term period’. If this improvement is achieved, the case will be closed and the
warning letter kept on file. If the child subsequently has 10 sessions (=5 days) of
unauthorised absence, the school may issue a Penalty Notice or summon the parent to
attend a final warning hearing at the Town Hall if the criteria are met. This may occur
without sending a second warning letter.

Procedure for issuing Penalty Notices / Final Warning Hearings
The school will have employed a range of strategies for dealing with poor attendance
ahead of issuing a Penalty Notice. These include:-

• Letters home keeping the parent informed of attendance concerns
• Investigating the reasons for absence
• Meeting with parents, including Staff Attendance Officer home visit/s
• Invitation to an attendance clinic chaired by the Attendance Officer with a

planned set of actions as an outcome
• Warning to parents at the outset of a possible prosecution
• Consideration and completion of a Common Assessment Form where

appropriate.

In considering the issuing of a Penalty Notice or final warning hearing, the Headteacher
will ensure that:-

1) all the relevant information is supplied in the specified manner.
2) the circumstances of the student’s absence meet all the requirements of the
School’s Attendance Policy and the Calderdale council protocol.
3) family circumstances to pay are set against the likelihood of securing an
improved attendance by issuing a Penalty Notice.
4) the issuing of a Penalty Notice does not conflict with other interventions
strategies in place or other enforcement sanctions already being processed.

Payment of Penalty Notices
Arrangements for payment will be detailed on the Penalty Notice. All enquiries
regarding the penalty notice should be directed to Calderdale Council, not the school.
The payment will be made to Calderdale Council. Payment of a Penalty Notice
discharges the parent/carer liability for the period in question and they cannot
subsequently be prosecuted under other enforcement providers for the period covered
by the Penalty Notice.
The Penalties are as follows:-
• If paid within 21 days, the penalty is £60
• If paid after 21 days, but within 28 days the penalty is £120

After 28 days, the school will formally request that the local authority proceed to
prosecution.



Final Warning Hearings

Final Warnings are the last stage of intervention before formal Court proceedings begin.
Parents will be informed in writing that due to further non -compliance of Calder High
School’s attendance policy, their case has been referred to the Education Welfare
service for further action.
The Education Welfare Officer will then write to the parent requesting them to appear
at the hearing, held at Halifax Town Hall.
Representatives from the school and the Local Authority will be in attendance and
details of school interventions will be heard. The parent will then be given the
opportunity to justify their child’s absence record and a 4 week review date will be set.
The school will inform the Local Authority after the 4 weeks of any improvements,
improvement is determined as 0 sessions of unauthorised absences in the 4 week
period. Where no improvements are shown, the case will proceed to court.


