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Attendance Policy 
 
Introduction 
 
At Goffs School we believe that attending school regularly is one of the foundations 
of successful learning helping to prepare students for the world of work and adult 
life. We therefore expect every student to attend school and to be punctual.  Parents 
have a legal obligation to ensure that their child gets to school every day and on 
time, unless the reason for the absence in unavoidable.  Permitting absence from 
school without good reason creates an offence in law and may result in prosecution.   
 
Students who have not attended school for a considerable period of time are 
integrated back into the normal school routine via the Student Support Centre.  They 
will also benefit from the support of outside agencies where appropriate. 
 
The attendance policy consists of nineteen sections: 

1. Referral to the Attendance and Parental Support Officer (APSO) 
2. Motivation and rewards 
3. Procedures 
4. Absence from school 
5. Authorised absence 
6. Days of Religious Observance 
7. Family holidays 
8. Special Occasions/ Family Emergencies 
9. Close Family Bereavements Punctuality (See separate detailed policy) 
10. Punctuality (See separate detailed policy) 
11.  Unexplained Absences 
12. Unauthorised absences 
13. Legal Measures to tackle concerns about school attendance 
14. Fixed Penalty Notices 
15. Taking registers 
16. Monitoring attendance 
17. Understanding Attendance 
18. Dual Registration  
19. Student performances and day release for sporting activities 
20. Useful websites for attendance  

 
1. Referral to the Attendance and Parental Support Officer (APSO) 
 

One of the main objectives of the APSO is to maintain and improve regular school 
attendance.  The APSO monitors attendance, registers, holds regular consultations 
with school staff responsible for attendance. The APSO may follow up referrals by: 
 

 Communicating with parent(s)/carer(s) by letter or phone 
 Seeing a student in school 
 Seeing a student and parent/carer in school 
 Arranging a number of home visits 
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 Liaising with/ referring to other professionals or agencies 
The outcome of any intervention is communicated back to the school. 

 
2. Motivation and Rewards  
 
Students at Goffs School are praised for good attendance and punctuality in 
assemblies and with letters and certificates.  
 
All students are given a minimum and an aspirational target at the beginning of their 
2nd half term to work on with their Learning Manager (LM)/parents/carers and are 
expected to reach above their minimum target.   This is printed on stickers that are 
put in their planner. 
 
Excellent attendance (100%) is regularly celebrated by weekly displays on the 
attendance board and a termly raffle where one student with that level of 
attendance in each year group can get a £20.00 voucher. 
 
3. Procedures 
 
Education is a partnership between the home and the school.  Families have a right 
to expect that school will keep them informed about attendance and any other 
concern. 
 
Under section 7 of the Education Act 1996, Parents are responsible for making sure 
that their children of compulsory school age (the term following their 5th birthday 
until the last Friday in June of the school year in which they turn 16 years old) receive 
efficient full-time education that is suitable to the child’s age and ability and to any 
special needs the child may have. This can be by regular attendance at school, 
alternative provision, or by education otherwise (e.g. the parent can choose to 
educate their child at home). If a child is registered at school, it is the parents who 
have the primary legal responsibility for ensuring that their child attends regularly. 
 
There are two offences relating to parental responsibility for ensuring regular 
attendance: 

1. If a registered pupil is absent without authorisation from 
school/alternative provision, then the parent is guilty of an offence 
under section 444(1) of the Education Act 1996 (which will lead to 
prosecution in a magistrates’ court with a potential fine of £1000.00. 

2. If the parent knows that the child is failing to attend regularly and fails 
to cause them to do so – the parent is guilty of an offence under 
section 444(1A) of the Education Act 1996 (which will lead to 
prosecution with a potential fine of £2500.00 per parent and up to 3 
month’s imprisonment) 

 

 Parents/carers are expected to notify the APSO each day of their child’s 
absence. They will be asked to give a reason for absence and an expected 
return date.  
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 In the event of a student’s absence the APSO will implement the ‘First Day 
Response’ text or call if applicable. 

 If no contact has been made by the third day of absence, an email and a 
phone call home is made.  This length of unexplained absence could result in 
a Fixed Penalty Notice (FPN) being issued. (See section 14 for FPN) 

 Directors of Learning (DoL) will monitor attendance and take appropriate 
action (dependent upon student circumstances and APSO’s advice).  

 Goffs operate a colour coded system whereby students are marked as Green 
(95% and above – good to excellent attendance), Amber (86% to 94% - poor 
to average attendance) and Red (85% and less – exceptionally low 
attendance – known as Persistent Absentee).  All students in Amber will be 
closely monitored by their DoL and Learning Manger (LM).  All students in the 
Red will be met with their parents by the Senior Leadership Team (SLT) link to 
that year and the APSO. 

 
 
 
4. Absence from School 
 
Notification must be provided by parents or carers for all absences from school on a 
daily basis.  Every half-day absence from school has to be classified by the school as 
authorised or unauthorised.  The decision as to whether to authorise the absence 
rests with the school.  This is why information about the cause of any absence is 
always needed. 
 
 
5. Authorised Absence 
 
This includes serious illness and urgent medical/dental treatment.  The school may 
authorise an absence for illness if it has received an explanation from a parent/carer. 
Letters regarding absence and, where applicable, medical certificates should be 
given to the APSO. Medical or dental treatment that is either urgent or cannot be 
made outside school hours can also be authorised.  For example:  certain specialist 
clinics or consultant appointments may have to be made during the school day.  
However, attempts should be made for most routine dental or GP appointments to 
be made outside of school hours.  Parents are encouraged to inform the school prior 
to these appointments, preferably in writing and a copy of the appointment letter 
must be given to the school, failure to do so will result in an unauthorised absence. 
Student attendance will not be penalised for medical appointments which are 
accompanied by an appointment card/letter.  It is the parent/carer’s responsibility to 
provide a copy of the letter or appointment card. 
Students unable to attend school for extended periods of time for medical reasons 
(certified by a medical practitioner) may be referred to the Home and Hospital 
Education Team.  Additionally, the school may support students with health 
difficulties through the involvement of the school nurse, referral to Child And Mental 
Health Services (CAMHS) or the school counsellor or by drawing up an Individual 
Health Plan to provide support  with attendance. 
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6. Days of Religious Observance 
 
Such absences may be classified as authorised if parents give advance notice.  It will 
be at the discretion of the APSO to amend any unauthorised absence retrospectively 
where a Day of Religious Observance is not notified in advance.  These dates will be 
stated in the school diary. 
 
7. Family Holidays 
 
Holidays in term time should be the exception rather than the rule. 
Parents should not expect that the school will agree to family holidays during term 
time.   Applications for holidays should be made in writing and each application will 
need to be considered on its merits taking into account the student’s attendance, 
academic record and previous holiday requests.  If a family does need to take a child 
away for any length of time, no matter how short, the ‘Application Form for Leave of 
Absence’ must be completed so that the school can consider authorising the 
absence.  ‘Application Form for Leave of Absence’ forms are available at the main 
reception desk and from the APSO.  Requests for holidays will not be granted during 
exam periods.  Retrospective requests will not be granted.  The school is very 
reluctant to agree to any student absence for a holiday and permission will not 
usually be granted. Every lesson counts.  Work will not be provided for holidays. 
Unauthorised holidays taken in term time may result in the parent/carer being 
served a Fixed Penalty Notice or summons to court – (Please refer to our holiday 
letter which is available on the website. 
 
8. Special Occasions / Family Emergencies 
 
Schools have discretion over whether to authorise absences for these reasons and 
will consider the following factors: 
 

 the nature of the event 
 the frequency 
 whether advance notice was given 
 the overall attendance of the student 

 
9. Close Family Bereavements 
 
The school has discretion to authorise absence for an agreed period.  Early contact 
from the family is recommended and where appropriate referrals can be made to 
the APSO or the school counsellor for support and guidance for both students and 
families. 
 
10. Punctuality (For full details please see Punctuality Policy) 
 
Lateness to school or lesson is not tolerated at Goffs School. 
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If your child arrives after 8.27am they will attend a 45 minute detention that day.  If 
your child is late to school and/or lessons more than once in a day the detention will 
be increased to 1h hour the next day. 
 
If your child arrives after our register has closed at 9.30am they will have an 
unauthorised absence.  If the problem persists it may result in the parent/carer being 
served a Fixed Penalty Notice or summons to court. 
 
3 Late’s (i.e. arriving after the register closes) in half term will result in a letter 
warning you that are at risk of receiving a Fixed Penalty Notice. 
 
You can approach the school and speak with your child’s form teacher, DoL or the 
APSO at any time if you are having problems getting your child to school on time. 
 
11. Unexplained Absences 
 
If any child is absent for whom the parent/carer has not yet phoned or email to 
explain the reason of absence, a text message will be sent asking them to contact the 
school immediately regarding the absence of their child. 
 
All parents/carers with a student with less than 85% attendance will also receive a 
phone call if their child is absent. 
 
Continued unexplained absences for 5 days or more, may result in the parent/carer 
being served a Fixed Penalty Notice or summons to court. 
 
12. Unauthorised Absence 
 
Any absence where the school does not receive information from the family or when 
the reason for the absence is one that the school cannot authorise because it is not a 
valid reason for non-attendance is an unauthorised absence. For example:  waiting 
for the gas board, shopping or baby-sitting for younger children are all reasons that 
are used to explain absence but are not good reasons for missing school. If there is 
any doubt as to whether an absence should be authorised the LM should refer the 
matter to the SLT link. Parentally condoned unjustified absence and persistent 
absence will be referred to the APSO. 
 
Unauthorised absences are likely to result in the parent/carer being served a Fixed 
Penalty Notice or summons to court. 
 
Unauthorised absences could also result in a referral to Children Services.  This is 
because failing to ensure your child attends school on a regular basis may be 
considered a safeguarding matter. 
 
 
13. Legal measures to tackle concerns about school attendance:  
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In cases of persistent non-attendance (below 85%) the APSO will consider the use of 
legal action. The school together with the Local Authority (LA) may consider initiating 
proceedings in the Magistrates’ Court under s444 (1) or s444 (1A) of the Education 
Act 1996.   This allows the LA to prosecute parents for failing to ensure that their 
child receives full time education suitable to the child’s age, ability, aptitude and any 
special educational needs they may have.  A prosecution could result in parents 
being fined up to £2,500 per parent and/or imprisoned for a maximum of 3 months. 
The LA can also apply for an Education Supervision Order under s447 of the 
Education Act 1996 instead of or as well as prosecuting parents. 
 
14. Fixed Penalty Notices (FPNs) 
 
Sections 444A and 444B of the Education Act 1996 (introduced by s23 of the Anti-
Social Behaviour Act 2003) introduced Fixed Penalty Notices as an alternative to 
prosecution under section s444(1). 
 
If a student has at least 21 sessions (half day =1 session) unauthorised absence in a 
term, including holidays where permission has been denied, the Principal may issue 
a Fixed Penalty Notice.  Fixed Penalty Notices can be issued to each parent liable for 
the attendance offence. A fine of £60 will be payable, if it is paid within 28 days or 
thereafter £120 if paid within 42 days.  Failure to pay the fine may result in 
prosecution for the offence. 
 
FPNs will be issued for: 
 

 Lateness 

 Unauthorised/unexplained absences 

 Unauthorised holiday in term time 

 Where parents allow their child to be present in a public place during school 
hours without reasonable justification during the first 5 days of exclusion 

 
Following the issue of a FPN, there must not be any further lateness, or unauthorised 
time off. Attendance will be monitored very closely. 
 
Once you have paid the Fixed Penalty Notice, there must be an immediate 
improvement; otherwise court proceedings will be started. 
 
IMPORTANT: Each parent/carer must each pay their Fixed Penalty Notice in order to 
discharge their liability under the Education Act 1996; in other words, if there are 
parents/carers EACH PARENT/CARER must pay £60 before the 28 day period, or £120 
between the 28th and 42nd day.  Similarly, if you have more than one child with 
school attendance problems, you must pay separate fines for each child. 
 
 
15. Taking registers  
Registers are taken for each lesson and must be completed and saved on the system 
within 10 minutes of the start of the lesson. 
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16. Monitoring attendance 
All students are monitored weekly on their level of attendance as explained below 
 

GREEN 95% plus AMBER 86% to 94% RED less than 85%  

Good to Excellent 
attendance – no action 
required 

Poor to average Cause for 
concern – Learning 
manager to discuss 
attendance with students 
and engage with parents 

Exceptionally low 
attendance  
Serious concern -  
immediate action 
required: SLT and APSO to 
meet parent/student, 
leading to a possible 
prosecution. 

 
 
 
17. Understanding Attendance 
 
All staff and students are made fully aware of this table and this is displayed in every 
form room 
Approximate guide: 
-  5 days in a school week 
- 20 days in a school month 

Attendance 
Percentage 

Missed 
school 
days 

in 
1 year 

Missed 
school 
days 

in 
2 

years 

Missed 
school 
days 

in 
3 years 

Missed 
school 
days 

in 
4 

years 

Missed 
school 
days 

in 
5 years 

Number of 
Days absent 

Months and years 
absent from school 

100% 0 0 0 0 0   

 95% 10 20 30 40 50 20 1 month 

 90% 20 40 60 80 100 40 2 months 

 85% 30 60 90 120 150 60 3 months 

 80% 40 80 120 160 200 80 4 months 

 75% 50 100 150 200 250 100 5 months 

 70% 60 120 180 240 300 120 6 months 

 65% 70 140 210 280 350 140 7 months 

 60% 80 160 240 320 400 160 8 months 

 55% 90 180 270 360 450 180 9 months 
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18. Dual registerd students 
Some students carry on their education for a period of time in other establishments 
linked to Goffs School.  Goffs School will apply the same attendance procedures for 
those students, working alongside the establishment where the pupil is being 
educated.  Both schools will share the relevant attendance information for the 
student so that the correct attendance code can be recorded.  Both parties from the 
school will arrange attendance meetings that will be attended from all relevant 
parties from both schools and will work together to support the student. 
       
19. Student performances and day release for sporting activities 
 
Goffs School has discretion to authorise or refuse a request for absence for student 
performances or sports day release.  A request will be refused on the following 
grounds: 

 Poor attendance below 95% 

 Student is not making progress in all lessons 

 The students behaviour and attitude does not meet the schools expectations 
 
Extract from the latest (Feb 2015) DfE guidance on Child Performance: 
 
“3.2.2 In circumstances where a licence is issued and the terms of the licence do not 
specify dates (i.e. an ‘open’ licence, see 1.7.2), then if the child attends an 
independent school (including academies and free schools) it is at the discretion of 
the head teacher to authorise the leave of absence for each date. A child should not 
be absent from school to take part in a performance or activity without such 
approval.” 
 
  
  

 50% 100 200 300 400 500 200 10 months 

 45% 110 220 330 440 550 220 11 months 

 40% 120 240 360 480 600 240 1 year 

 35% 130 260 390 520 650 260 1 year 1 month 

 30% 140 280 420 560 700 280 1 year 2 months 

 25% 150 300 450 600 750 300 1 year 3 months 

 20% 160 320 480 640 800 320 1 year 4 months 

 15% 170 340 510 680 850 340 1 year 5 months 

 10% 180 360 540 720 900 360 1 year 6 months 

      380 1 year 7 months 
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20. Useful websites for attendance  
REFERENCES 
Useful guidance documents 
Improving attendance at school : Charlie Taylor Report Recommendations 
http://www.education.gov.uk/schools/pupilsupport/behaviour 
 
Guidance on Education – Related Parenting Contracts, Parenting Orders and Penalty 
Notices 
http://www.education.gov.uk 
 
Ensuring Children’s Rights to Education 
http://www.education.gov.uk 
 

http://www.education.gov.uk/schools/pupilsupport/behaviour
http://www.education.gov.uk/

