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STATEMENT OF INTENT  
 
In order to promote and support our students learning and enable each one of them to achieve their 
full potential we encourage the students to achieve excellence in all aspects of their work and 
behaviour.  Our organisation of their learning promotes enjoyment, perseverance and self-discipline.  
 
Each student is entitled to the high quality education offered at this school and consistent 
attendance is an essential part of this process.  We expect that students’ attendance and punctuality 
should be as close to 100% as possible.  We hope that all parents will recognise the value of 
attendance and punctuality, not only to take full advantage of the opportunities offered at Grey 
Court but also as training for adult life.   
 
Key Objectives 
 
• Ensure that the school promotes and maintains high levels of attendance for all our students 
• Provide clear procedures for recording and monitoring attendance 
• Provide clear procedures for following up authorised and unauthorised absence  
• Provide clear procedures for following up repeated lateness 
• Support students returning to school after a period of absence  
• Satisfy legal requirements for reporting absence 
 
Promoting High Levels of Attendance 
 
The school promotes and maintains high levels of attendance by communicating its expectations 
clearly too all members of the school community through: 
 
• a clear statement in the school prospectus  
• an attendance officer,  phase leaders and school based Family Support Worker 
• letters and the weekly bulletin 
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• the teachers discussing the importance of good attendance with the students  
• the promotion of regular attendance and punctuality in assemblies 
• having a system of appropriate rewards for groups and individuals who have consistently 

high levels of attendance and improved attendance 
• the deployment of a dedicated attendance officer 
• running ‘In Touch absence alert’   
• ‘In Touch late alert’ notification 
 
PROCEDURES FOR RECORDING AND MONITORING ATTENDANCE 
 
Completing the Register 
 
Each form tutor is responsible for completing the register for their class. It is a legal requirement to 
complete the register at the beginning of each school session morning and afternoon. At the start of 
each school year, staff are reminded of the procedures for completing the register.   
 
The school day starts at 8.25am. Registers are completed by 8.45am on SIMS. If a hard copy has had 
to be used this must be returned to the Attendance Office immediately. If a child arrives at school 
after the completion of the register, they must report to the Attendance Office and are marked late.   
 
Monitoring Attendance 
 
Phase leaders, Student Support Officers and school based Family Support Worker monitor the 
attendance of students supported by the Attendance Officer. When a student is absent and no 
notification is received from the parents after two days, the attendance officer will make contact by 
phone or email with the parents to ascertain the reason for absence. If contact is still not established 
then the matter should be referred to the Student Support Officer and the Phase Leader who will try 
and establish contact with the parents.  Failing this, appropriate action will be discussed with the 
school based Family Support Worker at the weekly meetings with the student support officer. It is 
the responsibility of the student support officer to initiate action regarding absence and they must 
keep the phase leader, Family Support Worker and attendance officer informed of any concerns or 
patterns of absence that need further investigation. Phase Leaders and Student Support Officers will 
monitor overall patterns of attendance and will report to both the SLT members who oversee these 
year groups and the Family Support Worker.  
 
PROCEDURES FOR AUTHORISED & UNAUTHORISED ABSENCE 
 
Schools are required by the Education (Student Registration) Regulations 1995 to distinguish in the 
attendance register between authorised and unauthorised absences for all students of compulsory 
school age. 
 
Authorised 
 
Reasons for authorising absences: 
 
• sickness or some unavoidable cause 
• the student was absent with leave granted by the school 
• because  of attendance at another registered school  (e.g. dual registration), college or work 

placement 
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Leave of Absence 
 
Students may be granted leave of absence by the school for the following reasons: 
 
• following the death of a close member of the child’s family 
• attendance at an offsite unit or educational establishment 
• when attending medical or dental appointments (upon receipt of an appointment letter) 
• the student is taking part in approved work experience 
• the student is excluded 
• the student is on study leave 
 
The school endorses the national advice given to be sparing in granting leave of absence. Parents are 
requested to avoid making medical appointments during school hours whenever possible. We do not 
allow leave for family holidays in term time. If there is a written application to the Headteacher to go 
away for exceptional circumstances the Headteacher would consider this. Request for absence in 
term time is normally declined. 
 
Unauthorised Absence 
 
Unauthorised absence is defined as unjustified absence from school for any period as a result of a 
premeditated or spontaneous act by the student or parent or both. This includes parentally 
condoned absence. The school regards absence as unauthorised until such time as an acceptable 
reason is provided and the school are able to authorise the absence.  Absence is not authorised for 
students whose current attendance is less that 90%. Examples of unauthorised absences include: 
 
• shopping or trips out 
• sickness of family members 
• looking after younger children 
• apathy of parents or inability to control the child 
• indulgence of a child’s wish to stay at home 
• lateness after the register has closed 
• special occasions such as birthdays 
• taking a half day off before or after a medical appointment or interview 
• absence from a work experience placement without an authorised reason 
• staying at home to complete coursework assignments 
  
On receipt of the parent’s explanation of the reason for their child’s absence, the Student Support 
Officer will determine whether it is classified as authorised or unauthorised according to the above 
criteria. Failure to explain the reason for an absence will result in it being categorised as 
unauthorised. 
 
A small number of students have a high authorised absence rate due to frequent illness.  This needs 
to be monitored carefully and where necessary a home visit by the school based Family Support 
Worker should be considered. Where a student continues to have a high level of unauthorised 
absence the parents will be invited into the school to discuss the matter with the school based 
Family Support Worker and the student support officer.  Where there is no improvement the matter 
will be referred to the school based Family Support Worker for further work with the child, family 
and other agencies. If no progress is made then legal action will be considered; this may involve a 
‘fast track to court’ meeting. 
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Attendance Letters 
 
Student attendances are monitored weekly on SIMS by the phase leader, the student support officer 
and school based Family Support Worker. The school has a target of 96% attendance. When a 
student’s attendance drops below 94% Letter 1 will be sent to the parents, this highlights the 
concern.  
 
The student’s attendance will be monitored for four weeks; if there is no improvement or as soon as 
the attendance drops to below 90% Letter 2 will sent, inviting the parents to attend a meeting with 
the school based Family Support Worker and the student support officer to discuss these concerns.  
This letter informs parents that the school will no longer authorise further absences without 
evidence, unless they are due to an exclusion imposed by the school or for religious observance. In 
addition unavoidable medical appointments may be authorised.  
 
The student’s attendance will continue to be monitored for four to six weeks; if the level drops 
below 85% Letter 3 will be sent. This letter invites parents to a final meeting at school to discuss 
their child’s attendance with an Associate Headteacher and the school based Family Support 
Worker. If attendance continues to drop following this meeting a referral will be made to the 
Education Welfare Service for a Legal Attendance Meeting. The outcome of this meeting can result 
in a Court Warning or Fine. 
 
PROCEDURES FOR FOLLOWING UP REPEATED LATENESS 
 
Form tutors and the Attendance Officer report any persistent lateness to the Phase Leader; parents 
will be called into school to discuss the problem. If necessary, this may be pursued by the Family 
Support Worker. Detentions will be set for lateness. 
 
Supporting Students during an Extended Period of Absence and When They Return To 
School Following a Period of Absence 
 
The school will support children in the following ways: 
 
• when a child has extended absence liaising with parents and subjects teachers to arrange for 

appropriate work to be sent home by the Student Support Officer s 
• the form tutor prepares the other children in the class for the child’s return 
• the form tutor and/or Student Support Officer  inform teaching staff and asks for 

appropriate work to be set 
• the form tutor and/or Student Support Officer liaises with the child’s parent to ensure there 

are no problems 
 
Children missing education 
  
We recognise that full attendance at school is important to the wellbeing of all our students and 
enables them to access the opportunities made available to them at school. Attendance is 
monitored closely and we work in partnership with Achieving for Children (AfC) when patterns of 
absence give rise to concern.  
 
A child going missing from education is a potential indicator of abuse and neglect, including sexual 
abuse, sexual exploitation and criminal exploitation of children (county lines). We will ensure, where 
possible that we have more than one emergency contact number for each pupil. This will give the 
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school additional options to make contact with a responsible adult when a child missing education is 
also identified as a welfare and/or safeguarding concern. 
Our attendance policy is reviewed regularly by the Governing Body. The school operates in 
accordance with statutory guidance ‘Children Missing Education’ (DfE 2016) Children Missing 
Education Statutory Guidance. Page 5 states: Children missing education are children of compulsory 
school age who are not registered pupils at a school and are not receiving suitable education 
otherwise than at a school.   
 
Children who run away or go missing from home or care 
  
Grey Court school recognises that children who run away or go missing - and are thus absent from 
their normal residence - are potentially vulnerable to abuse, exploitation, offending and placing 
themselves in situations where they may suffer physical harm.  
‘Keeping Children Safe in Education 2018’ highlights that 'Statutory Guidance on Children who Run 
Away or go Missing from Home or Care' (DfE 2014) requires that every child or young person who 
runs away or goes missing must be offered a return home interview (RHI) within 72 hours of their 
return. 
 
When necessary and in conjunction with AfC or other relevant local authority, Grey Court School will 
facilitate return home interviews, both in terms of releasing the young person from their normal 
timetable to participate in an interview and in providing an appropriate and safe space on the school 
or college site for the interview to take place. 
 
LEGAL REQUIREMENTS FOR THE PUBLICATION OF ATTENDANCE INFORMATION 
 
Reporting to Parents 
 
On every written report parents receive details of their child’s attendance and punctuality.  This 
information includes the possible attendance, the number of authorised absences (and therefore by 
deduction the actual attendance) the number of unauthorised absences and the number of lates. 
 
Reporting to Governors 
 
Each half term the school produces attendance and late statistics. 
 
DfE 
 
Each half term the school completes an absence return which includes the school statutory roll, the 
number of school sessions, the number of authorised absences, the number of unauthorised 
absences and the number of students with unauthorised absence. 
 
Governors’ Annual Report to Parents 
 
This contains the information from the DfE return from the previous year. 
 
See also Registration Policy 
 


