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AIM
It is the School's aim that at Waldegrave, students and staff should enjoy learning, experience success
and develop their full potential. The aim of the Attendance Policy reflects this and recognises that good
attendance contributes significantly to students’ enjoyment of school and their achievement, meaning
they are empowered to move onto their next steps confidently.

PRINCIPLES
There is a clear link between poor attendance at school and lower academic achievement at GCSE
level, with poor attenders much less likely to achieve five good passes at GCSE, including English and
Maths.

Similarly, research clearly demonstrates a strong correlation between high absenteeism in schools and
poor pupil attainment when studying A Level subjects.

In accordance with Keeping Children Safe in Education (2024), and Working Together to Improve
School Attendance (2024), we recognise that Children Missing Education are at significant risk of
underachieving, being victims of harm, exploitation or radicalisation, and becoming NEET (not in
education, employment or training) later in life.

OBJECTIVES
● To provide an effective and efficient system for monitoring attendance and punctuality.
● To recognise the external factors which influence student attendance and work with parents and

the students to address these.
● To encourage students to take full advantage of their educational opportunities by attending school

regularly.

PRACTICE:
a) Attendance

Form tutors mark the register at 8.35 am using SIMs Lesson Monitor.
Daily attendance is monitored by the Student Services Manager, and Sixth Form Student Officer
and their Hub teams.
● Daily absence: Parents are asked to telephone the school before the register closes at 9.30

am to explain any absence or report via the StudyBugs App. There is a dedicated extension
number to report absences.

● Offsite activities are normally recorded as an authorised absence, depending on
circumstances and at the discretion of the Headteacher.

● Family holidays: In accordance with local authority policy, family holidays during term time are
not authorised.
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● Parents are contacted if students have failed to arrive by 9.30 am and notice of their absence
has not been received.

● When the parent/guardian fails to report an absence two days in a row, and staff are unable to
make contact on the phone, a home visit is carried out, where possible.

● Authorisation of absence in most circumstances requires a written explanation from parents or
carers.

● Unauthorised absences are followed up by either a phone call or a letter home.
● Persistent absence is reported to the Head of Year for further action, in conjunction with the

Student Services Manager.
● Students whose attendance falls below 96% by the end of the term have a letter sent home

with an attendance printout.
● Students will be spoken to about their attendance by the Student Services Manager, form

tutor, Head of Year or Key Stage, and be monitored.
● When attendance continues to fall, the school sends a letter home inviting parent/carer for a

meeting.
● Students who have excellent or significantly improved attendance will be celebrated.
● Attendance reports are issued to parents with profiles and with monitoring sheets.
● In severe cases of persistent absence, a student will be invited to a legal attendance meeting

or, in the sixth form, the student may lose their place.
● Lesson truancy: Students who truant lessons may receive an internal exclusion or a Head of

Year detention and a letter will be sent home.

b) Punctuality
Students are expected to be in school by 8.30 am and to register at 8.35 am.
● If students arrive after the register has been taken they should sign in at the appropriate Key

Stage Hub.
● In Years 7-11, students who arrive after 8.35 am receive a break-time detention on the same

day, unless their parents have contacted the Key Stage Hub with a good reason for late arrival.
● Failure to attend a break detention will result in a Year detention which will last 30 mins. Heads

of Year will take the Year detention on a rota at the end of a school day.
● In Years 12-13 all lateness is managed by the Head of Year and will be sanctioned accordingly.

Overtime will be set for persistent latecomers.
● Students who arrive after 9.30am need a note or telephone call from home explaining

their late arrival. If no note is received, this becomes an unauthorised absence.
● Persistent latecomers have letters sent home and are discussed with the Head of Year with

regard to further action, which may include being placed on attendance and punctuality report
or having a personal punctuality improvement plan created.

c) Long Term Absence
● When students are absent, or likely to be absent, for more than one week on medical grounds,

work will be set and marked by staff. This can be accessed through their Google Classrooms.
On their return to school, the student’s Head of Year will organise and oversee appropriate
support to help them reintegrate.

● Students with intermittent absences can also access the lesson resources through their Google
Classrooms.

● Students with Emotionally Related School Avoidance (ERSA) will be supported through use of
the Achieving for Children ERSA toolkit to encourage them to reintegrate into school life.

● Permission for any absence, including family holidays, public performances and productions
outside of school needs to be sought in writing from the Headteacher.

d) Children Missing Education
● Children who are not attending school and are not being provided with suitable alternative

educational provision will be referred to the local authority as Children Missing Education.

2



● A representative from the school will attend regular multi-agency reviews, to monitor the
student’s progress and work towards re-integration into the mainstream school setting.

● The school will notify the local authority prior to removing students from the school roll.

e) Monitoring Absence
● Form Tutors monitor attendance of students in their Form and refer any attendance concerns to

the Head of Year.
● Heads of Year monitor students with persistent absence with Student Services Manager and

take appropriate action e.g. have meetings with students, invite parents in for a meeting.
● Intervention categories for students whose attendance is below the expected level can be

found below:

RED

Students whose attendance falls below 85% and requires support from external agencies (Targeted)

Lead: Head of Key Stage & School Attendance Officer
● Daily attendance checks and first day calls if no reason given
● Creation of Pastoral Support Plan, including use of ERSA guidance
● Regular Attendance meetings with parents
● Absences are unauthorised unless medical evidence is provided
● SPA referral for Education Welfare Service intervention or communication with other external

agencies where the student is already open to them
● Communication with teaching staff
● Updated plan for “catch-up” support
● Review of in-school issues (e.g. absence from particular subjects, peer issues, support at home)
● Liaise with Inclusion team as appropriate
● Monitoring programme for minimum of one half-term

Where all other avenues have been exhausted and support is not working or not being engaged with,
attendance may be enforced through statutory intervention or prosecution to protect the pupil’s right to
an education. This might include working with the Education Welfare Service to issue a Fixed Penalty
Notice or initiate court proceedings.

Where students have long-term attendance issues due to health requiring on-going support and
intervention, the following additional measures should be considered:

● Designated member of staff for contact
● Regular meetings with parents and external agencies
● Adjustments to curriculum
● Regular updates for staff
● Remote access for learning
● Pastoral Support Plan
● Options for medical tuition or other placements

AMBER

Students whose attendance is below the persistent absence threshold of 90% (Targeted)
Lead: Head of Year

● Daily attendance checks and first day calls if no reason given
● Meeting with parents and student
● Use of ERSA guidance
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● Communication with staff
● Plan for “catch-up” support
● Review of in-school issues (e.g. absence from particular subjects, peer issues, support at home)
● Liaise with Inclusion / safeguarding team as appropriate
● Monitoring programme for minimum of one half-term, including discussion with EWO
● Positive strategies used to support (e.g. mentoring)
● Review meeting with parents and decision to move to Red or Yellow

YELLOW

Students whose attendance is approaching the persistent absence threshold of 90% (90-93%) (Early
intervention)

Lead: Head of Year
● Meet with student, discuss any pattern of absence, and complete ERSA activities (eg Fear

Ladder, anxiety signature)
● Phonecall to parent/carer, with follow-up letter
● Programme of attendance monitoring with regular “check-ins”
● Positive strategies used to support
● Communication with staff
● Plan for “catch-up” support
● Review of in-school issues (e.g. absence from particular subjects, peer issues, support at home)
● Liaise with Senco as appropriate
● Monitoring programme for minimum of one half-term
● Reviewed for move to Red or Yellow

BLUE

Students whose attendance is good, but can fall below 95% during a term (Prevention)
Lead: Form Tutor

● Tutor to check in with student
● Investigate need for catch up support
● Monitored by tutor for several weeks
● Reviewed for move to Amber or Green

GREEN

Students whose attendance is excellent, 96% or above.

f) Students and Achievement
● Students with excellent or significantly improved attendance may be celebrated through the

termly Celebration Assembly for their year group.

g) Changes to the School Roll
● In accordance with our statutory duty, the school will notify the local authority before removing

any student from the school roll outside of normal transition times, to minimise the risk of
children missing education.

● The school will also notify the local authority within five days of a student being added to the
school roll, outside of normal transition times.
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Roles and responsibilities
The Role of Parents
● To ensure that their child attends school daily and on time.
● To support their child to have good attendance, by making medical and dental appointments out of

school time, as far as possible.
● To contact the school before registers close at 9.30 am to explain any absence.
● To provide a written explanation of their child’s absence on or before the day that a student returns

to school.
● To avoid holidays during term time and to inform the Headteacher at least a month in advance of

any family event which requires absence during term time.

The Role of the Form Tutor
● To mark the register during AM registration daily at 8.35am and on a Friday afternoon at 2.15pm.
● To return any notes regarding absence to the Key Stage Hub.
● To monitor attendance and punctuality of students in the Form, particularly those whose

attendance falls below 97% but is above 94% (Blue intervention group).
● To discuss attendance issues / concerns with the student.
● To welcome back students who have been off sick
● To coordinate tutor group communication with students who are unable to attend long term
● To inform the Head of Year of any attendance concerns.
● To ensure that the Form Captain / nominated monitor collects messages / notices from the Key

Stage Hub daily.

Role of the Subject Teacher
● To take the register accurately every lesson.
● To mark a register each lesson within the first 10 minutes of the lesson starting.
● To inform Hubs of any student missing from the lesson and marking absence in the SIMS

register.
● To update the register if a student arrives late to the lesson or leaves for an appointment.
● To inform the Head of Year of any attendance concerns.
● To ensure that work is accessible on the Google Classroom and missed work is caught up.

The Role of the Head of Year
● To review attendance of their year group weekly.
● To review Persistent Absence (below 90% Amber and Red lists) list weekly and take action as

appropriate to improve attendance.
● To meet regularly with the Student Services Manager to discuss action with regards to students

whose attendance falls below 97%.
● To ensure letters are sent home where there are attendance concerns.
● To monitor closely the attendance of students whose attendance falls below 94% and meet with

their parents.
● To organise and oversee pastoral and academic support for students who have been on long

term absence.
● To attend any necessary legal meetings with regards to attendance.

The Role of the Key Stage 3 and 4 Hubs
● To ensure registers are coded accurately and follow up with any staff who have not taken their

register.
● To coordinate with the Heads of Year on the daily ‘hot’ list.
● To telephone home on a student’s first day of absence if this is not previously explained.
● To follow up absences and address concerns with students and agree on strategies to improve

attendance.
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The Role of the Student Services Manager
● To liaise regularly with the member of LT responsible for Attendance and Punctuality, to discuss

attendance issues.
● To liaise with the Sixth Form Team to discuss attendance issues and review intervention, where

appropriate.
● To carry out a home visit if there is no parental contact within two days, where possible, with

support from another member of the pastoral team.
● To liaise with external agencies (e.g. Education Welfare Service or Malden Oaks alternative

provision) if students are on the Red intervention list
● To provide Heads of Year and Heads of Key Stage, with weekly attendance reports, including

Persistent Absence list, from SIMs.

The Role of Sixth Form Team
● To provide Head of Sixth Form and Heads of Year 12 and 13 weekly attendance reports from

SIMs on Monday mornings.
● To provide the Heads of Year 12 and 13 with the daily ‘hot’ list.
● To prepare a weekly Persistent Absence list for Head of Sixth Form and Heads of Year 12 and

13.
● To telephone home on a student’s first day of absence if this is not previously explained.
● To carry out a home visit if there is no parental contact within two days, where possible, with

support from the Key Stage Hubs and/or Head of Sixth Form or Head of Year.
● To follow up absences and address concerns with students, and agree on strategies to improve

attendance.
● To liaise with the Student Services Manager to discuss attendance issues and review

intervention.

Role of the Head of Key Stage
● To review weekly attendance.
● To monitor Persistent Absence.
● To support the Head of Year with attendance issues, particularly for students on the Red

intervention list.
● To liaise with Heads of Year and Student Services Manager regarding student attendance.
● To ensure appropriate action is taken to address attendance.
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Appendix 1: Times of the School Day

Monday - Thursday Friday

Tutorial 8.35 - 8.55 Tutorial 8.35 - 8.55

Period 1 9.00 - 10.00 Period 1 9.00 - 10.00

Period 2 10.05 - 11.05 Period 2 10.05 - 11.05

Break 11.05 - 11.25 Break 11.05 - 11.25

Period 3 11.25 -12.25 Period 3 11.25 - 12.25

Lunch 12.25 - 1.10 Lunch 12.25 - 1.10

Period 4 1.10 - 2.10 Period 4 1.10 - 2.10

Period 5 2.15 - 3.15 Tutorial
2.15 - 2.25

Y7-11

Period 5 2.15-3.15
(Year 13 only)
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Appendix 2: Emotionally Related School Avoidance tools
More tools can be accessed via the ERSA Toolkit

Fear Ladder - students rank worries and Anxiety signature - students
identify where they
commit to tackling the first step on the ladder feel their anxiety

Hardest

Easiest
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Appendix 3: Excerpts from Working Together to Improve School Attendance (2022)
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