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Osborne Co-operative Academy Trust 
Attendance Policy 
 
Osborne Co-operative Academy Trust (formerly St Clere’s Co-operative Academy Trust) is a 
multi-academy trust (MAT) incorporated around the principles and values of the 
international co-operative movement. These are Equality, Equity, Democracy, Self-help, 
Self-Responsibility and Solidarity, along with the ethical values of openness, honesty, social 
responsibility and caring for others. These values and principles underpin all our actions. 
 
LEAVE OF ABSENCE AND TERM TIME HOLIDAY POLICY 
 

This policy is written in accordance with DfE guidance on school attendance 
(Departmental advice for maintained schools, academies, independent schools and 
local authorities, November 2013) and with due regard to requirements contained in: 

 
The Education Act 1996 - sections 434(1)(3)(4)&(6) and 458(4)&(5)  
The Education (Student Registration) (England) Regulations 2006  
The Education (Student Registration) (England) (Amendment) Regulations 2010  
The Education (Student Registration) (England) (Amendment) Regulations 2011  
The Education (Student Registration) (England) (Amendment) Regulations 2013  
The Education (Student Registration) (England) (Amendment) Regulations 2016 (WEF 
1.9.2016) 

 
“There is a strong correlation between the amount of absence and the qualifications 
children achieve”  

Department for Education 
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MISSION STATEMENT 
 
The Osborne Co-operative Academy Trust family of schools seek to ensure that all its pupils 
receive a full-time education which maximises opportunities for each pupil to realise his/her 
true potential. 
 
The schools will strive to provide a welcoming, caring environment, whereby each member 
of the school community feels safe and secure. 
 
All staff from each school will work in partnership with pupils and their families to ensure 
each pupil attends school regularly and punctually. 
 
The schools will establish an effective system of incentives and rewards which acknowledges 
the efforts of pupils to improve their attendance and timekeeping and will challenge the 
behaviour of those pupils and parents who give low priority to attendance and punctuality. 
 
To fulfil these objectives the schools will establish an effective and efficient system of 
communication with pupils, parents and appropriate agencies to provide mutual 
information, advice and support. 
 
AIMS 
 
To Improve the Overall Percentage Attendance of Pupils at School 

a. Apply Whole School Attendance Policy consistently. 
b. Establish and maintain a high profile for attendance and punctuality, establishing 

95% and above as the benchmark for all pupils. 
c. Relate attendance issues directly to the school’s co-operative values, ethos and 

curriculum. 
d. To work with the schools attendance officer to support pupils and their families to 

improve and raise awareness of the importance of attendance. 
 
To make Attendance and Punctuality a priority for all those associated with the school 
including pupils, parents, teachers and governors 

a. Use student planners and notice boards to show attendance levels. 
b. Produce annual reports to parents/governors. 
c. Set attendance targets and review regularly. 
d. Hold assemblies around attendance. 
e. Provide INSET training for staff. 
f. Display materials at focal points – form rooms etc and feed-back to parents through 

newsletters, website and letters. 
g. Run power points at parents’ evenings to highlight the significance of good 

attendance. 
h. Consistently reward good attendance. 

 
To provide support, advice and guidance to parents and pupils 

a. Highlight attendance in: 

 Citizenship and Personal Development (CPD) 
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 Assemblies 

 Anti-bullying 

 ‘Mentors’ system 

 Homework clubs 

 Breakfast clubs 
b. Use the Attendance Welfare Officer to ensure improved communication with 

parents when they visit or phone in. 
c. Provide accurate and up-to-date contact information for parents. 
d. Involve parents from earliest stage. 

 
To develop a systematic approach in gathering and analysing attendance related data 

a. Use computerised registration. 
b. Standardise recording of: 

 authorised/unauthorised absence 

 educational activity 

 presence 
c. Be consistent in the collection and provision of information. 
d. Identify developing patterns of irregular attendance, broken weeks and lateness. 

 
To further develop positive and consistent communication between home and school 

a. First day absence contact through the use of parent call or phone calls. 
b. Make full use of computer-generated letters - School Information Management 

System (SIMS Handbook). 
c. Promote expectation of absence letters/phone calls from parents, home visits and 

attendance panels. 
d. Explore a wide range of opportunities for parental partnerships (e.g. individual 

provision, Securing Success, Parent Forum, Governors). 
e. Encourage all parents into school via Securing Success, Parents Evening, option 

choices, Trident, Parent Forum, New Intake Evening, parent workshops, family 
learning assemblies and coffee mornings. 
 

To implement a system of rewards and sanctions 
a. Identify finance for a system of rewards. 
b. Actively promote attendance and associated reward. 
c. Ensure fair and consistent implementation. 
d. Involve joint School Council in system evaluation. 
e. Make use of appropriate sanctions. 

 
To promote effective partnerships with other services and agencies 

a. Designate key staff for liaison with external services and other agencies. 
b. Carry out initial enquiries/intervention prior to referral. 
c. Gather and record relevant information to support Attendance Welfare Officer. 
d. Hold attendance panels with Attendance Welfare Officer. 
e. Arrange multi-agency liaison meetings as appropriate. 
f. Establish and maintain list of named contacts within the local community, e.g. 

community police contact officer. 
g. Encourage active involvement of other services and agencies in the life of the school. 
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To recognise the needs of the individual pupil when planning re-integrations following 
significant periods of absence 

a. Be sensitive to the individual needs and circumstances of returning pupils. 
b. Involve key staff in a reintegration process. 
c. Provide opportunities for counselling and feedback. 
d. Consider peer support and mentoring. 
e. Involve parents as far as possible. 

 
ROLES AND RESPONSIBILITIES 
 
Osborne Co-operative Academy Trust believes that it is the responsibility staff, students and 
parents/carers to ensure that each student maintains excellent attendance. 
 
The School 
 
Attendance is a student welfare and safeguarding issue. The School takes its safeguarding 
responsibilities in these areas very seriously.  

 Should a student not arrive at school by the designated time and no explanatory 
telephone call has been received, a member of staff will make contact with the 
child’s parent or carer via a Parent Call. 

 We always notify parents/carers if students abscond from school premises and if 
necessary, notify the police. 

 If a student becomes unwell whilst at school, parents/carers are informed. 
Depending on the age of the student and the severity of the illness a decision will be 
made as to whether the student should be collected by a parent or carer or sent 
home on their own. 

 Students will be admitted as soon as possible after referral to the School and no later 
than on the sixth day following an exclusion, unless there are exceptional 
circumstances. Attendance is recorded the day following a student’s admission 
interview. 

 When students join the School they will attend an induction where their needs are 
assessed. The School records attendance from the first day of induction.  

 Where a student has not attended school for one week, and the School has not been 
able to make contact with a parent or carer, the Education Welfare Service will 
automatically be informed 

 The School provides a tutor who closely monitors the attendance and progress of 
students in their care. The tutor will maintain contact and provide information to 
parents/carers. 

 The School provides an administrator to ensure that the attendance of all students is 
closely monitored and absence effectively dealt with. 

 Attendance of all students is reported to parents/carers on a termly basis through a 
school report. The report is presented at parent/carer conferences each term where 
the impact of attendance on student progress is discussed with individual families.  
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Parents/carers 
 
Strong links and effective communication with parents/carers is vital. 

 Parents/carers must telephone the School by 8:15am on the first day of any absence 
to explain the reason for absence and give an expected return date.  

 Parents/carers are legally responsible for ensuring their child’s regular attendance. 
Students must arrive on time, in school uniform and ready to learn. 

 Parents/carers must provide an up to date contact number and an emergency 
number that may be used in exceptional circumstances. It is important, that should 
the need arise, we can contact /carers without delay. 

 Where a student attends a college or alternative provision the /carer must inform 
that institution of the absence, in addition to informing the School. 

 On a student’s return to school, following an absence, a written note or a doctor’s 
note on the student’s should be provided. 

 The Headteacher reserves the right to ask for medical evidence before making a 
decision as to whether to authorise the absence. This must be presented within one 
week of the last day of absence. 

 Data on attendance will be shared with parents/ carers and students regularly and 
discussed at Parent and Carer Consultation meetings. 

 Parents/carers who do not give an acceptable reason for the absence of their child 
must understand that the absence will be recorded as unauthorised. 

 If children have medical appointments parents/carers must supply appointment 
cards.  

 Term time holidays are not allowed in line with government guidance. Any holiday 
taken in term time will be unauthorised. 

 Parents/carers should note the dates of both national (usually May and June) and 
internal examination periods. The national dates cannot be changed for any reason. 
Year 6 will sit SATs exams in May. Staff will publish examination dates as soon as they 
are known. If the national exams and SATs are missed they cannot be retaken during 
that exam period.  

 The journey to school for some students may involve the use of one or more forms 
of public transport. Parent and carers must ensure that their child leaves in plenty of 
time to allow for possible delay. Some students may qualify for assistance with the 
cost of transport. The decision as to route and type of transport rests with Passenger 
Transport and application should be made at the earliest opportunity in order that 
no education will be missed before the relevant pass is issued.  

 Parents/carers must ensure that students attend on the first school day following 
initial interview. The interview is followed by a short induction period.  

 Parents/carers must sign the Home/School Partnership Agreement. This states the 
responsibility of the parent/carer and student to ensuring that expectations relating 
to attendance are met. 

 Parents/carers must commit to ensuring that students attend on a full time basis 
unless medical evidence proves that this is not possible. 
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Students  
 
Students are expected to be responsible and independent. Except where there are 
exceptional circumstances they are personally responsible for maintaining good attendance. 
This applies to attendance to lessons. Arriving in school and not attending lessons does not 
constitute good attendance. Good attendance also means good punctuality. 

 All students will be provided with a timetable showing clearly their own lesson 
schedule. 

 Students must attend all lessons on their timetables, including all lessons with 
alternative providers.  

 Students are expected to attend punctually every day. 

 Students will not leave the School site without permission from staff. 
 
Teachers 
 

 Teachers record attendance to each lesson. 

 Teachers report absence from lessons to senior staff. 

 Teachers report lesson attendance to parents/carers through the School’s termly 
report. 

 Teachers may arrange for students to attend additional lessons in a subject in order 
to ensure students catch up on lost learning. 

 
Tutors  
 

 Tutors meet frequently with tutees to discuss progress and attendance. 

 Tutors keep parents/carers informed of attendance where there is concern. 

 Tutors set attendance targets for tutees. 

 Tutors report absence patterns to senior staff. 

 Tutors arrange and chair stage 2 absence escalation meeting (see Appendix 1). 
 
Learning mentors 
 

 Mentors meet frequently with mentees to discuss progress and attendance. 

 Mentors keep parents/carers informed of attendance.  

 Mentors set attendance targets for tutees. 

 Mentors provide interventions and liaise with other professionals to ensure that 
their mentees improve their attendance. 

 
HOLIDAYS IN TERM TIME 
 
Historically a Headteacher had authority to grant leave of absence for the purpose of a 
family holiday during term time in “special circumstances” for up to 10 school days per year. 
This is no longer the case. 
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In September 2013 amendments were made to ‘The Education (Pupil Registration) (England) 
Regulations 2006’. As a result of this Head Teachers are no longer able to grant any leave of 
absence during term time unless there are exceptional circumstances. 
 
We understand the various reasons for parents taking children on holiday during term time 
i.e. financial savings, restricted working holidays etc., however these would not be 
considered exceptional circumstances. Taking your child out of school during term time 
could be detrimental to your child’s educational progress. A pupil who has 10 days absence 
will only attain 94.7% attendance in the year; 
 
Holidays are not authorised during term time in response to the Government and Thurrock 
Authority initiative and has been agreed by the Governors of the school. Holidays will be 
recorded as unauthorised absence. 
 
Our schools follow the recommended practice for Government and Thurrock Authority 
initiative. 

 Parents take responsibility for ensuring children’s regular, uninterrupted school 
attendance. 

 Parents do not have a legal right to take children out of school on holiday. 

 In exceptional circumstances (see below) it may be necessary for planned absence. 
All such cases should be discussed with the Head Teacher. 

 If leave is taken without authorisation it will be recorded as unauthorised absence, 
and a Penalty Notice may be issued this is set by regulation at £60 if paid within 21 
days, rising to £120 if paid after 21 days but within 28 days.  

 Penalty Notices must be paid in full. Instalment payment is not acceptable. 

 If the recipient fails to pay the fine within 28 days the Local Authority will prosecute 
for the offence to which the Notice applies, save for in very limited circumstances 
when the Notice may be withdrawn.  

 
Exceptional Circumstances 
 
These are examples of what MIGHT be considered to be exceptional circumstances. In all 
cases, the Head Teacher will decide this on a case by case basis using this policy for 
guidance. 

 A close relative is terminally ill and the holiday is likely to be the last such holiday. 

 Religious observance. 

 An agreed educational activity; prestigious performance/audition. 
 
Leave will not be granted if: 
 
A child’s attendance over the previous 20 week period is less than 95%. 
If the period of leave coincides with the start of term, or is near to, or coincides with tests, 
exams, SATs or other significant events in the school calendar. 
 
Leave of absence forms should be obtained from the attendance officer and submitted to 
the school office at least five working days before the first day of intended absence. 
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A pupil’s absence during term time can seriously disrupt learning. Whilst absent they miss 
the teaching provided and are also less prepared for the subsequent lessons after their 
return. There is a consequent risk of underachievement, which we, and you, must seek to 
avoid. 
 
Lateness 
 
At the start of the school day all pupils are expected to be in school for registration. Any 
child arriving later than registration should enter school via the main entrance reporting to 
the school office. If accompanied, a parent or carer should give a reason for the lateness, 
which will be added to the register. The child will then be sent to their classroom. 
 
Pupils who are consistently late are disrupting not only their own education but also that of 
others. Where persistent lateness gives cause for concern, further action may be taken. 
 
What can parents do to help? 

 Let the school know as soon as possible why your child is away. 

 Send a note when your child returns to school. 

 Try to make appointments outside school time. 

 Do not allow your child to have time off school unless it is really necessary. 
 

If you are worried about your child’s attendance at school what can you do? 

 Talk to your child; it may be something simple. 

 Talk to the Attendance Welfare Officer and staff at the school. 
 
If it continues….. 

 You may contact the schools Attendance Welfare Officer, who will work with you 
and the school to resolve the situation. (Number available from the school office.) St 
Clere’s School 01375-641001 East Tilbury Junior School 01375-859360 East Tilbury 
Infant School 01375-846181 Stanford-le-Hope Primary 01375 672066 Brentwood 
County High School 01277 238900 

 If attendance continues to cause concern The Attendance Welfare Officer will 
contact you to discuss the situation and offer support however you should be aware 
that attendance at school is the parents responsibility and failure to ensure your 
child attends school regularly and punctually may make you liable to prosecution 
under The Education Act 1996 which carries a maximum fine of £2500 and/or 3 
months in prison. 

 Below is our 5 stage attendance process. 
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Stage 1

Letter home expressing concerns

NO IMPROVEMENT

Stage 2

2nd letter home expressing concerns and requesting medical evidence to 
support future absences

NO IMPROVEMENT

Stage 3

Parents will be invited to a meeting with Attendance Welfare Officer to put 
a plan in place to improve attendance.

NO IMPROVEMENT

Stage 4

Parents will be invited to a meeting with the Attendance Welfare Officer, 
Headteacher and school Governor.

NO IMPROVEMENT

Stage 5

Prosecution under The Education Act 1996, which carries a maximum 
£2500 fine and/or 3 months in prison

NO IMPROVEMENT
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DESCRIPTIONS AND MEANINGS  
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CODE 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 

O 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 
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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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Sample Letters 
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Template Letters that schools may use. 

 

Re: 

 

ATTENDANCE 

 

Dear 

 

I am writing to invite you to attend a School Attendance Meeting on …………….. at ………at XX 

School.  

The Purpose of this meeting is to put an Action Plan in place to 

improve…………………..attendance. ……………………………… will be joining us for the meeting 

with agreed permission from his/her class teacher. …………………………….the Parenting 

Support Advisor for XX School will be at the meeting.  

Attendance of students at XX School is monitored very closely. Where attendance falls 

below 93% or a student has a high number of Broken Weeks, this becomes a serious 

concern. 

We want to work in partnership with parents/ carers to ensure that every student has the 

opportunity to meet their potential. It is crucial therefore, that student attends school every 

day. Medical and dental appointments should be made outside of school hours unless 

specialist hospital appointments have to be kept or it is a medical/ dental emergency. 

 

I look forward to meeting with you.  

 

Yours sincerely  
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Dear  

 

Re: Name  Tutor Group  

 

Thank you for attending/ I am sorry that you were unable to attend the School Attendance 

meeting on …………………………… 

Please find enclosed a copy of the action plan agreed at the meeting. This will be reviewed 

on ………………….. 

If ……………….’s attendance continues to cause concern it may be necessary to hold a 

Parenting contract for Attendance meeting. Where attendance has improved there will be a 

further monitoring period to ensure that this is sustained.  

 

Please do not hesitate to contact me if you wish to discuss this letter further.  

 

Yours sincerely  
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Dear  

Re: Parenting Contract for Attendance Meeting 

 

Name:     Tutor Group: 

I am very concerned that _____________’s Attendance at school has not improved 

following the School Attendance Meeting. I am therefore inviting you to a formal Parenting 

Contract for Attendance Meeting at XX School.  

Time:  

 

Date: 

It is expected that a further action plan, to improve _________________’s school 

attendance will be agreed at this meeting and it is therefore vital that you attend.  

You have a legal duty to ensure the education of your child. If ______________________ 

does not go to school regularly you are guilty of an offence under section 444 of the 

education Act 1996. A person found guilty of such an offence is liable on conviction for a 

fine of up to £2500 per parent per child and /or imprisonment for up to 3 months.  

 

Please do not hesitate to contact me if you wish to discuss this letter further  

 

Yours sincerely 
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MEMORANDUM 

DATE: 

 

TO: 

 

FROM: 

 

 

Name of Student: __________________________________________________ 

 

Mismarked Register on: _________________________________________   

 

Period:_________________ 

 

Details:  

 

Marked Present, Parent/carer phoned to report sickness/ absence  

 

Please ensure accuracy of marking 

 

Please see me at your earliest convenience to discuss  
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Level 1 Attendance Meeting 

Date of Meeting___________________________________________ 

Pupils Name _____________________________________________ Year 

Group_____________ 

Parent/ Carer Name________________________________________ Current 

Attendance ____________ 

Unauthorised Absence__________________%   Authorised 

Absence____________________% 

 

Current Situation/ Issued Discussed  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Agreed Actions  
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Attendance Target  Date of Review   

 

Signed Pupil     ___________________________ 

Signed by Parent/ Carer  ___________________________ 

Signed by Attendance Officer   _____________________________ 

 

Decisions of this meeting may form part of the evidence of any future proceedings 
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School Attendance Meeting  

       

 Date:………………………………………….. 

Pupil Name : DoB: Year Group: 

Address: 

Parent (s) Name  

 

1 

 

2 

Address (if different to above) 

 

1 

 

2 

 

% Attendance  

Year 7  

Year 8 

Year 9 

Year 10 

Year 11 

No. of U/A Session/ Broken weeks  

Key issues/ reasons given for absence 

 Health  

 Bullying 

 Transport 

 Family Circumstances  

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Targets and Action Agreed to improve Attendance  

Pupil: 

Parent : 

School: 

Other: 

Signed and Agreed By: Print Name:  

Pupil   
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Parent (s)  

School Rep.   

  

 Date: 
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Attendance Team 

 

Date: 

 

Time: 

 

 

 

Dear           

 

I called round today, regarding ______________________ 

 

Current Attendance:______________________________ 

 

 

Please give me a call on 
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Dear  

 

Re: Parenting contract for Attendance Meeting (……..) 

 

Name:    Tutor Group:  

I am sorry you were unable to attend/ Thank you for attending the parent contract for 

Attendance meeting on………………….. This meeting could lead to implementing of the 

Attendance Legal process.  

Please find enclosed a copy of the minutes from this meeting.  

The Parenting Contract for Attendance Review will be held on ……………. at XX School 

at……………… Your presence at this review with…………….. is required.  

Please do not hesitate to contact the Attendance Welfare Office or myself if you wish to 

discuss this letter further.  

 

 

 

Yours sincerely  
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Dear 

 

Following a review of attendance across all year groups, ………………………’s attendance stands 

at …………..%. I enclose a Registration certificate for your information.  

Where attendance falls below 93% or a student has a high number of broken weeks, this 

becomes a serious concern. Research has shown that there is a strong link between 

attendance and achievement.  

We want to work in partnership with parents/carers to ensure that every student has the 

opportunity to meet their potential. It is crucial therefore that the student attends school 

every day.  

Medical and dental appointments should be made outside of school hours unless specialist 

hospital appointments have to be kept or it is a medical/ dental emergency. 

Students and parent/ carers experiencing difficulties with attendance matters, should 

contact the school at the earliest opportunity and talk to their child’s Tutor, Head of Year or 

the Attendance Welfare officer. If ……………………………..’s attendance continues to cause 

concern you will be invited to a School Attendance Meeting to discuss how an improvement 

can be made.  

 

Please do not hesitate to contact me if you wish to discuss this letter further  

 

 

Yours sincerely  

 

 

 

Attendance Welfare Officer 
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Dear  

 

Broken weeks/ Repeat Absence  

I am writing to you regarding the number of broken weeks/ Repeat Absence that ……………… 

has accumulated this year.  

Broken weeks/ repeat absences refers to weeks where a student does not complete a full 

week at school.  

Out of a possible ……………….. weeks at school, …………………… has only completed………full 

weeks. I enclose a registration certificate for your information.  

Students with high levels of broken weeks are shown to do less well at school and do not 

achieve their potential.  

Please ensure……………… improves his/her attendance and completes as many full weeks at 

school as possible.  

 

Thank you for your cooperation in this matter.  

 

Yours sincerely  

 

Attendance Welfare Officer  
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XX SCHOOL TRUANCY HOTLINE 

WE NEED YOU TO HELP US EDUCATE OUR PUPILS. 

 

This is our hotline number. You may call in strict confidence to report any pupils not in 

school, with or without their parents.  

 

Tel:  

 

We are grateful for your support.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


