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Introduction
We believe that students thrive in a happy, secure and caring environment. It is an essential
part of a school ethos that the values of peace, love and caring for others should be core
values that we respect and agree with.

Scope
The RLP is at the heart of the community delivering an inclusive education to students of all
ages. Our mission is to embrace challenge and to celebrate success in all that we do by
striving for every learner to reach their full potential. The culture that we have in our schools
means that they each retain their distinctiveness but learn and grow together and remain
collectively responsible for providing all students with exciting and inspiring opportunities.

For Church Schools in the Ridgeway Learning Partnership the following
biblical narrative applies:

‘Whoever walks with the wise becomes wise, but the companion of fools will
suffer harm.’ Proverbs 13:20

“Be strong and courageous. Do not fear or be in dread of them, for it is the Lord your God
who goes with you. He will not leave you or forsake you.” Deuteronomy 31:6

The Ridgeway Learning Partnership  is committed to equality of opportunity for all pupils,
staff, parents and carers. Policies have been written and reviewed with due regard to the

Equalities Act 2010.
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Policy Statement
The Ridgeway Learning Partnership acknowledges that regular attendance is a
major factor in ensuring all student/pupils take full advantage of the learning
experiences made available to them and thus achieve their full academic potential.

As a Trust we want the whole school community – staff, parents/carers and students
– to be committed to high standards of attendance and punctuality.
The schools acknowledge the need to ensure that accurate and up-to-date
attendance statistics are kept. The responsibility for good attendance is shared
between the school, parents and students/pupils. Each of these groups is required to
understand the expectations which the policy contains.

Aims
With regard to attendance we aim to:

1) Provide a safe learning environment
2) Continually look to find ways to improve the overall percentage of students at

school.
3) Make attendance and punctuality a priority for all those associated with the

school, including students/pupils, parents, teachers, support staff, governors and
trustees.

4) Develop a framework which defines agreed roles and responsibilities and
promotes consistency in carrying out designated tasks.

5) Provide support, advice and guidance to parents and students/pupils.
6) Develop a systematic approach to gathering and analysing attendance-related

data.
7) Further develop positive and consistent communication between home and

school.
8) Implement a system of rewards and sanctions for attendance.
9) Promote effective partnerships with other professional services and agencies.

10) Recognise the needs of the individual student when planning reintegration
following significant periods of absence.

11) This policy works in-accordance with KCSIE 2021.

Roles and Responsibilities
Parental Responsibilities

● Parents/Carers are expected to ensure that their child attends school
regularly, punctually, properly dressed, equipped and in a fit condition to learn.

● Parents/Carers of registered students/pupils have a legal duty under the
Education Act 1996 to ensure that children of compulsory school age attend
school on a regular and full-time basis.



● Parents/Carers are responsible for informing the school of the reason for any
absence (by letter, email, phone call, text or personal visit), on each day of
absence.

● Parents/Carers can expect the school to keep them fully informed of their
child’s progress.

● Parents/Carers should avoid, if at all possible, making medical/dental
appointments for students during school hours.

● Parents/Carers should avoid booking holidays during term time.

Student/Pupil Responsibilities
● All students/pupils are expected to attend school and all of their lessons.
● All students/pupils are expected to be punctual to school and to all lessons.
● Students/pupils are expected to be ready to learn.

School Responsibilities
● Ensure a legal register is taken at designated times during the school day

(a.m. and p.m.).
● Keep accurate records relating to student attendance and monitor data

closely to ensure appropriate communications and intervention work is
implemented where necessary.

● Provide students/pupils with a safe and stimulating educational environment.
● Support and communicate with parents/carers regarding attendance issues

on a whole-school level and on an individual basis. Promptly responding to
any issues which may lead to non-attendance.

● Be sensitive to the needs of individual parents/carers in the way in which
attendance issues are addressed, recognising family circumstances.

● Work in close partnership with the school’s Attendance Improvement Officer.
● Adhere to Hertfordshire County Council guidance on Penalty Notices as per

section 444 of the Education Act 1996.
● Recognise and reward excellent attendance rates of students/pupils through

certificates and prize draws.

The Heads have overall responsibility for the Attendance Policy and for liaising with
the Governors, to whom a report on attendance will be made termly. The general
responsibility for daily implementation of the policy at Tring School lies with the
Assistant Headteacher responsible, together with Heads of House, and the
Attendance Manager, who will contact parents and co-ordinate contact with outside
agencies. Within Primary schools, the responsibility lies with the Headteachers.

Governor and Trustee Responsibilities
● Ensure that the importance of attendance is made clear by promoting the

relevant school policies and guidance directed at parents and staff.
● Annually review the school’s attendance policy and rules, and ensure that all

provisions are in place to allow school staff, parents and children to implement
these effectively.

● Ensure there is a named senior manager to lead on attendance.
● Ensure that all legislation regarding attendance is complied with and that

up-to-date guidelines are communicated to parents, children and staff.
● Work out appropriate and accurate annual attendance numbers and future

attendance targets, and submit these to the LA within an agreed timescale
each year.



● Take time at governors’ meetings to regularly receive and discuss attendance
issues that have arisen in order to stay on top of expected attendance targets
for the year.

● Ensure that the school is implementing effective means of recording
attendance and organising that data, including for children who are educated
off-site.

● Ensure that they are clear on how to analyse attendance data and how to
communicate the findings effectively to parents and staff.

● Ensure that senior leaders make the necessary referrals to the local authority
and other relevant agencies in individual cases of non-attendance.

● Use any data gathered to devise solutions to problems, make the proper
adjustments to attendance coordination and target set for the future.

Monitoring Attendance
Responsibility for day-to-day monitoring of attendance falls to classroom teachers,
tutors, subject teachers, and at Tring School, the Attendance Manager. Staff who are
engaged in the position of class teacher (permanently or temporarily), should ensure
that registers are accurately completed as they are a legal document and are used
for health and safety purposes and should be kept for a minimum of date +3
years.
LGB’s receive updates on attendance via the Heads reports.
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1. Understanding Types of Absence
Every half-day absence from school has to be classified by the school (not by
parents), as either AUTHORISED or UNAUTHORISED. This is why information
about the cause of any absence is always required.
Authorised absences are mornings or afternoons away from school for a legitimate
reason, such as:

1) Sickness
2) Medical appointments which are unavoidable
3) Days of religious observance
4) Exceptional family circumstances – bereavement
5) Attending an approved off-site activity or is receiving special off-site tuition
6) Attending a Pupil Referral Unit.

Unauthorised absences are those which the school does not consider reasonable
and for which no ‘leave’ has been given. This type of absence can lead to the
Authority using sanctions and/or legal proceedings. The Head and Assistant
Headteacher,   Heads of House and the Attendance Manager, will make the final
decision regarding the classification of an absence. Unauthorised absences include:
1) Parents/carers keeping students off school unnecessarily
2) Truancy before or during the school day
3) Absences which have never been properly explained
4) Children who arrive at school too late to get a mark (Tring School - after 9.30am)
5) Shopping
6) Looking after other children and/or parent unless registered as a carer
7) Birthdays
8) Day trips and holidays (unless deemed an exceptional circumstance by the
Heads) in term time
9) A pet going to the vet/death of a pet



While any student may be off school because they are ill, sometimes they can be
reluctant to attend school. Any problems with regular attendance are best sorted out
between the school, the parents and the student. If a student is reluctant to attend, it
is never better to cover up their absence or to give in to pressure to excuse them
from attending. This gives the impression that attendance does not matter and
usually makes things worse.

2. Attendance Improvement Officer (AIO)
The schools expect parents/carers to contact school at an early stage if their child is
experiencing difficulty in attending school. Only then can staff help to resolve any
problems within school. A united approach to this type of problem is extremely
beneficial and is nearly always successful. If difficulties cannot be resolved in this
way, the school may refer the child to the Attendance Improvement Officer from the
Local Authority. The schools work in partnership with the allocated AIO to improve
attendance for individual students/pupils and the whole school. He/she will also try to
resolve the situation by agreement, but, if other ways of trying to improve the child’s
attendance have failed and unauthorised absences persist, these Officers can use
Penalty Notices or prosecutions in the Magistrates Court.

Alternatively, parents/carers or students may wish to contact the AIO themselves to
ask for help or information. They are independent of the school and will give impartial
advice. Their telephone number is available from the school office or by contacting
the Local Education Authority.

For any student who has 10 consecutive days off absence or 10 irregular days of
absence, the school has to submit a 10-day Absence Form to the AIO.  The AIO will
then work with the school and family to address any attendance issues.

3. Fixed Penalty Notices
Fixed penalty notices are intended to prevent the need for court action and should only be
used where a fixed penalty notice is deemed likely to change parental behaviour and
support to secure regular attendance has been provided and has not worked or been
engaged with, or would not have been appropriate in the circumstances of the offence (e.g.
an unauthorised holiday in term time).

4. Holidays during Term Time
There is no automatic entitlement, in law, for students to take time off school to go on
holiday. Taking holidays in term time will affect a student’s/pupil’s schooling as much
as any other absence and we expect parents/carers to work with us, by not taking
students/pupils away in school time.

Any period of leave taken without the agreement of the school, or in excess of that
agreed, will be classed as unauthorised and may attract sanctions such as a Fixed
Penalty Notice.

5. Strategies for Promoting Attendance
1) The schools will offer an environment in which students/pupils feel valued and
welcomed.



The schools’ ethos must demonstrate that students/pupils feel that their presence in
school is important, that they will be missed when they are absent/late and that
follow-up action will be taken.
2) A varied and flexible curriculum will be offered to all students/pupils. Every effort
will be made to ensure that learning tasks are matched to students’/pupils’ needs.
3) Attendance data will be regularly collected and analysed in order to help identify
patterns, set targets, correlate attendance with achievement, and support and inform
policy/practice.
4) Good attendance will be recognised at the end of each school term in Celebration
Assemblies.
5) Students whose attendance is a cause of concern will be set targets for
improvement.
6) Parents will be reminded regularly (via Newsletters, information booklets, parents’
evenings, etc) of the importance of good attendance.
7) Students who are absent for any extended period of time will have work sent
home to them (Tring School - after 3 days absence) and will be re-integrated back
into school upon their return where appropriate.
8) The school will, when appropriate, liaise with other agencies (eg Attendance Team
(St Albans and Dacorum District Children’s Services), Education Support Team for
Medical Absence, Educational Psychology Service, Children, Schools and Families)
when this may serve to support and assist pupils who are experiencing attendance
difficulties.
9) On admitting their children to primary school parents/carers are asked to sign a
Home-School Agreement.
10) Visits will be made to feeder primary schools in order to ensure the smoothest
possible secondary transfer. Discussions with primary school teachers will seek to
identify those pupils who may require extra support during this process.
11) Attendance checks will be made regularly within the school.

Procedures for Individual Schools

Appendix 1
Tring School
The School’s strategic objective is to aim for an overall rate of 96%+ across the
school.

At Tring School Heads of House will have an overview of attendance within their
House, and will liaise closely over attendance issues with the Attendance Manager
and Assistant Headteacher responsible for Student Support, meeting as prescribed
by the Attendance Improvement Officer, to monitor the attendance of all pupils in
Years 7 – 11. The attendance of Sixth Form students is the responsibility of the KS5
Student Support Manager.

Registration
Registers will be marked by tutors and teaching staff using Go4Schools at the
beginning of each session.

Registers will ‘close’ at 9.30am and 2.30pm respectively. If a pupil fails to arrive
before the registers ‘close’ they will be marked ‘absent’. Students who arrive after the
registers close should report to the Attendance Manager’s office and sign the
relevant House Signing-In Book.



All class teachers should check attendance at the start of each lesson on their
device and consult with the appropriate tutor where an absence gives cause for
concern. Class teachers, too, should insist on punctuality. Persistent or wilful
lateness should usually result in sanctions being applied via the SIMS behaviour
management system/Go4Schools.

Lateness
Poor punctuality is not acceptable. If a student misses the start of the day they can
miss work. Students arriving late to lessons also disrupt lessons and learning. This
can be embarrassing for the student and can also encourage further absence. There
is also an administrative burden on the school.

Managing Lateness
The school day starts at 8.40am and we expect students to be in registration at that
time. Registers are taken between 8.40 and 9.05am. Students will receive an N code
if they are not present after the last name has been called on the register.
At 9.30am the registers are officially closed in accordance with regulations; if a
student arrives after that time they will receive a mark that shows them to be on site,
but this will not count as a present mark and it will mean they have an unauthorised
absence.

Sanctions:
The school will use a range of consequences and supportive measures to change
the behaviour patterns of those
students who are regularly late or poor attenders to school according to age and
personal circumstances.

Leaving and returning to School during the School Day
If a student needs to leave the school during the school day the following procedures
must be adhered to:
1) Students will require a note from a parent or an official appointment card (medical)
…if leaving school on their own and this
2) Must be shown to the subject teacher to leave their lesson, and the Attendance
Manager’s Office to sign out (a Health and Safety must).
3) If parents are collecting a student during the school day, parents are responsible
for signing the student out.

On returning to school the student must:
1) Sign in
2) The Attendance Manager will provide this information in the event of a fire drill

Persistent Absenteeism (PA)
A student becomes a ‘persistent absentee’ when their attendance rate falls below 90
% from October half term, for whatever reason. Absenteeism of this level will
considerably damage any child’s educational prospects and we will need the
parents’ fullest support and cooperation to tackle this.



We monitor all absence thoroughly. Any case that is seen to have reached the PA
mark or is at risk or moving towards that mark is given priority and parents will be
informed of this immediately, usually by letter.

PA students are tracked and monitored carefully by our, Heads of House, the
Attendance Manager and Assistant Headteacher in charge of attendance. Parents
will/may need to come into school and meet with the Head of House and/or
Attendance Manager on a regular basis to discuss their child’s attendance and the
progress being made. The school will have regular meetings and contact with the
AIO to seek support of persistently absent students.

Rewards for Students
● Students will be encouraged to have high attendance through rewards and

achievement points.
● Their success will also be celebrated in assemblies and with praise postcards.
● Improved attendance will also be recognised, even if it does not match or exceed

the schools attendance target.

Exceptional Leave for students with sports and creative arts excellence
Students who are performing at a national level in sports may receive additional
leave or adaptations to their timetable in order to support them with their
accomplishments. Where this is required a letter is necessary from the board or
organisation with whom they are performing so that careful liaison can take place
between school and the sporting clubs. This will then be assessed by the
Headteacher or Leadership Team.

Reduced Timetable
For a student who has a reduced timetable (meaning that they are not educated full
time on the school site) the school has a responsibility to submit a reduced timetable
form to Local Authority.  This form has to be agreed by both the school and the
parents and then by the Local Authority. This is a short term measure and strategies
will be put in place to increase students back to a full time time timetable.

Truancy
Truancy is recorded as an unauthorised absence. A number of systems are put in
place to inform students that this behaviour is unacceptable. A record will be made in
the student’s school file.
The school follows the following procedures for following up truancy:
1) The Head of House or Attendance Manager will phone a parent to inform them of
the truancy and the student will spend the next school day in the Internal Exclusion
Room.
2) The local Police Community Support Officer (PCSO) is informed of the truancy.
3) The student will be placed on an Attendance Report and will make up the work
they have missed. Support will be offered to the student who has truanted from
lessons if necessary.
4) The PCSO and AIO will work with the school on serious cases of repeated
truancy.



Appendix 2
Grove Road Primary School
Registration
The register must record whether each pupil is present, absent or engaged in an
approved educational activity. It must also indicate whether the absence has been
authorised by the school.

● Doors close at 8.50am and registers will be closed daily at 9am for all
children and again at 1.05pm for Foundation and 1.20pm for KS1 & KS2.

● If a pupil arrives after 9.00am, he/she will be marked as late. Pupils who
arrive after the registers have closed should report to the school office
where the office staff will ask them to sign in. The class teacher or office
staff will subsequently amend the electronic register entry to read
absent/late.

● Registers will be checked regularly by the office staff and Head Teacher to
ensure that correct procedures are being followed. The Attendance
Improvement Officer (AIO) will monitor the registers during his/her visits.

● Schools are required to notify their AIO of any pupil of compulsory age who
fails to attend school regularly, or who has been absent for a continuous
period of more than 10 school days, without a legitimate reason.

● Deletions and transfer information (using form EWN1) will be made in
accordance with Hertfordshire policy

● Any pupil with an attendance below 90% is considered as a Persistent
Absentee and is monitored closely.

● If a pupil is absent and there is no response to calls from school to a parent
or carer, school will contact wider family contacts or refer on to external
agencies.

Lateness
Regular lateness is monitored and followed up.

● When a pupil arrives late and the register is still open he/she should be
marked ‘late’ but counted as present for that session.

● If a pupil arrives late after the register has closed a comment is recorded
noting the time the pupil arrived between 8.50-9.00am,

● If a pupil arrives between 9.00-9.15am a “L” mark is recorded
● When a pupil arrives after 9.15am a “U” ,mark is recorded.
● When a pupil arrives late having missed registration parents will be

expected to bring the pupil to the office and sign them in Children who arrive
late should not be left at the gate to come in alone.

Procedures for Following Up Absence
The school office will contact a parent by text, email or telephone by 9.30am if a
pupil is absent and no reason/explanation has been provided by the parent/carer.

Absence patterns are monitored closely. If a pupil is persistently (or intermittently)
absent, the Head Teacher or INCo will contact the parents and invite them to attend
a meeting at school.



If a pupil returns to school after a period of absence and fails to bring a note or if the
explanation offered by a note is unsatisfactory, the Head Teacher will contact the
parents.

If a pupil is persistently absent (or late) and the school's efforts to effect an
improvement have been unsuccessful, the situation will be referred to the AIO during
his/her consultation visits. Persistent absence may result in a fixed penalty notice
being issued to the parent.

Appendix 3
Dundale School
Arrival and Registration

The register must record whether each pupil is present, absent or engaged in an
approved educational activity. It must also indicate whether the absence has been
authorised by the school.

● Doors close at 8.50am and registers will be closed daily at 9.20am for all
children and again at 1.45pm for all children.

● If a pupil arrives after 8.50am, he/she will be marked as late. Pupils who
arrive after 8:50am should report to the school office, where the office staff
will ask them to sign in. The class teacher or office staff will subsequently
amend the electronic register entry to read absent/late.

● Registers will be checked regularly by the office staff and Headteacher to
ensure that correct procedures are being followed. The Attendance
Improvement Officer (AIO) will monitor the registers during his/her visits.

● Schools are required to notify their AIO of any pupil of compulsory age who
fails to attend school regularly, or who has been absent for a continuous
period of more than 10 school days, without a legitimate reason.

● Deletions and transfer information (using form EWN1) will be made in
accordance with Hertfordshire policy

● Any pupil with an attendance below 90% is considered as a Persistent
Absentee and is monitored closely.

Lateness
Lateness should be monitored and followed up.

● When a pupil arrives late and the register is still open he/she should be
marked ‘late’ but counted as present for that session.

● If a pupil arrives late after the register has closed a comment is recorded
noting the time the pupil arrived between 8.50am and 9.20am,

● If a pupil arrives between 8.50-9.20am a “L” mark is recorded
● When a pupil arrives after 9.20am a “U” mark is recorded.
● When a pupil arrives late having missed registration parents will be

expected to bring the pupil to the office and sign them in. Children who
arrive late should not be left at the gate to come in alone.

Procedures for Following Up Absence
The school office will contact a parent by text, email or telephone by 9.30am if a
pupil is absent and no reason/explanation has been provided by the parent/carer. If a
pupil is absent and there is no response to calls from school to a parent or carer,
school will contact wider family contacts or refer on to external agencies.



Absence patterns are monitored closely. If a pupil is persistently (or intermittently)
absent, the Headteacher or INCo will contact the parents and invite them to attend a
meeting at school.

If a pupil returns to school after a period of absence and fails to bring a note or if the
explanation offered by a note is unsatisfactory, the Headteacher will contact the
parents.

If a pupil is persistently absent (or late) and the school's efforts to effect an
improvement have been unsuccessful, the situation will be referred to the AIO during
his/her consultation visits. Persistent absence may result in a fixed penalty notice
being issued to the parent.


