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Introduction: 
 
At Chipping Campden School we are committed to achieving a high level of student attendance. We believe 
that it is vitally important for the attainment, life chances and employment prospects of our young people. Any 
absence affects the pattern of a child’s schooling and regular absence will seriously affect their learning. 
Absence can also make children vulnerable to safeguarding issues, involvement with crime and anti-social 
behaviour. 
 
Chipping Campden School takes a whole-school approach to maintaining excellent attendance and it is the 
joint responsibility of parents, students and all staff members to ensure that children are attending school as 
they should be.  We endeavour to work with families to make sure that any problems or circumstances which 
may lead or be leading to poor attendance are given the right attention and appropriate support. The 
nominated SLT champion for whole school attendance is the Vice Principal Pastoral but securing excellent 
attendance is everyone’s responsibility. 
 
This document is supported by our policies on Safeguarding and Child Protection and the School Behaviour 
Policy. 
 
We recognise that under Section 7 of the Education Act 1996, parents are responsible for making sure that 
every child receives efficient full-time education.  The Education Act 1996 states that: The parent of every child 
of compulsory school age shall cause him/her to receive efficient full-time education suitable to: 

 
a) Age, ability and aptitude and 
b) To any special needs he/she may have. 

 
 

National and Chipping Campden School expectations:  
• It is a national and school expectation that all children attend school every day; the national target is 

for schools to have an average attendance of at least 97%.  Regular attendance is defined as 97% or 
higher. 

• Any student attending less than 90% of the time will be designated as a “persistent absentee” (PA).  
If a child is at risk of becoming a PA, parents/carers will be informed and preventative action taken to 
remove barriers to attendance. 

• Principles: 
▪ All attendance will be recorded according to the DfE school attendance guide. 
▪ Parents will be kept informed about school strategy for promoting attendance and 

managing absence. 
▪ Data will be monitored by the School Attendance and Welfare Officer (SAWO), the 

school’s attendance lead (Vice Principal) and allocated governor. Attendance data is  
reported to the Governing Body through the Principal’s termly report.   

▪ Staff will make appropriate arrangements for individuals returning to full time 
education after periods of absence. 

▪ The Pastoral team will be notified immediately of any potential long-term absence and 
to any absence relating to a student for whom there are safeguarding concerns.  

▪ All absences are followed through and if absence becomes regular and/or falls below 
the school’s target of 97%, intervention will be initiated. 

▪ Key groups of students who are vulnerable will be particularly closely monitored so 
that intervention can be timely and effective; Early Help referrals will be considered on 
a case-by-case basis (e.g. Aim High students, Young Carers). 
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▪ Attendance and punctuality data will be used to target improvement – this will be 
particularly so for SEND and Aim High students 

 
 
Promoting and rewarding regular attendance 
 
We are committed to working with parents and students to support outstanding attendance.  We will: 
 

• Provide attendance information on all progress summaries and full reports sent home. 

• Celebrate improved, good and outstanding attendance in tutor rooms and corridor displays, and during 
Year assemblies. 

• Award commendations for outstanding attendance as well as incentivising improved attendance 
following intervention 

• Acknowledge improved attendance by contacting home. 

• Attendance is always discussed as part of EHCP, PSP and My Plan reviews 
 
Types of absence: 
Leave of absence will only be granted in exceptional circumstances 
Every half-day absence from school has to be classified by the school, as either AUTHORISED or 
UNAUTHORISED. This is why information about the cause of any absence is always required. Half days are also 
referred to as sessions. 
 

• Authorised absences are mornings or afternoons away from school for a good reason like illness, 
medical/dental appointments which unavoidably fall in school time, emergencies or other unavoidable 
causes.  

• If there is no known reason for absence at registration, it will be recorded as “unauthorised” in the first 
instance. 

• 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 Gloucestershire County Council using 
sanctions and/or legal proceedings. This includes:  
o absences which have never been properly explained  
o parents/carers keeping children off school unnecessarily  
o truancy before or during the school day  
o children who arrive at school too late to get a mark  
o shopping, looking after other children or birthdays  
o day trips and holidays in term time which have not been agreed to by the Principal.  Parents 

should be aware that a penalty notice may be issued for taking periods of unauthorised holiday.  
(See Appendices 1 & 2 for further details on Penalty Notices) 

 
Whilst any child may be off school because they are ill, sometimes a child can be reluctant to attend school. 
Parents are advised never to “cover up” an absence or to give in to pressure to excuse a child from attending. 
This gives the impression that attendance does not matter and usually makes things worse. Regular 
communication between “school and family” has almost always the most positive impact on improving 
attendance.    
 
Family holidays and extended leave 
Family holidays taken in term time will not be authorised. Parents may request a leave of absence during term 
time where there are exceptional circumstances. Requests for leave of this type must be made in writing to the 
Principal a minimum of 14 days in advance of the leave being taken, wherever possible. In the case of 
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unforeseen circumstances, such as a family bereavement that requires the child to travel to another country, 
this will be taken into consideration. 
 
Retrospective applications will not be considered and this time taken will be processed as unauthorised 
absence.  The Principal may only grant such requests in exceptional circumstances and the decision is final on 
whether the request is approved and the length of absence approved. 
 
 
All requests for authorised absence will be responded to in writing and will outline the details of when the child 
is expected to return to school.  Parents should contact the school immediately if there will be a cause for delay 
from the stated date of return. 
 
It remains the Principal’s decision whether to authorise any request for absence during term time. 
 
If permission is not granted, but the child is still absent, the absence is classed as unauthorised and parents 
may be subject to further action by the school or prosecution by the local authority. 
 
 
Punctuality 
 

• Pupils are expected to be in morning registration at 8.50am and afternoon registration at 2.05pm*.  

• Registers close at 9.30am and 2.30*pm.  Students arriving after the start of the registration period, but 
before its end, will be marked as present (for statistical purposes) but coded as unauthorised or late 
unless there is an authorised explanation, e.g. a school bus was delayed or an approved appointment 
has been attended.  

• Students in years 7 – 11 are not allowed off site unless there is a written agreement with school that 
going home for lunch is preferred. 

• Sixth Form students are allowed off site at break times/lunchtimes unless parents request that this 
privilege is withdrawn or the privilege is withdrawn as a sanction by pastoral staff. However, they must 
sign out and back in on leaving and returning to the School site. 
*During examination seasons the beginning and end of afternoon registration will be one hour earlier  

 
School Procedures 
 

• Only the Principal, or staff acting on his behalf, may authorise an absence. 

• Request for Authorised Absence forms can be found on the School website (Appendix 3) 

• Any absence at an a.m. and/or p.m. registration period must be marked as authorised, unauthorised or 
as an approved activity (attendance out of school).  If there is no known reason for absence, it must be 
marked as unauthorised in the first instance. 

• First day absence: Parent phones/e-mails school on the absence line/InTouch system before 9.30 a.m.  
If no contact is made to the school the Attendance and Welfare Officer (AWO) will make every effort to 
contact the parent to secure a reason for absence on the first day of non- attendance at school. If the 
child is open to Social Services on a Child Protection or Child in Need plan, the social worker will be 
informed if parent/ carer cannot be contacted. Looked After Child attendance is also referred on a daily 
basis to the appropriate authority. 

• Second day absence: Parent contacts the school to update on progress.  Depending on individual 
circumstances, and the information received on day one, the AWO will call home if no contact is made 
by the parent. Where applicable, social workers are informed. 
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• Third day absence: Parent contacts the school to update on progress.  AWO will contact and pass 
concern on to the relevant Pastoral Year Lead. If no contact is made, the Pastoral Year Lead will 
instigate a staged process as follows: 

➢ Telephone call to parents 
➢ Invitation to a meeting in school 
➢ My Plan provision 
➢ My Plan review 
➢ AIM process 

 
              Medical confirmation may be requested if there is a history of regular absence for appointments, in line    
              with School policy.  

• Five days: any absence for 5 consecutive school days, without an authorised explanation, will be a 
serious cause for concern.  A request will be made for medical information in the event of any 5-day 
absence as a result of illness. 

• If there are safeguarding concerns, all school contacts will be followed up to secure a reason for 
absence. If circumstances give cause for concern, the police will be contacted for advice by accessing 
their 101 service, or multi- agency services called upon. The school may undertake a home visit. 

• Leave of absence taken without request will not be authorised, unless evidence can be provided of 
exceptional circumstance, within two weeks of the absence taking place. 

• To support the authorisation of some absences, the school may request the completion of a Parental 
Permission Consent Form (appendix 3), giving permission to the AWO to contact the health care 
provider directly.  

• If a child is considered to be too unwell to attend school by his/her consultant, then a referral to 
Hospital Services may be actioned after the fifteenth consecutive day of absence if the child resides in 
Gloucestershire Cross County arrangements will be activated as appropriate to the relevant county. 

 
Frequent/regular absences 
 
The AWO monitors the “patterns” of attendance of all pupils.  Therefore, if absences become regular or 
“patterns of absence” emerge, these will be discussed with the parent.  Multi agency support may be 
requested to support improved attendance.   
The aim will always be to avoid students falling below expected attendance and fitting into the persistently or 
severely absent categories. 
The usual series of actions triggered by regular absence are: 

• Advisory Letter: When a student’s attendance drops to 94% an advisory letter will be authorised by the 
Attendance and Welfare Officer, in most cases. 

• Letter One – initial warning letter: This will identify the concern and detail the possibility of prosecution 
by the Local Authority.  Monitoring of attendance will continue. 

• Letter Two: Will be actioned if improvement has not been noted. The parent will be invited to attend 
an Attendance Improvement Meeting (AIM).  The AIM will be chaired by a member of the Extended 
Leadership Team and also attended by the AWO and the child. As a rule, a member of the Pastoral 
team will contribute to the meeting.  At this meeting, an Attendance Improvement Plan (AIP) is agreed.   

• Improved attendance and meeting the agreed target will be expected before the second AIM to avoid 
the possibility of prosecution. 

At all times, students who drop to 94% and below will be offered support via the pastoral system in school. This 
may include mentoring, additional careers support, out of hours provision and in exceptional circumstances, 
college placement and/or Alternative Provision. Programmes of support will be put in place on a case-by-case 
basis. 
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Operational guidelines – Roles and Responsibilities 
 
As part of our whole-school approach to maintaining high attendance, we recognise that the Governing 
Body, school staff, parents and carers and the pupils have a key role to play. 
 
Specific responsibilities: 
The Governing body has responsibility for: 

• Ensuring that they have an accurate view of school attendance 

• Engage in escalation procedures where appropriate 

• An appreciation of how good attendance links with safeguarding and school improvement 

• Monitoring the effective use of resources, Aim High funding for example, to promote excellent 
attendance 

 
Vice Principal with responsibility for attendance will:  
 

• Monitor whole school attendance and champion attendance 

• Monitor via line management those with an assigned responsibility to champion attendance in each 
key stage, including key groups: FSM/ESL/SEN/LAC/Young Carers 

• Undertake professional development to support attendance improvement 

• Meet fortnightly with the AWO (and County Inclusion Team when possible) to discuss and review 
strategies for whole school monitoring. 

• Meet fortnightly with the Head of Main School (and AWO and SENCO when necessary) to monitor Key 
Stage 3/4 attendance and the impact of intervention.  

• Similarly, meet monthly to review Post-16 attendance with the Head of Sixth Form. 

• Maintain appropriate and timely communication for vulnerable students. 

• Update the governors on whole school attendance and related issues. 

• Advise and challenge where appropriate. 

• Liaise with the Local Authority when appropriate. 

• Review the Attendance Policy annually, or earlier, if a response is needed to statutory changes. 

• Promote high attendance with all parents/carers, especially where students fall into key ‘at risk’ 
groups. 

 
SENCO will: 

• Work with parents to develop specific support for students with SEN/ disabilities 

• Establish individualised strategies to remove in school barriers to attendance for students with 
SEN/disabilities 

• Liaise with pastoral staff where students with SEN/disabilities require a time- limited phased return to 
school 

• Monitor and respond strategically to SEN/ disabilities attendance data 
 
Pastoral Directors of Learning will: 
 

• Meet weekly with Pastoral Year Leads (and the AWO as required) to monitor the attendance of the 
year group (and special groups within it) and provide advice and challenge to support outstanding 
attendance (over 97%). 

• Inform the Vice Principal (with responsibility for attendance) of any ongoing/serious concerns at their 
meetings or earlier if appropriate 

• Attend AIMs as appropriate 
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• Ensure that clear messages are communicated to students about the links between attendance and 
attainment, well-being and wider outcomes, via assemblies and the tutor programme. 

 
The Attendance and Welfare Officer (AWO) will: 
 

• Liaise with the Local Authority, making returns and signing up to the electronic data sharing 
programme 

• Ensure that registers are retained for three years from the date of entry 

• Monitor and analyse weekly attendance 

• Provide reports to form tutors to support their work with their tutor group around attendance 

• Identify students needing support being particularly alert to SEND, FSM and vulnerable students 

• Monitor patterns of attendance for key groups and use this information to inform meetings 

• Keep up to date with local/regional/national benchmarking to support on-going revision of strategies 
and monitoring impact 

• Authorise, on behalf of the Principal, an absence on receipt of a message from a parent giving an 
acceptable reason for absence. 

• Endeavour to make contact with a parent if they have not contacted the school on the first day of 
absence and follow up on instances of unexplained absence, irregular attendance and lateness 

• Update registers daily to appropriately reflect reasons for authorised absence, school trips, educated 
off site, lateness. 

• Check the attendance of Looked After Children, SEND and Aim High students. 

• Produce attendance data to support the monitoring of attendance. 

• Raise absence concerns as they arise by referring to appropriate staff. 

• Monitor the attendance of students with an Attendance Improvement Plan (AIP) and prepare data for 
the Attendance Improvement Meetings (AIMs).  

• Update registers as necessary. 

• Report to an appropriate member of SLT any members of staff who regularly fail to meet the 
requirement to register, both tutor registration and lesson attendance. 

• Regularly meet with Pastoral leaders to ensure the consistent monitoring of attendance 

• Attend multi agency meetings as appropriate 

• Make home visits to support improved attendance 

• Monitor attendance reports from Abbey View and other Alternative Provision arrangements and action 
any follow up required in line with Chipping Campden School policy. 

 
Monthly: 

• Produce an attendance review sheet.  Actions and interventions, and their impact, are 
agreed/reviewed at the fortnightly meetings. 

• Produce a summary of monthly and cumulative attendance.  Email to Principal, Vice Principal, Pastoral 
DoLS, Head of Key Stage 5 and Pastoral Year Leads. 

• Update attendance display. 
 
Termly: 

• Produce a summary of whole school attendance, including “special groups”.  Email to Principal, Vice 
Principal, Pastoral DoLS and Pastoral Year Leads. 

• Inform Local Authority of whole school data, as appropriate. 
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Pastoral Year Leads will: 
 

• Build links with families to remove barriers to attendance 

• Intensify support where tutor intervention has not improved attendance 

• Liaise with the AWO and their DoL regularly.  Be prepared for meetings with AWO. 

• Complete the monthly attendance review sheet within five working days and monitor and review 
interventions, with the Pastoral DOLs. 

• Monitor attendance data and patterns of attendance for their year group and intervene quickly to 
support meeting the whole school target of 97%. 

• Highlight attendance during assemblies on a very regularly basis, challenging and celebrating as 
appropriate. 

• Communicate with parents promptly when attendance concerns arise, instigating the following staged 
process: 

➢ Telephone call to parents 
➢ Invitation to a meeting in school 
➢ MyPlan provision 
➢ MyPlan review 
➢ AIM process 
➢ Early Help referral considered 
➢ Referral to Social Care 
➢ Liaise with external agencies supporting the student/family as appropriate 

• Support tutors to encourage outstanding attendance for their tutor group, using calendared meetings 
and tutor briefings to review strategies to ensure this practice is embedded. 

• Ensure case studies are maintained for poor attenders, identifying intervention and its impact. 
 
Tutors will: 
 

• Take a timely register using SIMS of their tutor group recording an accurate attendance for the a.m. 
and p.m. sessions and maintain their register in line with regulations 

• Record lateness appropriately. 

• Report any attendance concerns to the Pastoral Director of Learning, liaising with home, if necessary.  

• Follow up any attendance concerns with their tutees and actively encourage outstanding attendance 
on a regular basis. 

• Support students to reintegrate positively after an absence, taking care to welcome students back and 
discuss any barriers with them 

• Speak with tutees about any absence as part of pastoral care. 

• Lead attendance interventions for students in the 94-97% category. 

• Review tutor group attendance weekly and intervene/support where students have been absent. 
 
Subject Leaders will: 
 

• Provide an opportunity to discuss attendance concerns at departmental meetings and follow up 
concerns with appropriate Pastoral Year Leads. 

• Support the reintegration of students returning after a period of absence/s. 

• Ensure that lateness to lessons is always challenged and that the department follows the school’s 
Behaviour for Learning Policy appropriately. 

• Ensure that registers are taken accurately so that attendance to lessons can be monitored. 
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Class Teachers will: 
 

• Register accurately every lesson using SIMS ensuring that any anomalies are reported to the 
Attendance Officer promptly 

• Raise any attendance/lateness concerns with the Head of Department in a timely manner. 

• Ensure that lateness to lessons is always challenged and that the school’s Behaviour for Learning Policy 
is appropriately followed. 

• Emphasise the link between attendance and attainment with all classes. 

• Support the reintegration of students returning after a period of absence/s, ensuring that missed work 
is either copied up or provided to maintain progress. 

• Alert the AWO (or School Office in AWO’s absence) immediately if a vulnerable student is absent from 
their lesson 

• Promote next lesson sequencing in their planning to motivate students to attend 
 
Parents and Carers will: 
 

• take effective action to ensure that their child/children attend school  

• Actively and respectfully support school requests to support attendance  

• communicate promptly to work with the school to remove barriers to attendance 
 
 
CHILD MISSING FROM EDUCATION 
 
A child going missing from education is a potential SAFEGUARDING CONCERN and the Vice Principal/DSL will be 
notified as soon as there are any concerns, to assess if a multi-agency referral would be appropriate.  
 
All schools must inform the local authority of any student who fails to attend school regularly, or has been 
absent without the school’s permission for a continuous period of 10 school days or more, at such intervals 
as are agreed between the school and the local authority. 
 
All schools must inform their local authority of any pupil who is going to be removed from the admission 
register where the student:  
 

• has been taken out of school by their parents and the school has received written notification from 
the parent they are being educated outside the school system e.g. home education;  

• has ceased to attend school and no longer lives within reasonable distance of the school at which they 
are registered;  

• has been certified as unlikely to be in a fit state of health to attend school before ceasing to be of 
compulsory school age, and neither he/she nor his/her parent has indicated the intention to continue 
to attend the school after ceasing to be of compulsory school age;  

• are in custody for a period of more than four months due to a final court order and the school does not 
reasonably believe they will be returning to the school at the end of that period; or,  

• have been permanently excluded.  
 

The local authority must be notified when a school is to remove a student from its register for any of the five 
grounds above. This should be done as soon as these grounds for removal from the register are met, and in any 
event no later than removing the student’s name from the register. It is essential that schools comply with this 
duty so that local authorities can, as part of their duty, identify children of compulsory school age who are 
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missing education and follow up with any child who might be in danger of not receiving an education and who 
might be at risk of abuse or neglect. 
 
Alternative Provision 
 
It will be the normal practice of the School to dual register the small number of students who access alternative 
provision opportunities. Depending on the length of time agreed, the School may continue to act as the main 
school or become the subsidiary school. 
 
 

ATTENDANCE: SUPPORT AND INTERVENTION  

A1 ROUTINES SIMS report: Tutor access to attendance for tutor group; discussed weekly 
Attendance notice board: whole school messages 
House/Year group notice boards: cohort messages 
Annual attendance Policy review and stakeholder updates 
Promoting Attendance Guide for parents 
Promoting attendance workshops at parent evenings  
Liaison with local surgeries  
Resilience sessions for students 

A2  Risk of PA status at 94%.  Advisory letter home. 
Aim High Pastoral Year Leads.  
Letter One – initial warning letter to be sent if no improvement from letter above.  % 
Attendance needed to prevent next stage (AIM) clearly stated. 
Attendance initiatives will be actioned with selected students  

A3 AIM initiated. 
Limited parental engagement will result in the offer of the AIM taking place in the 
family home or proceeding with the child in school, with the paperwork sent home 

A4 Continued lack of parental engagement may result in a governor’s panel and potential 
multi-agency involvement, i.e. the local Early Help Team. 

A5 County request for support and possible legal proceedings for any student who has 
had at least 20 continuous sessions of unauthorised absence within the last six months 
or at least 28 sessions of unauthorised absence within the current academic year. 
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Appendix 1 
Gloucestershire Penalty Notices Leaflet 
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Appendix 1 – continued 
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Appendix 2 
 
About Penalty Notices 
 
Penalty notices may be issued by the LA under any of the following circumstances: 
 
An excluded pupil is found in a public place, without a justifiable reason for being there, during school hours on 
a school day during the first five days of a fixed exclusion period or permanent exclusion.  
 
Code G A minimum of ten sessions of unauthorised absence from school during term-time in order to take a 
holiday (recorded as Code G on the school attendance register) within the immediately preceding ten-week 
period. In such a case, each parent may be issued with a separate penalty notice for each child taken out of 
school.  Parents may be issued with a penalty notice, without warning, if they take unauthorised holidays in 
term time. 
 
Code U Persistent lateness of a pupil arriving at school after the registers have closed (recorded as Code U on 
the school attendance register) and where there have been ten sessions of unauthorised lateness within the 
immediately preceding 10-week period. 
 
On respect of unauthorised absence for lateness, the school will issue a letter to the parent(s) warning that if 
there is further unauthorised absence within the next fifteen school days then a penalty notice will be 
requested for each parent.  The warning letter will be sent by first class post and formally addressed to each 
parent as it may need to be exhibited in court.  The warning letter will be considered as served, and the fifteen 
day period as starting, two days after being posted to allow for delivery time.  If there is no further 
unauthorised absence within the fifteen school day period no penalty notice will be issued but if there are a 
further ten sessions of absence within the next twelve month period following the warning letter, a penalty 
notice may be requested. 
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Appendix 3 
 
Principal’s letter  
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Appendix 3 – continued 
 
Request for a Leave of Absence form 

 


