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Twelve Apostles Attendance Policy 

 
 

TWELVE APOSTLES MISSION STATEMENT: 
 

Through learning and loving we will follow Jesus: 
 

To place Christ at the centre of everything we do. 
 
To recognise that each child is unique and to ensure that each child is educated 
to fulfil their human potential. 
 
To develop an understanding of community; being able to recognise, respect and 
celebrate the diversity of all within it 

 
 
Our school’s Mission Statement affirms those beliefs and helps us to keep these beliefs as the basis for 
everything we do and gives us the purpose for all our work in Twelve Apostles. 
 
For our children to fulfil their human potential and gain the greatest benefit from their education it is 
vital that they attend regularly and your child should be at school, on time, every day the school is open 
unless the reason for the absence is unavoidable. 
 
It is very important therefore that you make sure that your child attends regularly and this policy sets 
out how together we will achieve this. 
 
 

Introduction: 
All children of compulsory school age have the right to full-time education, regardless of aptitude, ability 
and any special needs they may have. Regular school attendance is essential if a child is to make the 
most of the educational opportunity available to them. At Twelve Apostles we monitor and promote the 
regular attendance of all our pupils. By doing this we can see how irregular attendance seriously disrupts 
continuity of learning, the negative effect it has on a child’s progress which can lead to 
underachievement and low attainment.  
 
 

Why regular attendance is so important: 
Learning: - Any absence affects the pattern of a child’s schooling and regular absence will seriously affect 
their learning. Any pupil’s absence disrupts teaching routines so may affect the learning of others in the 
same class. Ensuring your child’s regular attendance at school is your legal responsibility and permitting 
absence from school without a good reason creates an offence in law and may result in prosecution. 
 
 
Safeguarding: - Your child may be at risk of harm if they do not attend school regularly. Safeguarding the 
interests of each child is everyone’s responsibility and within the context of this school, promoting the 
welfare and life opportunities for your child encompasses:- 
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Attendance 
Behaviour Management 
Health and Safety 
Access to the Curriculum 
Anti- bullying 
 
Failing to attend this school on a regular basis will be considered as a safeguarding matter 
 
 
The Law relating to attendance: 
Section 7 of 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:- 
(a) to age, ability and aptitude and 
(b) to any special educational needs he/ she may have 
Either by regular attendance at school or otherwise 
 
 
The Law relating to safeguarding: 
Section 175 of the Education Act 2002 places a duty on local authorities and governing bodies to have 
regard to guidance issued by the Secretary of State with regard to safeguarding and promoting the 
welfare of children and students under the age of 18. 
 
 
Promoting Regular Attendance: 
Helping to create a pattern of regular attendance is everybody’s responsibility - parents and carers, 
pupils and all members of school staff. 
 
 
To help us all to focus on this we will: 
• Report to you each term on how your child is performing in school, what their attendance and   

• punctuality rate is and how this relates to their attainment and progress 
• celebrate good attendance by sharing class/year group achievements each week 

• reward good class/year group attendance every half term 
• reward full, 100% attendance each term  
• reward good, or improving, attendance individually through certificates and prizes at the end of each 

week, and/or half term 
 
Every day that a child misses school is a missed opportunity. 
For example, if a child only attends school for 90% of the school year, they are missing the equivalent 
of four weeks a year.  
 
 

Daily Registration: 
The register is taken twice a day – first thing in the morning, and then immediately after lunch. 
The school doors open at 8.50a.m and the school bell rings at 8.55a.m ready for all pupils to start their lessons 
at 9.00a.m prompt. Pupils arriving in school after 9.00am will be marked as late; the register closes at 9.30a.m.  
Pupils who arrive after this time will be marked as a ‘U’ in the register, which counts as an unauthorised absence. 
Teachers complete the registers electronically.  The registers are then monitored regularly by the Pastoral Lead 
and the School’s Attendance Officer. 
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Reporting an absence: 
Staff at Twelve Apostles understand that children may occasionally feel unwell and there may be times when they 
are too ill to attend school. In these circumstances we ask that parents follow the relevant procedures:  
 
It is parent’s responsibility to contact school before 9.30am to explain their child’s absence. Parents can leave a 
message on the school answer phone with an explanation and these will be picked up by and logged by a member 
of staff in the office.  
 
First Day Call: 
A list will be made in the office of children absent with no explanation, and the persons on the contact list will be 
contacted. (The office staff will double check if the child is in school before making contact) 
 
Everyone on the contact list will be contacted until staff get a response. Voicemails will also be left, and text 
messages will be sent, if needed.  If there is no reply and the child has additional agency support, such as a Social 
Worker, then they must be contacted.  If no contact is made a home visit will be arranged and if there are then 
further concerns a referral to the police to request a welfare visit, or to social care. 
  
If parents fail to provide a valid reason for the child’s absence from school then this will be recorded as 
unauthorised. 
 

The school is required to mark an absence as either “authorised” or “unauthorised”. 
 

 
Definitions - Types of Absence:  
Every half-day absence from school has to be classified by the school (not by the parents/carers), as either an 
‘authorised’ or ‘unauthorised’ absence. 
This is why information about the cause of any absence is always required, in writing, or by telephone call. 
 
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 cause.  Only the school can 
make an absence authorised.  Parents do not have this authority. Consequently not all absences supported by 
parents will be classified as authorised. If a child’s absence falls below 91% they will be notified that any further 
time off school will NOT be authorised. Parents may therefore be required to verify why their child was 
unavoidably absent by providing evidence eg: a doctor’s note, a prescription slip, a medical appointment card. 
 
Unauthorised absences - are those which the school does not consider reasonable and for which no permission 
has been given. This type of absence can lead to the Local Authority using sanctions and/or legal proceedings, and 
includes absences due to: 

• A Family Holiday 
• Shopping 
• Day Trips   
• Birthdays  

• parents/carers keeping children off school unnecessarily; 
• truancy before or during the school day 
• absences which have never been properly explained; 

• If a child arrives in school after 9.30 with no explanation  

• If attendance falls below 91%.  
If a child has 10 or more unauthorised absences within a given period this will result in an Education Penalty 
Notice Warning being issued from the Local Authority. 
 
If you are unsure how your child’s attendance will be recorded you should contact school for advice. 
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Attendance:  
Parents have a legal duty to ensure their child has good attendance at school. Once a child’s attendance starts to 
drop below 95% they will be monitored by the schools Pastoral Mentor and Attendance Officer.  If attendance falls 
to 90% the child is classed as persistently absent.  If attendance continues to be unsatisfactory, the school will 
liaise with the parents verbally and/or by letter. If the situation does not improve, the Pastoral Mentor will bring 
the matter to the attention of the Local Authority’s Attendance Team. This will result in a child’s attendance being 
monitored very closely and appropriate strategies being put in place to help improve attendance. 

  

Request for time out of school: 
Due to the changes made by the government we are not allowed to authorise holidays during term time.  Parents 
can write to the Headteacher to request any time off, however we are only allowed to authorise this time if there 
is an exceptional circumstance 
 

Punctuality: 

Children who are persistently late arriving into school will also be monitored and parents will be contacted.  If the 
problem continues then parents will be invited into school to discuss reasons for lateness and ways of improving 
punctuality. For families who may have difficulty getting their child/children to school on time then the schools 
Breakfast Club may be suggested to help solve the problem. 
 

Rewarding good attendance:  
At the end of every term certificates are given out to every child who has 100% attendance and punctuality. 
The class who has the best attendance for each half are also rewarded with a treat.  Children who have made 
improvements with their attendance or punctuality are also rewarded with a special certificate. 
 

What the attendance percentages mean: 
 

 Zero time absent – Your child will be making excellent progress both academically and socially. 
 

  9 ½ days absence – Progress will still be good but further time off should be avoided. The Pastoral 
Mentor will monitor your child’s attendance. 

 
  19 days absent – Your child is persistently absent. This is the equivalent to half a day of lessons being 
missed every week. Your child may start to find it difficult to catch up. The Pastoral Mentor will write to 

you to inform of your child’s attendance. Further time off will not be authorised, proof of why your child needs 
further time off will be required before school will authorise any more absences.  If your child’s attendance 
continues to drop you will be invited into school for an Early Help meeting. 
   

  28 ½ days absent – This is equivalent to ¾ of a day of lessons being missed every week. Your child will be 
finding school work a struggle. The Pastoral Mentor and Attendance Officer will invite you into school, on 

behalf of the Headteacher, to discuss this matter. This may require a referral into the StartWell service.  
 

  47 ½ days absence – This is equivalent to 1 ¼ days of lessons being missed a week. This will effect make 
your child’s progress both academically and socially. Your child could start to become more and more 

reluctant to attend school. No further time off school will be authorised without medical proof. The StartWell 
service and school will have to liaise further with the Local Authority. 
 

  57 days absence – This is equivalent to 1 ½ days of lessons being missed a week. School will be liaising 
with the Local Authority. No further time off school will be authorised without medical proof. 

 
 
Any referrals made to the Local Authority may result in a fine. 

100% 

95% 

90% 

85% 

75% 

70% 
or 
less 
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Legal Authority action to enforce school attendance 

The Enforcement Team who work within the Local Authority support schools and can use various legal 
powers if your child is missing school without a good reason: 

• Parenting Order 
• Education Supervision Order 
• School Attendance Order 
• Penalty notice 

You can be given one or more of these orders but the council doesn’t have to do this before prosecuting 
you. 

Parenting Order 

This means you have to go to parenting classes. You’ll also have to do what the court says to improve 
your child’s school attendance. 

Education Supervision Order 

If the council thinks you need support getting your child to go to school but you’re not co-operating, they 
can apply to a court for an Education Supervision Order.  

A supervisor will be appointed to help you get your child into education. The local council can do this 
instead of prosecuting you, or as well. 

School Attendance Order 

You’ll get a School Attendance Order if the local council thinks your child isn’t getting an education. You 
have 15 days to provide evidence that you’ve registered your child with a school or that you’re giving 
them home education.  

The order will require you to send your child to a specific school. If you don’t, you may be prosecuted. 

Penalty notice 

Instead of being prosecuted, you can be given a penalty notice. The penalty is £60, rising to £120 if paid 
after 21 days but within 28 days. If you don’t pay the fine you may be prosecuted. 

Prosecution 

You could get a fine of up to £2,500, a community order or a jail sentence up to 3 months. The court also 
gives you a Parenting Order. 

https://www.gov.uk/home-education
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