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Scope

This is an aligned policy. The principles set out at the start apply to all of our schools and to all of our
staff. The specific school policy follows and can also be found on the school website.

Rationale

At Haberdashers' Academies Trust South, we believe that good attendance and punctuality are critical
to enabling our pupils to flourish at school and to be successful in their lives. As a result, our schools
actively promote good attendance and punctuality. We are committed to acting swiftly to address any
concerns before habits are formed because we understand the impact that poor attendance can have on
the life chances of our pupils and that if poor attendance and punctuality go unchallenged, they become
harder to address.

Our schools work in partnership with their parents and legal guardians, who have a legal duty to ensure
their child/children attend regularly and arrive to school on time. We recognise that sometimes this can
be a challenge and we will do our best to support families in overcoming these challenges. However, we
will always maintain the highest of expectations as we know how important regular attendance is to
the success of our pupils.

It is our expectation that all pupils will strive to achieve 100% attendance. Research shows that pupils
who attend well, achieve well. Pupils who do not attend school are at greater risk of not achieving their
potential which may hinder future life chances.

Principles

These principles should be read in conjunction with the principles set out in our approach to behaviour
as well as our SEND, Equality, Diversity and Inclusion strategy, alongside the following statutory
guidance: 'Working together to improve school attendance' guidance and ‘summary of school
responsibilities.



Aims
The aim of this policy is to ensure that all pupils attend school regularly, punctually, and are ready to learn every
day throughout the academic year. High attendance is essential for safequarding, academic success, and access
to future opportunities.

Core Aims;
1. Safeguarding & Welfare
Promote children’s welfare and safequarding through consistent school attendance.
2. Educational Entitlement
Ensure every pupil has access to the full-time education to which they are entitled.
3. Achievement & Progress
Support pupils to succeed academically and socially during their time at school.
4. Future Opportunities
Maximise pupils’ access to a wide range of opportunities post-school through strong attendance habits.

College Expectations
e At Hatcham College, we expect students to achieve at least 97% attendance. Research shows that pupils
who attend well, achieve well.
e Poor attendance can become habitual. Early intervention is key to preventing long-term absence.

College Responsibilities
Hatcham College will:
e Appoint a named senior leader responsible for attendance and punctuality.
e Follow statutory guidance including ‘Working Together to Improve School Attendance’ (DfE, updated
August 2024).
e Take registers at the start of morning and afternoon sessions, in line with statutory DFE expectations.
e Maintain accurate admission and attendance records.
e Monitor and analyse attendance data to identify pupils or cohorts needing support.
e Develop and maintain a whole-school culture that promotes the benefits of high attendance.
e Ensure all staff, pupils, and parents/carers understand the college’s attendance policy.
e Follow up absences promptly and authorise them in line with government guidelines.
e Contact parents/carers when attendance falls below acceptable levels or causes concern.
e Promote good attendance through assemblies, SMSC activities, and reward systems.
e Provide reintegration programmes for pupils returning after prolonged absence.
e Work in partnership with parents/carers to understand and remove barriers to attendance.
e Collaborate with external agencies, including the Local Authority, when attendance concerns persist.
e Follow Local Authority protocols for Child Missing Education and Elective Home Education.



Parental Responsibilities

Our Parents and Carers have a legal duty to ensure that their children attend school regularly. We
encourage them to:

e Work in partnership with the college to support good attendance and punctuality;

e Trytoavoid making medical and / or dental appointments during the school day unless it is
unavoidable;

e Ensure that holidays are taken outside of term time;

e Contact the college at an early stage to work with staff in resolving any problems which
may affect their child attending school;

¢ Communicate any absence (illness) via hatchamattendance@habstrustsouth.org.uk

Student Responsibilities

We expect our students to:

e Attend school regularly, aiming to achieve at least 97% attendance

e Arriveon time

e Beproactive in addressing lateness and/or absences

e Feel able to tell a member of staff if there are any reasons why attendance or punctuality may not
be as expected

Implementation
This policy is implemented through a whole-school approach that prioritises early intervention, accurate data,
and strong collaboration with families and external agencies. It aligns with the statutory guidance outlined in
Working Together to Improve School Attendance (DfE, 2024).
Leadership & Accountability
e Every school must appoint a named Senior Attendance Champion.
At Haberdashers’ Hatcham College, this is Niamh McGuinness (Head of School, Jerningham).
e Attendance is embedded in strategic planning, pastoral systems, and safeguarding oversight.
e Governors and staff are familiar with the policy and procedures and receive regular updates.

Daily Operational Practices

e Pupils are entered on the admission and attendance registers from their first expected day of attendance.
e Registers are taken twice daily—at the start of the morning (8:35am) and afternoon sessions.

e Attendance is recorded accurately and efficiently, using correct DfE codes.

e Daily attendance data is shared with the government.

e Registers serve both attendance monitoring and health & safety purposes (e.qg., fire drills).

e Absences are followed up promptly via text, email, or phone call if no reason is provided.

e Proper enquiries are made before removing a pupil from the school roll.

Monitoring & Data Use
e Attendance data is regularly analysed to:
o Identify pupils or groups with low attendance.
o Reward pupils with high or improving attendance.
o Inform strategic planning and fulfil duties under the Equalities Act and Keeping Children Safe in
Education 2024.
e The college may propose attendance contracts (formal written agreements) with families to address
persistent absence.
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e Reports are produced to monitor trends and support targeted interventions.

Culture & Communication
e A whole-school culture is maintained to promote the benefits of high attendance.
e Attendance is promoted through:
o Assemblies
o PSHE lessons
o SMSC activities
o Reward systems
e The attendance policy is clearly communicated regularly to staff, pupils, parents/carers, and governors.

Support & Intervention
e The college will deal discreetly and respectfully with attendance concerns raised by families.
e Liaise with internal and external support to reduce barriers to attendance.
e Provide tailored support including:
o Reintegration packages for pupils returning after prolonged absence.
o Access to staff for attendance-related discussions.
o Joined-up support across pastoral, SEND, welfare, and safeguarding teams.
e Inform the Local Authority when:
o Apupil is absent due to illness for 15 days (consecutive or cumulative).
o A pupil has unauthorised absence for 10 days (consecutive or cumulative).
Collaboration & Escalation
e Schools work with:
o Local authorities
o Other schools
o External agencies (e.g., Early Help, CAMHS, Social Care)
e Follow Local Authority protocols for:
o Child Missing Education (CME)
o Elective Home Education (EHE)
e Escalate concerns where attendance does not improve, including formal legal processes if necessary.

Parental Responsibilities
e Parents/carers have a legal duty to ensure their child attends school regularly.
e Under the Education Act 1996, failure to ensure regular attendance may result in prosecution.
e Parents/carers are expected to:
o Communicate promptly about absences.
o Work with the school to resolve attendance issues.
o Support their child’s reintegration and attendance improvement plans.



Promoting Good Attendance

We will encourage good attendance by:

Accurately completing attendance registers at the beginning of each morning (AM) and
afternoon (PM) and throughout the day

Following up unknown absence on the first day via text message, email or phone call
Undertaking regular attendance checks and, if necessary, home visits

Inform parents/carers if their child's attendance is a cause for concern.

Undertaking school-based meetings with parents/carers where attendance is identified
as a concern.

Alerting parents/carers at the beginning of the school year of the importance of
building a good record in attendance, which will feature on the child’s reports with
regular reminders throughout the academic year.

At the end of each term pupils with excellent attendance receive recognition in our
rewards assemblies.

Promote excellent attendance via an attendance display on our display screen with weekly
attendance and awards

PSHCE lessons, career workshops and assemblies emphasise the importance of good
attendance and what this looks like

Supporting Good Attendance

We all want our students to have good attendance but understand that this may not always be the
case for everyone. Support is available for families via a variety of means but keeping us informed is

key.

Attendance issues can be discussed with:

Your child’s form tutor
Your child’'s Head of Year
o Theattendance officers via Hatcham Attendance
(hatchamattendance@habstrustsouth.org.uk).

This applies to all key stages.

If there are wider concerns about your child — we can offer support from Student Support and Inclusion
Team. Please contact your Head of Year for further support.

Interventions to support good attendance may include:

Positive conversations and rewards about good attendance

Assemblies about the impact of attendance

Attendance and punctuality reports

Welfare assessment

Home visits

Student Attendance Panel (with students, parents, HOY, AP) with an attendance agreement
Student Attendance Panel (with student, parents, HOY, VP, EWO)
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The attendance policy accounts for the specific needs of pupils and pupil cohorts.



Reporting on Attendance

e Attendance and punctuality are reported in every Local Governing Body Committee as a KPL

e The governor responsible for safequarding also reports on attendance each Spring term,
following their 3 termly visits to the college

e Daily attendance figures will be reported to the Department for Education via the Trust wide
process.

Attendance data is shared with form groups, individual students, staff, school leaders and parents/carers.
Additional reporting on attendance is done through Keeping in Touch (KIT) meetings with the Trust.

Weekly meetings take place between the Attendance Officer, Educational Welfare Officer and the Senior
Team (VP, AP for each Key Stage) to discuss patterns, actions, and next steps for those cohorts or students
who need it most.

Understanding Types of Absence

Every time a pupil is absent from school, even for part of one day, it is the school's legal responsibility
to classify the absence as either authorised or unauthorised.

Authorised Absence

We will only authorise a medical absence if the circumstances are unavoidable. An absence is
classified as authorised when a pupil has been away from school for a legitimate reason and the
college has received notification from a parent/carer.

If the college is not notified of the reason for absence before, or on the day of absence, it will
automatically be unauthorised. This is because the updated ‘Working together to improve school
attendance’ states that schools cannot retrospectively grant leaves of absences.

Parents are asked to make routine medical and dental appointments outside school hours
wherever possible. Where such appointments in school time are unavoidable, parents should
seek authorisation from the school in advance of the appointment. We will request medical
evidence e.g. a medical appointment card, a letter from a professional, text message, a doctor’s
note, medication prescribed by a doctor, a copy of a prescription, a print screen of medical notes,
as well as letters concerning hospital appointments or any other relevant evidence.

Unauthorised Absence

These are times when pupils are absent for reasons which are not permitted by law. Examples of
unauthorised absence are:

e Truancy

e Pupils not attending school to go shopping for clothes, including school clothes

e Pupils not attending school as it is their birthday or the birthday of a family member

e Pupils not attending school as the family have gone to the airport to meet a visiting relative

e Pupils not attending school as they are on holiday (please see “Holidays During Term Time” section
below)

e Pupils not attending school due to the fact that the family returned late in the previous evening from



an event or a family holiday

e Pupils not attending school due to attending a hospital appointment for another family member.
(exemptions may apply for Young Carers, depending upon the situation, but this must be agreed by
requesting a leave of absence in advance)

e Pupils not attending school as they are looking after younger siblings (exemptions may apply for
Young Carers, depending upon the situation)

e Pupils attending a medical appointment in the morning but then failing to return to school for
afternoon lessons and vice versa

e Pupils arriving at school after the close of registers (after 9:00am)

e Pupils taking part in day trips or holidays during term time

Where there is no explanation for an absence or where the explanation or reason for the absence is
considered unsatisfactory, absence will be recorded as ‘unauthorised’. The Education Welfare
Service may deem it appropriate to issue a fixed penalty notice or other legal action.

Persistent Absence

We aim to reduce the number of pupils whose attendance is below 90% over the school year. Pupils with
attendance below 90% fall into the ‘Persistent Absentee’ category. This is particularly relevant if any of the child’s
absences are unauthorised. 90% attendance equates to 4 weeks of missed learning or 120 missed lessons.
Therefore, persistent absence will have a detrimental effect to any child’s education and we ask for parents’/carers’
to work collaboratively with the school to improve attendance. We monitor all absences and the reasons given
thoroughly. Any pupil reaches the Persistent Absence level (30% or below) will be at risk of being referred to the
local authority’s Education and Inclusion Team, who may deem it appropriate to issue a fixed penalty notice or
consider whether prosecution is appropriate. However, in the vast majority of cases, we will work extensively
with the student and family and offer support in the first instance; and would only refer to the local authority if
parents/carer do not engage, or where attendance does not improve.



Term Time Holidays Requests

The College does not authorise term time holiday. The Principal has the discretion to authorise a
short period of absence which is due to exceptional circumstances. Exceptional circumstances will
be interpreted as being of unique and significant emotional, educational or spiritual value to the
child which outweighs the loss of teaching time. While decisions will be made on a case-by-case
basis, requests will normally be refused.

If a student does not return within 20 school days following a period of absence, the school has the
right to remove the student from the register without parental consent. This would mean the pupil
loses their place at the College and would need to reapply. This is also the case where a student has
gone abroad for an extended period (more than three weeks), with or without prior notice.

Any term time requests should be sent to Ms K. Scott, Executive Principal via her Executive Assistent.

Religious Observance

Our College acknowledges the multi-faith nature of the school community and recognises that on
some occasions, religious festivals may fall outside of school holidays or weekends. In accordance
with the law, the College will authorise one day's absence for a day exclusively set apart for religious
observance by the religious body to which the family belongs. Should any additional days be taken,
these will be recorded in the register as unauthorised absence.

Punctuality

It is important that a child arrives to the College on time. Arriving late to lessons causes disruption
to lessons and can have a negative impact on the class, but also to the late student who may miss
the, often vital, first part of the lesson.

Registers close at 9.00am. Arrival to the College after this time is recorded as a late, after close of
register (U) and will be subject to formal attendance processes. Afternoon registration closes at
1.30pm.

Where a student is late to school (L), they will be issued with a same day 20-minute late detention.
Persistent lateness (more than 3 per week) is an 90 minute Friday detention.

We appreciate that many of our students rely on public transport to attend the College. This can
lead to students being late, especially with traffic or roadworks. However, we ask parents/carers to
make alternative arrangement if this is causing them to be repeatedly late for school. The school is
open from 8.00am every morning, so students who may arrive early, can use the library, canteen or
playground for some free porridge, to complete homework or socialise with friends.



Persistent Absence

Pupils with attendance below 90% fall into the ‘Persistent Absentee’ category. This is particularly
relevant if any of the pupil’s absences are unauthorised. Absence of this level will have a detrimental
effect to any pupil’s education, and we ask for parents’/legal guardians’ support and cooperation to
tackle this (see table below). Pupils are referred to the Lewisham Attendance Officer where
attendance falls below 90%.

Descriptor Attendance Equals absent Learning hours
number of days lost

99% or above

Attendance of 98% 4 20
Pupils Good 97% 6 30
96% 75 375
95% 9.5 475
Cause for 90% 19 95
Concern o
Persistently 89% 21 105
Absent Pupil

85% or below 285 142

Where absence falls below 95% a reminder letter is sent out from our Attendance Officer
regarding the importance of attendance. If this continues to fall, a second letter is sent alongside a
meeting with the attendance team and Head of Year. If persistent absence continues, then formal
penalty notices and court proceedings could be brought against the parent or legal guardian
responsible for their child’s attendance.

Penalty Notices

Since 1st June 2014, the local authority has been issuing penalty notices for unauthorised term
time holiday. The penalty notices will begin at £80 and increase if unpaid within 21 days. If there
should be a second unauthorised absence, this could then lead to a prosecution.

Unauthorised term time holiday is where a request for a holiday or absence is refused by the
school or if holiday is taken without requesting permission from the school, but it can be shown
that the parent or legal guardian understood that permission would not have been granted if
requested.

The penalty notices will also be issued if families deliberately delay the return from a holiday
without prior permission. Where penalty notices are not paid within a 28-day period, the local
authority will prosecute under Section 444a of the Education Act 1996.

If the College feels that a family meets these criteria it will refer them to the Early Help Service who will
then send the case to panel and they will decide if a fine is to be issued. Payment of a Penalty Notice within 21

10



days of receipt is £80 and payment after this time, but within 28 days of receipt, is £160. Only one Penalty Notice
can be issued to a family per academic year, but a second Penalty Notice may lead to prosecution by the Local
Authority.

At Haberdashers’ Hatcham College, we will:
e Monitor attendance rigorously and identify patterns of unauthorised absence.
e Offer support to families before considering legal action.
e Refer qualifying cases to Lewisham's Early Help Service, who will then send the case to panel for review.
e Liaise with the Local Authority to ensure fair and consistent application of penalty notices.
Parental Responsibility

Parents/carers are legally responsible for ensuring their child attends school reqularly. Failure to do so may
result in legal action. We encourage families to engage with school support early to avoid escalation.
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Responding to Non-Attendance

If the College has not received a reason for absence, then the following procedure will be followed:

1. Atext message will be sent home to named contacts, requesting information on the
absence

2. Ifthereis noupdated reason for an absence, a phone call will be made the following day to
request a reason for absence

3. If the College has had no response, a home visit may be made, from the school attendance
team, welfare team or other agency working with the family and school.

4. A child missing in education (CME) form will be completed, after 10 days of non-
attendance, and sent to your local authority for further investigation.

5. If a child continues to be persistently absent the parents will attend a meeting with a
member of the Senior Leadership Team, Hatcham Attendance Officer and Lewisham
Attendance Team. If there is no sustained improvement then the school, working with
Lewisham Local Authority, will follow the appropriate legal channels.

Safeqguarding

The College reserves the right to invite parents or legal guardians into the College to discuss any
attendance issues that raise potential safeguarding concerns. In addition, if the school suspects
that a pupil may be at potential risk because of their absence from school, the safeguarding team
reserves the right to refer these concerns to the appropriate external agencies, i.e. — social care
(MASH) or the police. The school will inform parents/legal guardians if a referral is to be made.
However, this may not be appropriate in every circumstance, and depending on the nature of the
safeguarding concern, a referral may be made without informing the parent/legal guardian.
This Policy works in conjunction with the child protection policy.

There are many circumstances where a child may become missing from education, some of these
are outlined below:

e Pupils at risk of harm/neglect (school will follow standard Child Protection procedures for
referrals to social care/police).

e Children of Gypsy, Roma or Traveller families (school will inform local authority when a
GRT pupil leaves the College without identifying a new destination school).

o Families of Armed Forces (school will contact MOD Children’s Education Advisory Service
for advice

on planning for continuity of education).
e Missing children/runaways (direct referral to Children’s Services and police).
e Children supervised in the Youth Justice system.
e Children who cease to attend school.
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The College recognises that when a child goes missing from school, it is a potential indicator of
abuse or neglect. The College follows their Local Authority Safeguarding Board (LSCB) procedures
‘Identifying and maintaining contact with children missing or at risk of going missing from
Education 2016". Under section 8h of the Education Regulations Act (2006) the school will make
‘reasonable’ enquiries into the location of pupils with 10 days continuous unauthorised absence or
for those who fail to return from leave of absence granted during term time. A referral will be
made to the appropriate team within the Local Authority to be investigated further by their
safeguarding panel and to take appropriate intervention.

The College also reserves the right to contact relevant agencies to seek advice (Children’s Social
Care, Police and other agencies) if any child is absent from school for more than five days without
confirmation from parents. Every attempt will be made to communicate with parents to
ensure the child is safe and well, including home visits where possible. The school will
contact relevant agencies after two days absence without confirmation from parents/legal
guardians if the child is subject to a ‘Child in Need' plan or considered vulnerable in other
ways.

When a pupil returns from a period of extended absence, appropriate regular attendance checks
will be carried out. Parents/legal guardians will be invited into school with the pupil as part of the
reintegration programme and relevant support.

Elective Home Education (EHE)

If a parent wishes to withdraw a child from the school the child will be known as ‘Electively
Home-Educated'. Any parent wishing to withdraw their child from the school will be required to
confirm this in writing to the Principal. The school will forward this letter to the Local Authority
who will determine whether to accept this new arrangement or challenge it. Further information
can be obtained on the Local Authority Website or by contacting the Home Education Team
directly.

This policy should be read in conjunction with:

¢ Working together to improve school attendance — August 2024

e Children Act 1989 HMSO

e Education Act 2002 HMSO

o Working Together to Safequard Pupil 2015 HMG

o Keeping Pupil Safein Education DfE

e Prevent Duty Guidance: for England and Wales 2023 HMG

¢ Revised Prevent Duty guidance for England and Wales, 2021 DfE

e Children missing education: statutory guidance for local authorities — November 2016
e Education Regulations Act (2006)

e Summary table of responsibilities for school attendance — DfE, May 2022

e Supporting pupils with medical conditions at school — DFE, December 2015

For this policy to be successful every member of staff must make attendance a high priority and
convey this to the children and their parents or legal guardians.
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Review

This policy will be reviewed and updated annually in the summer term, following the
recommendations of the internal or external registers inspection audits that take place
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Appendix 1 — Attendance Flow Chart for Unexplained Absence

Hatcham College Expectations:

All students have a 97% < attendance target and 98% < Punctuality target.
All students with 100% attendance and 100% punctuality will be entered into a
weekly ‘Consistency Champs’' Draw on Fridays.

Students meeting the college expectations will be recognised termly with letters of
celebration, REACH points and termly rewards trip.

STAGE ONE:
First day response

Second day response

Three + consecutive
days

Parents / Carers contacted via text/email.

If no contact has been made with the College by 10am, the
Attendance Officer will begin making telephone calls
working through the primary and other contacts.

Vulnerable students prioritised and relevant pastoral leads
informed e.g. CP/CIN

Parent/carer provides reason. Code is amended
accordingly. No reason given - absence coded as
unauthorised.

If student attends school the following day and no reason
is provided, Absence Letter 1is sent home at end of week
by AO requesting reason for absence.

If a student is absent on day 2 without contact from home,
the same process for first day is repeated.

Safeguarding Team alerted of day 2 absence for vulnerable
children and home visit arranged

If student is absent for 3 consecutive days without contact,
the Head of Year is informed who will work with the
Attendance Champion and Pastroal team to agree
appropriate action based on their knowledge of the student
and family.

Home visit to be carried out as appropriate.
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STAGE TWO:
Attendance falls
below and between >
97% and > 95%

Attendance officer and Head of Year to monitor attendance
/ punctuality

Notify the Hub Assistant Principal and Senior Attendance
Champion.

Initial Letter sent home informing parents that student's
attendance / punctuality will be monitored for the next 4
weeks.

HOME VISIT BY ATTENDANCE OFFICER / PASTORAL
LEAD OR SAFER SCHOOLS OFFICER WHERE REQUIRED

STAGE THREE:
Attendance falls
below and between >
95% and > 90%

Second letter to alert parents/carers of attendance
concerns.

Home Visits carried out by attendance officer / pastoral
lead and / or safequarding officer, where required.

Parent/carer invited in for meeting with attendance officer
and senior attendance lead to discuss attendance and/or
sign an attendance contract

All future absences for illness MUST be supported by
medical evidence.

STAGE FOUR:

Attendance below
90% is classified as
persistent absence

Student formally referred to Educational Welfare Officer
(EWO0) and Local Authority, where appropriate.

Parent/carer will be invited to a College Attendance Panel
meeting to outline process and identify barriers and
support.

If there is no immediate improvement in attendance, it
may lead to a fixed penalty notice (FPN)/ Legal Action
being taken against the parent/carer.

College Attendance Panel Review takes place after 6 weeks
to monitor improvement.

STAGE FIVE:
No improvement
following CAP Review

Education Welfare Officer will send an Official Warning
Letter where there is no improvement at the 6 week
review.
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Education Welfare Officer reviews after 3 weeks and
moves to pre-court proceedings where no improvement
has been made.

Students with 3 days continued unauthorised absence and/or students that are
consistently late to the College, will receive a home visit from a member of the
Pastoral Team.

Students who take unauthorised holidays during term time may be liable for a
Fixed Penalty Notice from the Local Authority.

Students with 10 days continued unauthorised absence, have left school suddenly
or have not taken up a school place as expected will be reported to Lewisham Local
Authority as 'missing in education’.

Students with 20 days continued absence may be removed from the college roll.
u -

Together, stronger
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