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MISSION STATEMENT 
 

 
Caludon Castle School seeks to ensure that all its students receive a full-time education which 
maximises opportunities for each student to realise his/her true potential. 
 
The school will strive to provide a welcoming, caring environment, whereby each member of the 
school community feels wanted and secure. 
 
All school staff work with and support students and their families to ensure each student attends 
school regularly and punctually. 
 
The school works hard to maintain an effective system of incentives and rewards acknowledging 
the efforts of students to improve their attendance and timekeeping, and challenge the behaviour 
of those students and parents who give low priority to attendance and punctuality. 
 
To meet these objectives Caludon Castle School works hard to establish effective and efficient 
communication with students, parents and appropriate agencies to provide mutual information, 
advice and support. 
 

 
WHOLE SCHOOL POLICY FOR SCHOOL ATTENDANCE – AIMS (See Appendix) 
 

 
1. To improve the overall percentage of students at school. 
2. To make attendance and punctuality a priority for all those associated with the school including 

students, parents, teachers and governors. 
3. To address attendance issues in a structured and systematic way using ‘The 5 stage process’. 

This has been developed within Caludon Castle and ensures that a consistent approach is 
adopted when looking at individual students and their needs, making use of specific staff.   

4. To provide support, advice and guidance to parents and students. 
5. To maintain and develop a systematic approach to gathering and analysing attendance data. 
6. To maintain positive and consistent communication between home and school. 
7. To implement a system of rewards and sanctions. 
8. To promote effective partnerships with the Local Authority and with other services and 

agencies. 
9. To recognise the needs of the individual student when planning reintegration following 

significant periods of absence. 
 

Legal Framework 
 
Section 7 of the 1996 Education Act states that parents must ensure that children of compulsory 
school age receive efficient full-time education suitable to their age, ability, aptitude and to any 
special educational needs they may have, either by regular attendance at school or otherwise. 
 
A child is of compulsory school age at the beginning of the term following their 5th birthday.  A child 
ceases to be of compulsory school age on the last Friday in June of the academic year in which they 
reach the age of 16. 
 
The Education (Student Registration) (England) Regulations 2006 require schools to take an 
attendance register twice a day, once at the start of the morning session and then again during the 
afternoon session. 
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The register just records whether the student is: 
 
 Present 
 Absent 
 Present at approved educational activity 
 Unable to attend due to exceptional circumstances. 

 
Section 444 of the Education Act 1996, states that if a child of compulsory school age, who is a 
registered student at a school, fails to attend regularly at the school, his/her parent is guilty of an 
offence. 
 
Leave of Absence (Holidays in term time) 
 
Amendments to the Education (Student Registration) (England) Regulations 2006 remove reference 
to ‘Family Holidays’ and extended leave as well as the statutory threshold of ten school days. 
 
There is no automatic right to any holiday in term time. 
 
Headteachers may not grant any leave of absence unless there are exceptional circumstances. 
 
Headteachers should determine the number of school days a child can be away from school if the 
leave is granted. Such permission is granted in accordance with arrangements made by the 
governing body of the school. 
 
Leave of absence must be requested from and agreed by the Headteacher in advance of any 
absence. If approved, the absence is registered as authorised and if not approved but still taken, as 
unauthorised. 
 
Penalty Notices (Anti-Social Behaviour Act 2003) 
 
Penalty notices will be considered when: 
 
 A student is absent from school for the purpose of a holiday in term time and the absence has 

not been authorised. 
 A student has accumulated at least ten sessions of unauthorised absence and further 

unauthorised absence has occurred following written warning to improve. 
 

Amendments have been made to the 2007 penalty notices regulations in the Education (Penalty 
Notices) (England) (Amendment) Regulations 2013. These amendments came into force on 1 
September 2013. 
 
The 2007 regulations set out the procedures for issuing penalty notices (fines) to each parent who 
fails to ensure that his/her children’s regular attendance at school. 
 
The penalty is £60 for those who pay within 21 days and £120 for those who pay within 28 days. 
Parents who do not pay a fine within 28 days may be prosecuted. 
 
This brings attendance penalty notices into line with other types of penalty notices. 
 
The procedure for issuing Penalty Notices is in accordance with the Local Authority’s Penalty 
Notice Protocol. 
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Categorising absence 

 
Absence can only be authorised by the school and cannot be authorised by parents/carers. All 
absences will be treated as unauthorised unless a satisfactory explanation for the student’s absence 
has been received. 
 
Illness 
 
Parents/carers may be asked to provide medical evidence where there are repeated absences due 
to reported illness. 
 
Medical / Dental Appointments 
 
Parents/carers are advised, where possible, to make medical and dental appointments outside of 
the school day. Where this is not possible, students should attend school for as much of the day as 
is possible. Parents/carers should show the appointment card to school to confirm the appointment. 
 
Other Authorised Circumstances 
 
This relates to occasions where there is cause for absence due to exceptional circumstances, for 
example family bereavement or personalised timetable agreed as part of a reintegration package. 
 
Religious Observance 
 
Caludon Castle School acknowledges the multi-faith nature of British society and recognises that, 
on some occasions, religious festivals may fall outside holiday periods or weekends. Consideration 
will be given to authorising absence or special leave for religious observance. Parents/carers are 
requested to give advance notice to Caludon Castle School if they intend their child to be absent. 
 
It is reasonable that no more than one day be designated for any individual occasion of religious 
observance or festival. Any further absence will be categorised as unauthorised. In such cases the 
school may request that a Penalty Notice is issued. 
 
Traveller Absence 
 
The aim for the attendance of Traveller children, in common with all other children, is to attend 
school as regularly and as frequently as possible. To protect Traveller parents from unreasonable 
prosecution for non-attendance, the Education Act 1944, section 86, states that a Traveller parent 
is safe from prosecution if their child accrues 200 attendances (i.e. 200 half days) in a year. This is 
only when the family is engaged in a trade or business that requires them to travel and when the 
child is attending school as regularly as that trade permits. 
 
Traveller children will be recorded as attending an approved educational activity or dual registered 
when: 
 
 The child is on roll and attending another visited school 
 Undertaking supervised educational activity under the jurisdiction of another Local Authority’s 

Traveller Education Service 
 The child is undertaking computer based distance learning that is time evidenced. 
  



Page 5 of 10 
 

Deletions from the Register 

 
In accordance with the Education (Student Registration) (England) Regulations 2006, students will 
only be deleted from the register when one of the following circumstances applies: 
 
 The school is replaced by another school on a School Attendance Order. 
 The student has ceased to be of compulsory school age. 
 Permanent exclusion has occurred and procedures have been completed. 
 The death of a student. 
 A student has transferred between schools. 
 A student is withdrawn to be educated outside the school system. 
 Failures to return from an extended holiday after both the school and the local authority have 

tried to locate the student. 
 A medical condition prevents their attendance and return to the school before ending 

compulsory school-age. 
 20 days of continuous unauthorised absence have occurred, and both the local authority and 

school have tried to locate the student. 
 A student has left the school but it is not known where he/she has gone after both the school 

and the local authority have tried to locate the student. 
 

The school will follow the Local Authority’s Children Missing Education Protocol when a student’s 
whereabouts is unknown. 
 
Attendance Protocols 
 
Absence procedure for Caludon Castle School 
 
If a child is absent from school, the following will be initiated by the Attendance Team: 
 
 A text service is activated for all students who are not in school after close of register at 9.30 

am. 
 This may be followed up with a phone call from the Attendance team or Year leader to verify 

the reasons for absence and whether additional support is needed to support the students 
return to school. 

 
Expected absence procedure for parent/carer 
 
A parent/carer has a legal responsibility to ensure that their child attends school regularly. Failure 
to do so could result in legal action being taken. 
 
If a child is unavoidably absent from school, parents/carers are expected to: 
 
 Contact school by telephone call or text before close of register at 9.30 am on the first day of 

absence, identifying the exact reason for absence (not just ‘ill’ or ‘unwell’) and the expected 
date of return. 

 A telephone call will be required in all circumstances. 
 If no reason is provided, a letter will be sent home asking for the reason for absence. 
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Late arrival at school 
 
At Caludon Castle School all students are expected to arrive on time for every day of the school 
year. 
 
The school day begins at precisely 8.45 am and we advise all parents/carers to ensure their child is 
on the school site prior to this.  All students arriving after this time will be expected to report to the 
main reception office where their arrival will be recorded as late in the register. 
 
The school register will officially close at 9.30 am.  All students arriving on or after this time will be 
marked as having an unauthorised absence for the morning session. 
 
A student who arrive late, or after the close of registration, will be asked to provide an explanation 
for their lateness, and, where necessary, parents/carers will be contacted in respect of the late 
arrival. Repeated arrival after the close of registration will result in a referral to the school’s 
Education Welfare Officer and may also result in a request for a Penalty Notice or legal proceedings 
to be considered. 
 
Persistent Absence 
 
A student becomes a ‘persistent absentee’ (PA) when their attendance drops to 90% - this 
irrespective of the reason(s) for the absence. Absence at this level causes considerable damage to 
a child’s educational prospects. 
 
All students who are PA, or are considered to be on track to becoming PA, will be referred to the 
school’s Education Welfare Officer and may also be referred to appropriate external agencies for 
targeted support. 
 
If parents fail to engage with support and their child continues to have unsatisfactory attendance, 
a request may be made to the Local Authority to pursue legal proceedings. 
 
Parents found guilty in a Magistrates’ Court of failing to secure their child’s regular attendance at 
school under the provisions of the Education Act 1996, will receive a criminal record and a 
maximum penalty of a £1000 fine under a Section (1) offence and a £2500 fine and up to a 3 month 
prison sentence, under a Section (1a) offence. 
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Appendix 
 
WHOLE SCHOOL POLICY FOR SCHOOL ATTENDANCE – AIMS 
 
AIM 1 

 
TO IMPROVE THE OVERALL PERCENTAGE ATTENDANCE OF STUDENTS AT SCHOOL 
 
1. Apply Whole School Attendance Policy consistently. 
 
2. Establish and maintain a high profile for attendance and punctuality. 
 
3. Relate attendance issues directly to the school’s values, ethos and curriculum. 
 
4. Monitor progress in attendance using measurable outcomes. 
 
 
AIM 2 

 
TO MAKE ATTENDANCE AND PUNCTUALITY A PRIORITY FOR ALL THOSE ASSOCIATED WITH THE SCHOOL 

INCLUDING STUDENTS, PARENTS, TEACHERS AND GOVERNORS 
 
1. Produce termly/annual reports to parents/governors. 
 
2. Take part in Year 7 induction evening for parents/students. 
 
3. Use school publications ‘Caludon Update’ magazine and Caludon website to promote good 

attendance. 
 
4. Provide INSET training for staff in relation to newly implemented systems regarding 

attendance. 
 
5. Provide weekly attendance figures and targets for tutor groups. 
 
6. Year Leaders to meet weekly with Deputy Headteacher with responsibility for attendance 

(AMO) and the Education Welfare Officer to discuss students with attendance issues and 
decide on courses of action, implementing the school’s 5 Stage Process.     

 
7. Deputy Headteacher with responsibility for attendance (AMO) to liaise with the EWO and Year 

Leaders to discuss intervention for students with persistent absence and/or concerning 
patterns of absence.  To collect monthly information and data to share with the leadership team. 

 
8. Use Graduation reward system, letters to parents, certificates and end of year prizes to 

encourage good etc. attendance. 
 
 
AIM 3 

 
TO DEVELOP A FRAMEWORK WHICH DEFINES AGREED ROLES AND RESPONSIBILITIES AND PROMOTES 

CONSISTENCY IN CARRYING OUT DESIGNATED TASKS 
 
1. School’s pastoral admin team to make contact with parents/carers on first day of absence and 

pass absence information of ‘targeted’ students to Year Leaders and /or EWO. 
 



Page 8 of 10 
 

2. Utilise ‘web based’ attendance software ‘Keep kids safe’ to enable efficient two way 
communication between school and parents/carers via text, voice, email, and e-mail 

 
3. Maintain unambiguous procedures for statutory registration. 
 
4. Ensure clearly defined late registration procedures. 
 
5. Respond swiftly to lateness (in respect of both students and parents). 
 
6. Define clearly the roles and responsibilities within the school staffing structure. 
 
7. Have clear procedures prior to referral to Education Welfare Officer 
 
8. Review attendance regularly. 

 
 
AIM 4 

 
TO PROVIDE SUPPORT, ADVICE AND GUIDANCE TO PARENTS AND STUDENTS 
 
1. Highlight attendance in: 
 

 Tutor time 
 PSHE 
 Assemblies 
 Target setting days/evenings 
 Mentoring 
 Academic mentoring 
 Supportive group work 
 School bulletins and Caludon Update 
 Information evenings 

 
2. Maintain as good communication with parents as possible using email, phone calls, letters, 

Connect Ed and the MyEd app. 
 
3. The Deputy Head responsible for attendance, Year leaders, Key Stage Coordinators and 

the EWO to set up, review and evaluate  ‘attendance groups’ for identified youngsters to 
support improved attendance 

 
4. Involve parents/carers whenever appropriate. 

 
 
AIM 5 

 
TO DEVELOP A SYSTEMATIC APPROACH IN GATHERING AND ANALYSING ATTENDANCE RELATED DATA 
 
1. Regularly review and evaluate attendance data and attendance improvement structures in 

order to inform the approach to awards/rewards and sanctions. 
 
2. Weekly, monthly and annual scrutiny of attendance data. 
3. Ensure standardised recording of attendance in Years 7 to 13, teaching staff will only enter 

‘/’ if present, ‘N’ if absent or ‘L’ if late. Pastoral admin staff to input any other marks (e.g. 
holiday, medical, school visit etc.) 
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4. If no satisfactory explanation is given for absence after two weeks, decision to be made by 
Year Manager/EWO if absence is to be classified as unauthorised. Parents to be informed 
by standardised letter if absence is recorded as unauthorised. 

 
5. Be consistent in the collection and provision of information. 
 
6. Decide what information, if any, is provided for: 
 

 Governors 
 Pastoral staff 
 Other school staff 
 Parents 
 Students (individual or groups) 
 Education Welfare Officer 

 
7. Identify developing patterns of irregular attendance (referred to as ‘broken weeks’) and 

lateness. 
 
 
AIM 6 

 
TO FURTHER DEVELOP POSITIVE AND CONSISTENT COMMUNICATION BETWEEN HOME AND SCHOOL 
 
1. Initiate first day absence contact. 
 
2. Make full use of computer generated letters (SIMS). 
 
3. Promote expectation of absence letters/phone calls from parents. 
 
4. Explore the wide range of opportunities for parental partnerships (see Aim 2). 
 
5. Provide information in a user-friendly way (may include languages other than English, and 

non-written). 
 
6. Encourage all parents into school. 
 
 
AIM 7 

 
TO IMPLEMENT A SYSTEM OF REWARDS AND SANCTIONS 
 
1. Actively promote attendance and associated reward and effective sanctions. 
 
2. Ensure fair and consistent implementation. 
 
3. Involve students in system evaluation. 
 
4. Make use of imaginative and immediate sanctions. 
 
5. Take action which accords with objectives agreed between school and others e.g. Education 

Welfare Officer, Parent, Local Authority, CAMHS, etc. 
 
 
 
 



Page 10 of 10 
 

 
 
AIM 8 

 
TO PROMOTE EFFECTIVE PARTNERSHIPS WITH THE LOCAL AUTHORITY AND WITH OTHER SERVICES AND 

AGENCIES 
 
 
1. Carry out initial enquiries/intervention prior to referral. 
 
2. Gather and record relevant information to assist completion of Local Authority Service case 

files/’prosecution files. 
 
3. Hold half termly attendance review with key school staff and Local Authority. 
 
4. Arrange multi-agency liaison meetings as appropriate. 
 
5. Establish and maintain list of named contacts within the local community e.g. community 

police contact officer. 
 
6. Encourage active involvement of other services and agencies in the life of the school. 
 
7. Develop understanding of agency constraints and operating environments. 
 
 
AIM 9 

 
TO RECOGNISE THE NEEDS OF THE INDIVIDUAL STUDENT WHEN PLANNING REINTEGRATION FOLLOWING 

SIGNIFICANT PERIODS OF ABSENCE 
 
1. Be sensitive to the individual needs and circumstances of returning students. 
 
2. Personalise timetable where appropriate to reduce potential problems 
 
3. Involve/inform all parties affected by a reintegration plan – student, staff, EWO and 

parents. 
 
4. Provide opportunities for counselling and feedback. 
 
5. Consider peer support and mentoring. 
 
6. Involve parents as far as possible. 
 
7. Agree timescale for review of reintegration plan. 
 


