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This policy is in line with the Independent School Standards (Revised January 2015). It supports the 
ethos, mission statement and vision of the school and should be read in conjunction with other whole 
school policies, particularly those relating to Positive Behaviour Management, Anti-Bullying and Equal 
Opportunities.  
 
1. Statement and Vision  
 
Arc School Old Arley aims to enable each child to make the maximum progress possible for him/her. 
It recognises the clear link between attendance and progress and attainment of pupils.  
 
Arc School Old Arley is a specialist day school for pupils aged 7-16 with a range of complex need 
including SEMH and ASC. Our pupils have often had disrupted attendance at school in the past, either 
via exclusion or school refusal, and may also have experienced several school placements. Our school 
seeks to provide a nurturing and supportive environment in which our pupils are able to find security 
and stability to enable their development and growth. We want our school environment to be a place 
where pupils want to come to learn. 
 
At Arc School Old Arley, we believe that all of our pupils, regardless of gender, ethnicity, ability, 
disability or sexuality are entitled to a high-quality education that will maximise their life chances. The 
school values each pupil and is committed to providing all with a high standard of education and 
opportunities for learning in order that they can best enjoy the experiences, opportunities and 
rewards of adult life. We ensure that the curriculum provided for each pupil is appropriate to their 
attainment, capability and need, to enable each child to engage with the education and learning.  
We seek to work in partnership with pupils and their families so that children are able to be punctual 
and attend school regularly. 
 
 
2. Aims 
 
The aims of this policy are: 

a. To ensure that all pupils have the best opportunity for education and learning, to enable their 
development and progress. 

b. To enable and promote good attendance and excellent punctuality.  
c. To encourage the highest possible levels of attendance for individuals, groups and the pupil 

body as a whole.  
 
 
3. The Interests of Pupils 
 
Attendance: Lessons are planned to ensure progression in learning term on term and year on year. 
Progression means that pupils learn by building on previous learning. If a pupil has not accessed school 
through absence, either for a period of time or individual absences, learning patterns and habits will 
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be disrupted. This has consequences for the individual pupils’ learning and also for the learning of 
others.  
 
Absence also may have an adverse effect on behaviour. A pupil may need to re-familiarise themselves 
with the expectations, rules, policies and procedures of the school. They may experience frustration 
which may be expressed in undesirable behaviour.  
 
Punctuality: Arriving part way through a school session is disruptive to the late pupil, their class and 
members of staff. The pupils’ learning is compromised when they are not accessing all the 
opportunities for learning available to them. The learning and concentration of others in the class may 
also be affected.  
 
Good standards of behaviour are also jeopardised by a pupils’ lateness. The pupil who is late may find 
it difficult to settle if when opportunities for learning are already underway and other pupils may 
resent disruption. Persistent lateness will have a serious adverse effect on a pupils’ learning.  
 
Future Focus: Regular attendance and punctuality are a matter of interest to prospective employers 
and schools may be asked to give former pupils a reference.  Regular attendance and punctuality can 
demonstrate that pupils are mature, reliable and take pride in their achievements.  
 
4. The Law and Guidance 
 
In order to achieve the aims of the policy, all members of the school community have an important 
contribution to make (see also government guidance Working together to improve school attendance 
- GOV.UK (www.gov.uk)) 
 
The school will: 
• Promote a culture across the school which identifies the importance of regular and punctual 

attendance 
• Make attendance and punctuality a priority for all those associated with the school including 

students, parents, teachers and governors. 
• Further develop positive and consistent communication between home and school. 
• Ensure that those pupils who cannot access the school’s curriculum (e.g., for Covid related reasons) 

receive remote learning.  
• Set targets to improve individual pupil and whole school attendance levels. 
 
It is the duty of parents to ensure that their child receives an “efficient full-time education suitable to 
their age, ability and aptitude, and to any special educational needs they may have” (The Education 
Act, 1996 s.7). 
 
“If a child of compulsory school age who is a registered pupil at a school fails to attend regularly at the 
school, his parent is guilty of an offence.” (The Education Act, 1996 s.444) 
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The term ‘parent’ includes those who are not a natural parent but have parental responsibility for 
the child as defined by the Children Act 1989 or who have care of the child as defined by the 
Education Act 1996. 
 
Under The Education (Pupil Registration) (England) Regulations 2006, as amended, the school is 
responsible for making sure it keeps an attendance register that records which pupils are present or 
absent at the start of both the morning and the afternoon sessions of the school day. This register will 
also indicate whether an absence was authorised or unauthorised. 
 
The school ensures that it codes attendance in accordance with the Department of Education’s School 
attendance: Guidance for maintained schools, academies, independent school and local authorities, 
May 2022. 
 
Under the Education Act 1996, Local Authorities have statutory responsibility to ensure that parents 
secure education for children of compulsory school age and where necessary, use legal enforcement.  
Where an offence has been committed a fine (Fixed Penalty Notice) may be issued or a parent may be 
prosecuted. 
 
The Government’s regulations of September 2013 regarding Leave of Absence; The Education (Pupil 
Regulations) (England) Regulations 2006 as amended by Education (Pupil Regulations) (England) 
(Amendment) Regulations 2013 are applicable to special schools not maintained by a local education 
authority. These are outlined under Leave of Absence below. 
 
The school seeks to follow the guidance on Keeping Children Safe in Education (2022) and the advice 
of the Children Missing Education guidance (2016), to ensure that its processes in relation to 
attendance promote and enable the wellbeing and safety of pupils. 
 
The school will also seek to ensure that it considers its obligations under the Equality Act 2010 and the 
UN Convention on the Rights of the Child. 
 
 
5. Responsibilities and Expectations 
 
The schools Directors and Proprietors give strategic direction to attendance. This includes developing 
a policy, promoting an ethos of good attendance, setting any targets (e.g., for whole school 
attendance or % of Persistent Absence), planning, monitoring and reviewing attendance and the 
Attendance Policy, and appointing a member with responsibility for attendance.  
 
Arc School Old Arley has set an attendance target of 90% with a persistent absence target of no more 
than 20% for the academic year 2022-2023.  This is set in line with National statistics.   For those pupils 
who require a gradual transition into school, the school understands that attendance may fall below 
90%. In this instance the school will also analyse the percentage of improved attendance compared to 
prior attendance together with an overall percentage of attendance of expected sessions. 
 

https://schoolleaders.thekeysupport.com/uid/8b88fe25-472a-4a5d-a94d-f29efc59d1b1/
https://www.unicef.org.uk/what-we-do/un-convention-child-rights/
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The proprietary board are responsible for monitoring the attendance of all settings within the 
Kedleston Group. 
 
The Headteacher and Senior Leaders ensure that the school’s attendance is effectively managed. This 
includes ensuring that accurate records are kept in line with government guidance; evaluating whole 
school attendance data and individual cases where attendance is of concern; planning appropriate 
interventions; reporting to Directors and Proprietors and appointing a member of staff to lead on 
attendance. 
 
School Staff promote the school’s ethos and set an example of attendance and punctuality, enable the 
school to keep accurate records of attendance and work in partnership with pupils and parents to 
enable children to attend regularly. 
 
Parents are expected to ensure that their children attend school regularly and punctually. If a child’s 
attendance is 90% or below, they are regarded by the government to be a ‘persistent absentee’. 
 
Pupils are expected to be on-time for lessons and ready to learn. 
 
 
6. The School Day and Punctuality  
 
The school day starts at 8.45am and finishes at 3.15pm.  Morning registers close at 9.10am.  Pupils will 
be marked with the attendance code “L”, if they are late before the close of registers (between 9.10am 
– 9.30am).  After 9.30am, pupils will be marked with the absence code “U”, if they are late after the 
close of registers and no reason for their absence has been supplied to the school.  
 
Pupils who arrive late can miss out on important information and learning opportunities. They can be 
confused, distressed or embarrassed because of a late arrival and also disturb the learning of others. 
There may be unavoidable reasons for lateness but parents and pupils are expected to be on time for 
school and ready for learning when the school day begins. 
 
Parents who transport their children are encouraged to ensure that their children are on the school 
premises by 8.45am so that they are ready for learning when the school day begins.  Parents whose 
children use transport arranged by a local authority or other providers should ensure that their 
children are ready to leave for school when their transport arrives. 
 
On arrival, pupils are required to hand in all hand-held devices, such as mobiles phones, tablets, 
consoles etc. to the member of staff responsible.  These will be locked away securely and returned to 
pupils at the end of each school day.  Pupils are also required to leave any bags and coats in the 
cloakroom.  All pupils will be offered breakfast on arrival. 
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7. Lateness 
 
If a pupil arrives at school after the school day has begun or leaves prior to the end of the school day, 
they will need to be signed in or out by the responsible adult.  
 
The school office keeps a record of ‘minutes late’ which is monitored by staff.  
 
Where there are delays to transport causing lateness, staff will determine the reason for lateness and 
will take any appropriate action with a view to improving punctuality. 
 
Once in school, pupils are supervised between lessons and staff will address any punctuality issues 
during tutor time. Patterns of punctuality will be monitored across the school, and where this is 
concern for individual pupils, it will be addressed through the individual behaviour management plan 
which is in place for all pupils.  
 
Where a child’s lateness is a cause for concern, the school will notify the parents in writing, 
summarising attendance and minutes late for a specified period. The school may choose to invite 
parents to a meeting to understand the factors contributing to lateness and see whether support may 
be offered and/or set a punctuality target for a fixed period. 
 
 
8. Absence 
 
Reporting an Absence: If a child is absent for any reason, the parent/carer should inform the school 
before 9.30am on each day of absence via the school office on 01676 543200 or by email to 
arcoldarley@kedlestongroup.com, providing the school with a reason for absence and an expected 
date of return. This should be followed up in the form of a written note on return to school outlining 
the reasons for absence and duration of absence.   
 
Should parents wish to discuss their child’s absence in detail, please contact the Attendance Lead, Mat 
Dymek, on 01676 543200. 
 
Categories of Absence: There are two categories of absence: 
(i) Authorised (approved) 
(ii) Unauthorised (not approved) 
  
Authorised Absence: Absences can only be authorised by the Headteacher (or designated member of 
staff).  An absence is classified as authorised when a child has been away from school for a legitimate 
reason and the school has received notification from a parent.  
 
Unauthorised Absence: An absence is classified as unauthorised when a child is away from school 
without the permission of the school.  An absence can be unauthorised even if the child is absent with 
the support of a parent.  
 

mailto:arcoldarley@kedlestongroup.com
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Any absences for which the school have received no explanation or when the school has reason to 
doubt the offered explanation will be recorded as an unauthorised absence. 
 
A pupil’s arrival after the close of registers, without an approved reason will be classified as an 
unauthorised absence. 
 
9. Illness  
 
If a child is too unwell to come to school, parents should inform the school, as soon as possible on the 
day of absence. A child should return to school as soon as possible following recovery, even if it is at 
the end of the week.  
 
If a child has a recognised contagious illness the school office will be able to advise how long they 
should be kept off school. If a child has a chronic, persistent or recurrent health issue this should be 
discussed with the Headteacher, to enable the school to consider how it may best support their 
learning. 
 
If a child’s health related absences mean that their attendance is causing concern, the school may ask 
the parent to provide medical evidence of illness – this could be an appointment card, a prescription, 
prescribed medication or a doctor’s note. This will enable the school to understand the nature of the 
illness and to consider the authorisation of absence for reasons of illness whilst providing appropriate 
support. 
 
Additional guidance can be found on the NHS website using the following link: 
 
https://www.nhs.uk/live-well/healthy-body/is-my-child-too-ill-for-school/  
 
 
10. Medical Appointments  
 
Parents should seek to minimise absence for medical appointments by: 

• Where possible, making medical appointments outside of school hours. 
• Ensuring that the child is only absent for the time necessary to attend the appointment, where 

possible attending school before and after the appointment. 
 
When a child has an unavoidable appointment during school hours the school should be notified of it 
at the earliest opportunity. The school may request evidence of the medical appointment.  Pupils who 
are absent for part of the school day due to attending essential appointments will need to be signed 
in or out at reception by the responsible adult. 
 
On occasions, where a child has regular medical appointments, which may fall during the school day, 
arrangements may be made for the appointments to take place on the school premises. The 
parent/carer or school may choose to discuss the possibility of this, to minimise absence. 

https://www.nhs.uk/live-well/healthy-body/is-my-child-too-ill-for-school/
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11.Leave of Absence 
 
Headteachers shall not grant any Leave of Absence during term time unless they consider there are 
exceptional circumstances relating to the application.  
 
Parents do not have any entitlement to take their children on holiday during term time. Any 
application for leave must establish that there are exceptional circumstances and the Headteacher 
must be satisfied that the circumstances warrant the granting of leave.  Headteachers will determine 
how many school days a child may be absent from school if the leave is granted.  
 
The school can only consider applications for Leave of Absence which are made by the resident parent, 
i.e., the parent with whom the child normally resides.  
 
Applications for Leave of Absence must be made in advance and in writing to the Headteacher.  Failure 
to do so will result in the absence being recorded as “unauthorised”. This may result in legal action 
against the parent, by way of a Fixed Penalty Notice.  Applications for Leave of Absence which are 
made in advance and refused will result in the absence being recorded as “unauthorised”. This may 
result in legal action against the parent, by way of a Fixed Penalty Notice, if the child is absent from 
school during that period. 
 
Each application for a Leave of Absence will be considered on a case-by-case basis and on its own 
merits.  
 
 
12. Promoting Regular Attendance  
 
Arc School Old Arley promotes regular attendance and punctuality through all aspects of daily school 
life, for example, during lessons, assemblies, external courses, interviews, meetings, PSHE, careers, 
half-termly rewards, end of year rewards, parent consultations, progress reports, school events and 
modelling by staff. 
 
Where it is appropriate, in accordance with the needs of the child, a part-time timetable may be put 
in place to support and enable integration to a full-time timetable.  A part-time timetable would: 
identify the reasons for a part-time timetable, specify the timetable, include an action plan with review 
points to enable integration to a full-time timetable, be compiled with parental involvement and 
signed by the parent. 
 
 
13. Monitoring and Responding to Absence 
 
Parents may contact the school to discuss their child’s attendance by telephone or to request a 
meeting. The school is committed to the well-being and development of pupils. It would wish to 
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consider a family’s needs and offer additional support where possible to enable a pupil to attend 
regularly.  
 
The school operates a policy of first day absence calling – this means that if a child does not attend 
school and the school has not heard from a parent by 9.30am on the day of absence regarding this, 
staff will contact the parent by phone, text or email. If the school has not heard from a parent 
concerning the reasons for absence by the end of the day, the school will continue to try to establish 
contact until a justification for the absence has been given by the parent.  If the pupil has not attended 
for 5 consecutive days and no contact has been established, a home visit will be arranged and, 
depending on the nature of the absence, a referral may be made to the local children’s safeguarding 
board. 
 
The school’s Attendance Lead will review whole school data at least half-termly, e.g., evaluating the 
data against the school’s target, past performance and nationally available data and analysing data in 
relation to specific groups, use of codes and persistent absence.  
 
To contextualise and understand attendance, other data also may be considered, e.g., attendance of 
pupils at previous educational placements, number of previous education placements, duration of the 
current educational placement, travel distance and time, and percentage of attendance on days when 
attendance is required (where a part time timetable is in place). 
 
The Attendance Lead will identify children whose is attendance is of concern and consider appropriate 
intervention in accordance with the staged approach below.  
 

Staged Approach to the Management of Attendance 
Whole school attendance is monitored at a minimum of every half term but more frequently as 
appropriate to the needs of the school. 
The whole school attendance target is based on an evaluation of the last 3/5 years previous 
attendance. 
Attendance is more closely evaluated of pupils whose attendance is below the whole school target. 
Stage Trigger Outcome 
1 Attendance falls below the 

whole school target and the 
child’s attendance is of 
concern. 

Letter 1 will be sent to parents: 
• Expressing concern about attendance 
• Informing the parents of current attendance 
• Enclosing a registration certificate 
• Informing parents of the nature of ‘persistent absence’ 
• Welcoming the parents to arrange contact with the 

school if they wish to discuss attendance further. 
Attendance is monitored for a fixed period.  A copy of the 
letter will be sent to the relevant Local Authority and 
Stakeholders. 

2 Parents have received a 
Stage 1 letter and 

Letter 2 will be sent to parents:  
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attendance remains of 
concern. 

• Informing parents of ongoing concern about 
attendance 

• Informing the parents of current attendance 
• Enclosing a registration certificate 
• Reminding parents of their legal responsibilities and 

the nature of ‘persistent absence’ 
• Notifying parents that the child’s attendance is being 

monitored and of the duration of the monitoring 
period. 

• Welcoming the parents to arrange contact with the 
school if they wish to discuss attendance further. 

Attendance is monitored for a fixed period. A copy of the 
letter will be sent to the relevant Local Authority and 
Stakeholders.   

3 Parents have received a 
Stage 2 letter and 
attendance remains of 
concern. 

Letter 3 will be sent to parents: 
• Informing parents of ongoing concern about 

attendance 
• Informing the parents of current attendance 
• Enclosing a registration certificate 
• Reminding parents of their legal responsibilities 
• Requesting that the parents provide medical evidence 

of absence for illness, to enable the school to consider 
the authorisation of absence. 

• Inviting parents, Local Authorities and relevant 
stakeholders to a meeting with the Attendance Lead on 
a specific date, with the purpose of discussing 
attendance, agreeing an action plan of support, 
considering whether it may be appropriate to involve 
outside agencies, and setting an internal school 
attendance target.  

• Notifying parents that should they chose not to attend, 
the meeting may take place without them and a target 
set. 

4 Parents have failed an 
internal school attendance 
target and attendance is 
below the level of Persistent 
Absence (90%) 

Letter 4 will be sent to parents: 
• Informing parents of ongoing concern about 

attendance 
• Informing the parents of attendance during the target 

period. 
• Enclosing a registration certificate 
• Notifying parents that the school intends to discuss 

their child’s attendance with the relevant Education 
Officer. 
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 During a monitoring period, 
attendance improves. 

A Letter of Praise will be sent to parents: 
• Informing the parents of attendance during the 

monitoring period. 
• Notifying parents that the school will continue to 

monitor attendance to ensure sustained improvement. 
 
 
 
 

 
 
 
 

Appendices: 
 

A. Attendance Action Plan 
B. Attendance Letters 
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APPENDIX A: Attendance Action Plan 

Pupil:    Date:     

Target Strategies 
 
 

 

Pupil Views: Parent/Carer Views: 
•  •  

 
Follow up/Review/Actions: 

Date Person(s)  Action Evidence Current 
Status/Review 

     
     
     
     
     
     
     
     
     
     
     
     
     
     
Outcome/Review: 
 
Follow Up Action: 
 

 



                                                                                                  
 
 

APPENDIX B: ATTENDANCE LETTERS 
 

STAGE 1 LETTER 

Parent/carer name and address 

 

 

DATE 

Dear  

 

Re: «forename» «surname», «year/reg» 

 

I am writing to you to discuss XXXXXXXXXXX’s attendance which is currently XX%.  This 
is below the school’s target of 90%.   

Whilst we appreciate that there may be legitimate reasons [INSERT ANY KNOWN 
REASONS SPECIFIC TO THE PUPIL] that you have discussed with us that have meant that 
XXXXX’s attendance has fallen below 90%, we are informing you of this so that you 
are aware of the situation in accordance with our attendance policy. 

An attendance of below 90% is now recognised as Persistently Absent (PA) and 
equates to an average of one school day missed per fortnight. An attendance of 80% 
equates to an average on one day missed per week.  As you will be aware, to 
achieve their full potential a pupil must have consistently high attendance and 
punctuality. 

As always, we value your support in working with us to ensure that XXXXXXX has the 
best possible opportunities to access their education.  If we can do anything to 
support you in improving XXXXX’s attendance or should you wish to discuss any 
concerns, please let us know.  

 

Yours sincerely 

 

Name of Attendance Lead/SLT 

Job Title 
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STAGE 2 LETTER 

Parent/carer name and address 

 

DATE 

Dear  

 

Re: «forename» «surname», «year/reg» 

 

With reference to the letter dated INSERT DATE.  I have reviewed XXXXX’s attendance 
which is now XX%.   

Whilst we appreciate that INSERT ANY SPECIFIC ATTENDANCE ISSUES/CONCERNS 
RELEVANT TO THE PUPIL, this remains an area of concern. 

The school will continue to monitor «Forename»’s attendance over the next 4 weeks 
/ half-term.  If there has not been a significant improvement during this time, the 
school will invite you to a meeting to discuss how we can work together to support 
«Forename»’s attendance to improve. 

As stated in our previous letter, an attendance of below 90% is now recognised as 
Persistently Absent (PA) and equates to an average of one school day missed per 
fortnight. An attendance of 80% equates to an average on one day missed per 
week.  As you will be aware, to achieve their full potential a pupil must have 
consistently high attendance and punctuality. 

I would like to advise you that as a parent/carer of a child of statutory school age, 
you have a legal responsibility to ensure full time education through regular 
attendance at school or otherwise (Section 444 of the Education Act 1996). 

If you require any further clarification regarding school attendance, please read our 
attendance policy which is available on the school’s website.  If you would like to 
discuss this, please do not hesitate to contact me via the school reception. 

Yours sincerely 

 

Name of attendance lead/SLT 

Job title 
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STAGE 3 LETTER 
 

Parent/carer name and address 

DATE 

 

Dear  

 

Re: «forename» «surname», «year/reg» 

 

With reference to the letter dated INSERT DATE.  I have reviewed XXXXX’s attendance 
which is now XX%.   

An appointment has been made for you to discuss your child’s attendance concerns 
on DATE at TIME with XXXX.  Please let the school know if this is not convenient so that 
a mutually agreeable appointment can be arranged.  If you do not attend the 
agreed meeting, an action plan may be agreed and an attendance target may be 
set in your absence.   

It is the school’s decision to authorise any absence based on the information provided 
by parents.  I must inform you that further absences may be unauthorised unless 
evidence is provided. In the case of illness, the school will accept as proof the 
following: medical appointment card/letter; proof of a prescription (medicine/tablets 
label/container) showing the date prescribed.   

The school would like to remind you that in line with Section 7 of the Education Act 
1996, as a parent/carer of a child of statutory school age, you have a legal 
responsibility to ensure full time education through regular attendance at school or 
otherwise.  Failure to do so may result in a discussion with the relevant Local Authority 
Education Officer and other relevant professionals. 

If you require any further clarification regarding school attendance, please read our 
attendance policy which is available on the school’s website.  If you would like to 
discuss this, please do not hesitate to contact me via the school reception. 

Yours sincerely 

 

Name of attendance lead/SLT 
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Job title 
 

STAGE 4 LETTER 

Parent/carer name and address 

DATE 

Dear  

 

Re: «forename» «surname», «year/reg» 

 

With reference to our meeting and subsequent letter dated DATE, unfortunately 
during the target period «forename» only achieved XX% attendance.    

Please find enclosed a copy of «forename»’s Registration Certificate which shows 
«forename»’s overall attendance for this academic year at XX%.    

Despite all efforts made, attendance has not improved since we met/spoke.  The 
school will now discuss this matter with the relevant Local Authority Education Officer 
and XXXXXXXXXXXXXX.   

I would like to remind you that in line with Section 7 of the Education Act 1996, as a 
parent/carer of a child of statutory school age, you have a legal responsibility to 
ensure full time education through regular attendance at school or otherwise.  

If you require any further clarification regarding school attendance, please read our 
attendance policy which is available on the school’s website.  If you would like to 
discuss this, please do not hesitate to contact me via the school reception. 

Yours sincerely 

 

Name of attendance lead/SLT 
Job Title 
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ATTENDANCE IMPROVEMENT LETTER 
 

 

Parent/carer name and address 

DATE 

Dear  

 

Re: «forename» «surname», «year/reg» 

 

I am writing to you to inform you that your child’s attendance has now improved from 
XX% to XX%.   

Although this is still below the school’s target of 90%, we recognise that XXXXXXXXXX’s 
attendance has significantly/slightly improved and thank you for your support in this 
respect. 

OR 

XXXXXXXXX’s attendance is now XX% which is on/above the school’s target of 90% 
and we are hugely grateful for your support in this respect. 

As always, we value your continued support to ensure that XXXXXXXXXXX’s 
attendance continues to improve/remain at or above 90% so that XXXXXXXXXX has 
the best possible opportunities to access their education.  If we can do anything to 
continue to help you with this or should you wish to discuss any concerns, please let 
us know.  

 

Yours sincerely 

 

Name of attendance lead/SLT 

Job title 

 


