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Co-op Academy Southfield 
ATTENDANCE POLICY 
 
Co-op Academy Southfield is committed to providing an education of the 
highest quality for all its students and recognises this can only be achieved by 
supporting and promoting excellent school attendance for all. This is based on 
the belief that only by attending school regularly and punctually will children and 
young people be able to take full advantage of the educational opportunities 
available to them.  
 
The whole school community has a responsibility for promoting excellent 
attendance: parents, carers, pupils and all school staff. 
 
The legal framework  
 
Section 7 of the 1996 Education Act states that parents/carers must ensure that 
children of compulsory school age receive full-time education suitable to their 
age, ability and aptitude to any special educational needs they may have, either 
by regular attendance at school or otherwise.  
 
Students can leave school on the last Friday in June if they will be 16 by the 
end of the summer holidays. They must then do one of the following until they 
are 18:  
 

 stay in full-time education, e.g. at a college;  

 start an apprenticeship or training; or  

 work or volunteer (for 20 hours or more a week) while in part-time 
education or training.  

 
The Local Authority has a statutory responsibility to ensure that parents/carers 
secure education for children of compulsory school age and where necessary, 
use legal enforcement.  
 
Registration  
 
The Education (Pupil 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 at the start of the afternoon session. Registers are 
marked consistently by staff using attendance codes in accordance with the 
Education (Pupil Registration) Regulations 2006. At Co-op Academy Southfield 
an electronic register is in place to record and monitor attendance of all lessons 
during the school day to ensure the safety and welfare of its students. 
 
Registers are a legal document 
 
A certified extract of the register can be used as evidence in legal proceedings 
against parents/carers for failing to ensure their child’s regular attendance or in 
seeking an Education Supervision Order in respect of a student. To this end, 
the register must show accurately whether the student is present, engaged in 
an approved educational activity, off-site or absent. When a student is absent, 
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the register must also show whether the absence was authorised or 
unauthorised by the school. Authorised absence means where the school has 
given approval in advance, or that a satisfactory explanation was given when 
the absence was reported. 
 
Authorised Absence 
 
Only the school may authorise a student’s absence from school. Absence for 
the following reasons could be authorised where parents have confirmed the 
absence in writing or verbally on the child’s return to school: 

 sickness or medical treatment; 

 unavoidable medical/dental appointments; 

 days of religious observance; 

 exceptional family circumstances e.g. bereavement. 
 
Unauthorised Absence 
 
If permission for absence has been granted in advance by the Headteacher 
absence will be recorded as unauthorised in any other circumstances. It may 
be necessary for the school to ask the parent/carer to provide the school with 
written evidence of reason for absence e.g.: 

 appointment cards/letters; 

 medical certificate; 

 letter from GP. 
 
If there is an extensive period of absence due to medical reasons, the school 
may ask for the permission of the parent/carer to contact the child’s GP or 
School Nurses to confirm that the medical condition prevents the student from 
attending school and to establish a possible return date for the student. 
 
Roles and Responsibilities 
 
At Co-op Academy Southfield our young people attend school until they are 19. 
We recognise the importance of regular attendance so that students can ‘enjoy, 
learn and succeed.’ The Government’s aim is that children achieve over 95% 
attendance and we want parents/carers to join us in this joint commitment to 
high standards. Improved attendance at School can only be achieved if it is 
viewed as a shared responsibility of the School staff, the parents/carers, 
students and the wider School community.   
 
The Headteacher and leadership team will:  
 

 Ensure that the importance and value of good attendance is promoted to 
pupils and their parents/carers; 

 Regularly review the school’s Attendance Policy and ensure the required 
resources are available to fully implement the policy; 

 Ensure that the attendance related legislation is complied with;  

 Ensure that there is a named member of staff to lead on attendance; 

 Ensure that the school has clear systems to report, record and monitor 
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the attendance of all pupils, including those who are educated off-site. 
They will then ensure that data is understood and used to devise 
solutions and to evaluate the effectiveness of interventions; 

 Ensure that there is a whole school approach which reinforces good 
school attendance; 

 Return school attendance data to the Local Authority and the Department 
for Education as required and on time; 

 Develop a multi-agency response to improve attendance and support 
pupils and their families.  

 
The Class teacher will: 

 

 Accurately mark the class register at the start of each session AM and 
PM; 

 Keep regular communication with parent/carers in relation to attendance 
this can be through a telephone call, email or the home school diary; 

 Notify parents/carers of any concerns regarding attendance and 
punctuality; 

 Liaise with the other staff in the school with respect to any serious 
concerns regarding attendance or punctuality. 

 
Parents’ / Carers’ Responsibilities  
 
The prime responsibility for ensuring children receive an appropriate and full-
time education rests with parents/carers (defined by the Education Act 1996 as 
those with parental responsibility and those who have the care of a child), who 
will be supported and encouraged by Co-op Academy Southfield. The 
Education Act 1996 states that all children should attend school regularly and 
punctually. Section 444 of the Act says: “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”.  
 
We expect parents/carers will:  

 

 Ensure their children attends school regularly and punctually;  

 Contact the school on the first day of absence to let them know the reason 
why, and the expected date of return; 

 Try to avoid unnecessary absences. Wherever possible make 
appointments for the Doctors, Dentists, etc. outside of school hours;  

 Ask the school for help if their child is experiencing difficulties; 

 Inform the school of any change in circumstances that may impact on 
their child’s attendance; 

 Support the school; take every opportunity to get involved in their child’s 
education, form a positive relationship with school and acknowledge the 
importance of children receiving the same messages from both school 
and home;  
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 Avoid taking their child on holiday during term-time. Where this is 
unavoidable, you must write a letter to the Headteacher requesting the 
leave at least two weeks prior to departure; 

 Work in partnership with the school, for example by attending 
parents’/carers’ meetings and consultations and reviews, taking an 
interest in their child’s work and activities; 

 Contact the school without delay if they are concerned about any aspects 
of their child’s school life. We will endeavor to support parents/carers to 
address their concerns; 

 Instil the value of education and regular attendance at school within the 
home environment. 

 
The Head of Pastoral Care will: 
 

 Oversee and monitor attendance and punctuality including the monitoring 
of relevant sub-groups e.g. Pupil Premium students, LAC students and 
other vulnerable students;   

 Liaise with class teacher and monitor weekly attendance to look at any 
patterns emerging with of same day absences;  

 Conduct home visits when there are issues with non-attendance and/or 
punctuality without an explanation; 

 Work closely with the class teachers and school nurses to monitor students 
who present concerns; 

 Arrange for home tuition for students  who will be off school long term due 
to illness alongside a referral to the TRACKS team; 

 Maintain regular contact with students who are in hospital or  at home due 
to long term illness; 

 Offer support and work closely with the parents/carers of students who are 
persistent absentees or at risk of becoming so; 

 Refer all students of compulsory school age who are longer attending 
school e.g. due to moving address, town or relocated to another country to 
the Children Missing Education Department and make ‘reasonable 
enquiries’ in conjunction with that department. 

 
Attendance Procedures 
 
If your child is absent you must:  
 
Contact us as soon as possible on the first day of absence with the reason for 
your child’s absence. Parents should contact school by phone on 01274 
779662. A voicemail can be left 24 hours/day. Please give your child’s name, 
class teacher, the reason for the absence and how long you expect the absence 
to last.   

 

If your child is absent we will:  
 

 Telephone you on the first day of absence if we have not heard from you.  

 Discuss any ongoing concerns with you.  

 Invite you into school for a meeting to discuss your child’s attendance. 
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What to do if your child has an appointment:  
 

 We ask that where possible, you make routine medical and other 
appointments outside of school time. If this is not possible we require 
notification in advance. Please telephone, email or provide a note from 
home or appointment letter/card to confirm the appointment. In most 
cases, your child should attend school before the appointment and return 
to school afterwards whenever possible.  

 
Registers 
 

 Registers must be taken in the morning session by 9.10am and in the 
afternoon session by 1pm. Staff must contact the Head of Pastoral Care as 
soon as possible if there are any concerns about absentees; 

 Anyone taking students out of school for any reason must supply the Head 
of School or the Care Team Manager with a list of names, venue, times etc. 
 

Outstanding Absences 
 
Any outstanding or unexplained absence will be followed up by a member of 
the Campus Business Team via contact with parents.  Until contact is made, 
any absence will remain unauthorised. 
 
 
Lateness 
 
We understand that occasionally the needs of our students may mean that they 
are late, however we ask that whenever possible parents inform school that 
they will be late. All students arriving after 9.00am need to come to the main 
school reception where the Business Team will inform a member of staff from  
the class or Care Team who can take your child to their. A member of the 
Campus Business Team will give a register mark to all students arriving late, 
and let the teacher or other relevant staff know through the dedicated email 
address.   
 
Holiday Absence  
Although some parents may find themselves in difficult circumstances which 
require them to organise holidays in term time, Co-op Academy Southfield 
believes students should not miss school for this reason.  Whilst we understand 
the difficulties parents/carers may have in organising holidays during the school 
holiday this type of absence is detrimental to a child’s education.  There is a 
common misconception that any child is allowed to take 10 days holiday per 
year. This is not true. From September 2013, government guidelines advise that 
no absence should be authorised in advance except when due to 
‘exceptional circumstances’. Please note that the cost or availability of holidays 
does not constitute ‘exceptional circumstances’. Where this is unavoidable you 
must write a letter to the Headteacher requesting the leave at least two weeks 
prior to the departure. Where a parental request has been refused, and 
parents/carers continue to take their child out of school, this absence will be 
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recorded as unauthorised. The school responds to all holiday requests with a 
letter to inform parents/carers of the school’s decision.  
Elective Home Education 
 
Parents/carers wishing to home school are required to notify the School in 
writing of their intention to educate at home.  The School has a statutory duty 
to inform the Education Welfare Service. The child will not be removed from the 
school roll immediately.  Parents/carers should continue to send their child to 
school until the Senior Education Welfare Officer and the Assessor have 
approved suitable provision.   
 

 


