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1. Introduction 
Harrogate Grammar School is committed to maximising educational opportunities and achievement for all students. 
For students to gain the best from their time at Harrogate Grammar School, it is vital that they achieve excellent 
attendance and punctuality. We strive for 100% attendance for all students unless the reason for the absence is 
unavoidable. The school actively promotes excellent attendance and discourages absence. 90% attendance sounds 
good on the surface, but this is half a day missed every week. 
 
Good attendance is important because:  

• Statistics show a direct link between under-achievement and absence below 95%  

• Regular attenders make better progress, both socially and academically  

• Regular attenders find school routines, schoolwork and friendships easier to cope with  

• Regular attendance helps with mental health and wellbeing  

• Regular attenders find learning more satisfying  

• Regular attenders are more successful in transferring between primary school, secondary school, and higher 
education, employment or training. 

• Being on time is also vital, as lateness can be disruptive for the student, the teacher and for other students 
within the group. (DFE – Department for Education). 

• Excellent attendance and punctuality prepares students for adult working life 
 

Students with no absence are 2.2 times more likely to achieve 5+ GCSEs (grades 4+) and 2.8 times as likely 
to achieve 5+ GCSEs (grades 5+) or equivalent including English and maths, than students missing 15-20% 
of KS4 lessons. 
 
2. Aims 
 
We are committed to meeting our obligations with regards to school attendance including those laid out in the 
Department for Education’s (DfE’s) statutory guidance on working together to improve school attendance (applies 
from 19 August 2024), through our whole-school culture and ethos that values good attendance, including: 

• Setting high expectations for the attendance and punctuality of all students 

• Promoting good attendance and the benefits of good attendance by encouraging, recognising and 
celebrating good attendance and ensuring that attendance at school is viewed positively.  

• Reducing absence, including persistent and severe absence 

• Investigating individual absences and ensuring that students and parents are clear that unauthorised 
absences are not acceptable.  

• Ensuring every student has access to the full-time education to which they are entitled 

• Acting early to address patterns of absence 

• Building strong relationships with families to make sure students have the support in place to attend school 
to help them overcome problems, which may prevent students from attending regularly.  

• Promoting and supporting punctuality in attending school and all lessons. 
:  
 
3. Legislation and guidance 
 
This policy is based on the Department for Education’s (DfE’s) statutory guidance on working together to improve 
school attendance (applies from 19 August 2024) and school attendance parental responsibility measures. The 
guidance is based on the following pieces of legislation, which set out the legal powers and duties that govern school 
attendance: 

• Part 6 of the Education Act 1996 

• Part 3 of the Education Act 2002 

• Part 7 of the Education and Inspections Act 2006 

• The Education (Pupil 

•  Registration) (England) Regulations 2006 (and 2010, 2011, 2013, and 2016 amendments) 

• The School Attendance (Pupil Registration) (England) Regulations 2024  

• The Education (Penalty Notices) (England) (Amendment) Regulations 2013 and the 2024 amendment 

It also refers to: 

• School census guidance 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2024/208/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
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• Keeping Children Safe in Education 

• Mental health issues affecting a pupil's attendance: guidance for schools 

Only the school, and not parents/carers, can decide whether or not to authorise an absence even if you send in a 
note or leave a message. This is written down in the Education Registration Regulations 2006. Parent/carers are 
responsible under the Education Act 1996 for ensuring their child’s full and regular attendance at the school while 
they are of compulsory school age. 

 

4. Safeguarding  

Harrogate Grammar School is committed to safeguarding and promoting the welfare of all its students. Each student’s 
welfare is of paramount importance. We recognise that some students may be especially vulnerable. If your child 
does not attend school regularly, they may be at risk of harm. Safeguarding the interests of each child is the 
responsibility of everyone and within the context of the school, promoting the welfare and life opportunities for your 
child encompasses attendance, behaviour management, health and safety and access to a broad and balanced 
curriculum. Students may be at risk of harm if they are not in school regularly. Learners who are missing from school 
are at significant risk of being victims of harm, exploitation or radicalisation, underachieving, and becoming NEET 
(not in education, employment or training) later in life. 

If a student is unexpectedly absent from school, all efforts will be made to assure their whereabouts and welfare as 
quickly as possible. Often this will be achieved via a call home but sometimes this may require a home visit that 
confirms the child’s whereabouts. The Headteacher will not accept anything short of a definitive confirmation of the 
child’s whereabouts 

 
5. Roles and responsibilities 
 
Parents/Carers are responsible, in law, for ensuring the regular and punctual attendance of their children.  We ask 
them to familiarise themselves with the Attendance Matters leaflet (Appendix 1) and to work closely with the school 
to overcome any problems which may affect a student’s attendance and welfare. 
 
At Harrogate Grammar School we encourage and value high attendance rates.  However, the school will recognise 
the external factors which influence student attendance and will work in partnership with parents/ carers, the 
Attendance Manager and other relevant services to deal with any issues.  The school will take a proactive approach 
in the promotion of good attendance, by defining expectations, with students and their parents/carers and will provide 
an effective and efficient system for monitoring attendance in accordance with the legal requirements. 
 
5.1 Local governing body responsibilities  
Acknowledging that regular, uninterrupted attendance is vital to the student’s educational progress, the local 
governing body is responsible for:  

• Setting high expectations of all school leaders, staff, students and parents/carers 

• Making sure the school has high aspirations for all students, but adapts processes and support to students’ 
individual needs 

• Regularly reviewing and challenging attendance data and helping school leaders focus improvement efforts 
on individual students or cohorts who need it most 

• Sharing effective practice on attendance management and improvement across schools within the Trust. 

• Holding the headteacher to account for the implementation of this policy 
 
5.2 Headteacher responsibilities:  

• Actively promote the importance of excellent attendance to students and families 

• Monitoring school-level absence data and reporting it to governors  

• Issuing fixed penalty notices, where necessary authorising the attendance officers to be able to do so 

• Sharing information from the school register with the local authority, including: 

o Notifying the local authority when a student’s name is added to or deleted from the school admission 
register outside of standard transition times 

o Providing the local authority with the details of students who fail to attend school regularly, or who 
have been marked with an unauthorised absence for a continuous period of 10 school days  

o Providing the local authority with the details of students who the school believes will miss 15 days 
consecutively or cumulatively because of sickness 

5.3 Designated senior leader responsible for attendance responsibilities: 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/mental-health-issues-affecting-a-pupils-attendance-guidance-for-schools
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The designated senior leader (also known as the ‘senior attendance champion’) is responsible for leading on: 

• Championing and improving attendance and processes across the school. 

• Setting a clear vision for improving and maintaining good attendance. 

• Having a strong grasp of absence data and oversight of absence data analysis. 

• Regularly monitoring and evaluating progress in attendance. 

• Establishing and maintaining effective systems for tackling absence, and making sure they are followed by 
all staff. 

• Liaising with students, parents/carers and external agencies, where needed.  

The designated senior leader responsible for attendance is Kristin Smith. 

5.4 Attendance Staff: 
 

• Actively promote the importance and value of excellent attendance to students and their parent/carers  

• Monitor attendance and attendance regularly.  

• Follow up on unexplained absence  

• Communicate effectively with parents to discuss attendance and barriers to attendance 

• Benchmark attendance data to identify areas of focus for improvement 

• Provide regular attendance reports to pastoral staff and report concerns about attendance to the designated 
senior leader responsible for attendance.  

• Support the Local Authority Officer to improve attendance. 

• Advise the headteacher/deputy headteacher (authorised by the headteacher) when to issue fixed-penalty 
notices 

5.5 Class teachers and form tutors 

• Actively promote the importance and value of excellent attendance to students and their parent/carers 

• Record attendance for both morning and afternoon sessions on a daily basis, using the correct codes (see 
Appendix 1), and submitting this information via Arbor 

• Discuss absence from lessons at parents’ evenings. 
 
5.6 Parents’/Carers’ Responsibilities: 
Where this policy refers to a parent, it refers to the adult the school and/or local authority decides is most appropriate 
to work with. 

By law, all children of compulsory school age (between 5 and 16) must receive a suitable, full-time education. Until 
the age of 18, a student must stay in full-time education for example at a school or college, start an apprenticeship 
or traineeship.  As a parent you are legally responsible for making sure that this happens, either by registering your 
child at a school or by making other arrangements which provide a suitable full-time education.  Once your child is 
registered at a school you are legally responsible for making sure he or she attends regularly.  If your child fails to 
attend regularly – even if they miss school without you knowing – the Local Authority may take legal action against 
you. 
 

• Parents/Carers must ensure that their child arrives at school in time for the start of registration at 8.50 am.  
 

• Parents/Carers should ensure that, if their child is to be absent from school for any unavoidable reason, such 
as sickness, they must contact the school by 9.00 am or as soon as is reasonably possible, on the first 
morning of absence by phone or via StudyBugs. The school should be made aware on a daily basis of any 
absence. 

 

• When the student returns from absence the parent/carer must send an email stating the dates of absence 
and the reasons for absence.   
 

• Provide the school with more than one emergency contact number for their child 

• Try to avoid unnecessary absences. Wherever possible make appointments for the doctors, dentists 
etc. outside of school hours. 
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• Inform the school of any change in circumstances that may impact on their child’s attendance. 

• Seek support, where necessary, for maintaining good attendance, by contacting the relevant head of 
year, or the attendance team  

• Avoid taking their child out of school during term-time 

• Encourage routine at home, for example, bedtimes, homework, preparing school bag and uniform the 
evening before 

• Support the school; take every opportunity to become 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. 

• Keep to any attendance plans that they make with the school and/or local authority 

5.7 Students responsibilities 
Students are expected to: 

• Attend school every day, on time 

• Attend every timetabled lesson, on time  

 
6. Recording Attendance 
We will keep an electronic attendance register and place all students onto this register. 

• The law requires the register will be taken twice a day – at the start of the morning session and in the 
afternoon session. At Harrogate Grammar School this is at 8.50am closing at 9.20 and 1.45pmat the start of 
period 5 ending at 2.15.  Students arriving after these sessions will be marked with a U which is a absence 
mark 

• Students are expected to arrive on site by 8.40 am in-order to be ready for the start of registration at 8.50 
am. 

• Students are registered at the start of every lesson each day. 

• The register is marked using the DfE Attendance and Absence Codes (see Appendix 1).  

• Guidance on applying the Education (Pupil Registration) Regulations 2006 can be found in ‘Keeping Pupil 
Registers’ published by the DfE. 

6.1 Unplanned absence  

The students parent must notify the school of the reason for the absence on the first day of an unplanned absence 
by 9.00am, or as soon as practically possible, either through the attendance app StudyBugs, or by phoning the 
attendance number on 01423 535635  

We will mark absence due to physical or mental illness as authorised, unless the school has a genuine concern about 
the authenticity of the illness.  We will not authorise more than 5 days absence, where the absence is longer than 5 
days, or there are doubts about the authenticity of the illness in stopping the child from attending school at any point, 
the school will ask for support evidence such as, a doctor’s note, prescription, appointment card or other appropriate 
form of evidence. We will not ask for medical evidence unnecessarily.  This will be reviewed on a case by case basis 
where the attendance team will work with parents. 

If the school is not satisfied about the authenticity of the illness, the absence will be recorded as unauthorised, and 
parents will be notified of this. 

6.2 Planned absence  

Attending a medical or dental appointment will be counted as authorised as long as the student’s parent notifies the 
school in advance of the appointment. 

We ask that medical appointments are made outside school hours.  Please could parent(s) /carer(s) contact 
hgsattendance@hgs.rklt.co.uk or 01423 535635 to advise of any appointments in advance. If a student is likely to 
miss registration, please call or email on the morning of the appointment.  

For any appointments that require the student to leave school during the school day – parent(s) /carer(s) need to 

contact school as above. 

Students must sign out at Student Reception. If they return to school later on the same day, then they must sign in 

again at Student Reception. 

mailto:hgsattendance@hgs.rklt.co.uk
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The student’s parent must also apply for other types of term-time absence as far in advance as possible of the 
requested absence and at least 14 days before.  

6.3 Approval for term-time absence  

The headteacher will allow students to be absent from the school site only for certain educational activities.  

The headteacher will only grant a leave of absence to a student during term time if the request meets the specific 
circumstances set out in the 2024 school attendance regulations. A leave of absence is granted at the headteacher’s 
discretion. Leave of absence will not be granted for a students to take part in protest activity during school hours. 

As a leave of absence will only be granted in exceptional circumstances, it is very unlikely a leave of absence will be 
granted for the purposes of a family holiday. Any holidays are expected to be taken as part of the 176 days available 
outside term time. 

The school considers each application for term-time absence individually, taking into account the specific facts, 
circumstances and relevant background/context behind the request.  

Any request should be submitted as soon as it is anticipated and, where possible, at least 14 days before the 
absence, and in accordance with any leave of absence request form, accessible via 
https://www.harrogategrammar.co.uk/for-parentscarers/absence-and-attendance/planned-absence-form/ 

The headteacher may require evidence to support any request for leave of absence. Parent/carers who wish to apply 
for a leave of absence due to exceptional circumstances must complete a form from the attendance office. This 
should be handed back to the attendance office at least 3 weeks in advance of the proposed absence. If a students 
is over compulsory school age (e.g. sixth form), leave can be requested or agreed by the students or a parent they 
normally live with. 

6.4 Holidays in term time/Penalties 

If parent/carers take their children out of school without first seeking the school’s permission or take their children out 
after permission has been denied, could receive a penalty notice.  The national threshold for considering a penalty 
notice has been met this is 10 sessions, (there are 2 sessions in each school day), of unauthorised absence in a 
rolling period of 10 school weeks. Decisions will be made on an individual, case-by-case basis. 

Each parent who is liable for the student’s offence(s) can be issued with a penalty notice, but this will usually only be 
the parent/parents who allowed the absence. 

If the payment has not been made after 28 days, the local authority can decide whether to prosecute or withdraw the 
notice. 

If issued with a first penalty notice, the parent(s) must pay £80 per parent per child within 21 days, or £160 within 28 
days. If the payment has not been made after 28 days, the local authority can decide whether to prosecute or 
withdraw the notice. 

If a second penalty notice is issued to the same parent(s) in respect of the same student(s), the parent(s) must pay 
£160 if paid within 28 days.  

A third penalty notice cannot be issued to the same parent in respect of the same child within 3 years of the date of 
the issue of the first penalty notice. In a case where the national threshold is met for a third time within those 3 years, 
alternative action will be taken instead. 

6.5 Lateness and punctuality  

The school gates close at 8.50 am. Any student arriving after 8.50am will need to sign in at student reception with 
the member of staff on duty. They will be given a late mark. Any student that arrives persistently late in a week will 
receive a lunchtime detention or a 1hr afterschool detention. In short, punctuality is key. Parents/carers will be 
informed of the late detention via a message on Class-Charts. Students may be placed on punctuality report and 
parents may be required to come into school to discuss the issues and any barriers to arriving on time. Records will 
be kept of students that are late.  

• Any student that arrives after the registration close at 9.20am will be marked as a U code which if persistent, 
may result in a fine by the Local Authority. 

6.6. Following up unexplained absence 

Where any student we expect to attend school does not attend, or stops attending, without reason, the school will 
follow the unauthorised attendance procedure – see appendix three: 

https://www.legislation.gov.uk/uksi/2024/208/made#:~:text=11.,an%20%E2%80%9Cauthorised%20person%E2%80%9D).&text=(b)regulated%20employment%20abroad.
https://www.harrogategrammar.co.uk/for-parentscarers/absence-and-attendance/planned-absence-form/
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• We take our safeguarding responsibilities very seriously and if a student is absent at morning registration 
without contact from a parent/carer to explain the absence, the school will contact parents/carers to inform 
them of their child’s absence.  

• The attendance team/Year Managers will contact parents/carers in the first instance. An email will then be 
sent to parents/carers if no contact can be made.  

• Parents/carers can utilise the school absence email, class StudyBugs or the attendance school phone 
number.  

• The attendance team/Year Managers/Safeguarding team may carry out a home visit to ascertain the reasons 
for absence and confirm there are no safeguarding issues.  

• All absence notes will be retained.  

• Where a student’s absence is cause for concern, the school will write to parents/carers and/or invite the 
parents/carers into school to discuss an attendance plan to support improvement. 

• Where relevant, report the unexplained absence to the student’s youth offending team officer/social worker 

• Identify whether the students needs support from wider partners, as quickly as possible, and make the 
necessary referrals 

• Where support is not appropriate, not successful, or not engaged with: families may be issued a notice to 
improve, penalty notice or other legal intervention (see section 7.2 below), as appropriate. 

6.7 Reporting to parents 

The school will regularly inform parents/carers about their child’s attendance and absence levels via school reports.  
The child’s attendance is also available daily on the parent Arbor portal. 

 

7. Persistent Absence 

A student becomes a Persistent Absentee when they miss 10% of their schooling across the academic year for 
whatever reason.  Severe absence is where a student misses 50% or more of school. Reducing persistent and severe 
absence is central to the school’s strategy for improving attendance. 

Absence at this level is doing considerable damage to any child’s educational prospects and we need parents’/carers’ 
fullest support and cooperation to address this. Any student whose attendance has reached the PA threshold (less 
than 90%) or is at risk of moving towards that threshold is given priority for intervention. Intervention may be via:  

• Our Graduated Attendance Strategy being initiated (See appendix 2)  

• An attendance contract to improve attendance, following a meeting between relevant School staff and 
parents/carers  

• Where parents/carers fail to co‐operate with support and strategies provided by the school, further advice 
may be sought which could lead to legal sanctions being imposed.  

• Persistent Absence data is communicated to the Local Authority via the School Census on a termly and 
annual basis. 

 

7.1 Re‐integration following Long‐term Absence 
Where a student has been absent for a prolonged period of time, perhaps due to illness, the school will:  

• Welcome the student back to the school and value their return.  

• Provide support for the student in consultation with parents/carers to enable a successful return to the school.  

• Ensure that all relevant staff are informed of the circumstances.  

• Work with other agencies, where appropriate, to ensure a successful outcome.  

• Consider a personalised programme of return, if appropriate.  

• Nominate a key member of staff to monitor and review the student’s return. 

 

8. Strategies for promoting attendance  

Celebrating Success: 
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• It is the belief that all students are more likely to attend regularly if the curriculum is engaging and 
personalised to meet their needs. The curriculum is monitored and revised on an annual basis so that it 
meets the ability needs of all students. 

• Students are made aware of their attendance levels and where appropriate how to improve them. 

• Students whose attendance falls below 95% will be set targets for improvement and progress towards these 
targets will be regularly reviewed, parents will (where appropriate) receive communication about concerns 
and may be invited into school to discuss an attendance plan to support improvement. 

• The school promotes and rewards excellent attendance and punctuality through assemblies, commendations 
and awards. 

• Attendance initiatives and challenges run regularly such as attendance streaks. 

• Prizes are awarded to students who have 100% attendance during the five years at Harrogate Grammar 
School. 

• Positive alerts home for students who have had attendance that had dipped below 95% but it has risen above 
again. 

• Parents/carers are encouraged to contact Heads of Year or the Attendance Team at any time to discuss 
their child’s attendance. 

• Students with broken weeks attendance will be put on a monitoring list and supported to come to school 
every day. 

• Students who have been absent for extended periods of time will be supported as appropriate to re‐integrate 
back into the school. 

• Effective links are made with primary schools to facilitate the smooth transition to Harrogate Grammar 
School. 

 
9. Attendance Data and Targets 

• The school target is 97% attendance.  

• The target for all students is to strive for 100% attendance. Only by achieving full attendance can students 
expect to achieve their full potential.  

• Attendance data will be collected and analysed and used to inform the school’s attendance practices and 
interventions.  

• Individual student data will be analysed and monitored to enable early intervention.  

• Attendance data is available daily to the Trust.  

• Attendance data and persistent absence data is communicated to the Local Authority.  

• Registers are legal documents; regulatory requirements placed on schools regarding the keeping of registers 
are to be found in the Education (Pupil Registration) Regulations 2006.  

• The school works in partnership with the Local Authority to ensure that parents/carers fulfil their responsibility 
in ensuring regular school attendance – See school attendance support pathway 

• Our aim is to avoid legal intervention, wherever possible and we encourage parent/carers to contact us at 
the earliest opportunity to discuss any attendance concerns 

Data will be collected each term and published at national and local authority level through the DfE's school absence 

national statistics releases. The underlying school-level absence data is published alongside the national statistics.  

The school will benchmark its attendance data at whole school, year group and cohort level against local, regional, 

and national levels to identify areas of focus for improvement, and share this with the governing board. 

10. Using data to improve attendance 

The school will: 

• Develop targeted actions to address patterns of absence (of all severities) of individual students, groups or 
cohorts that it has identified via data analysis 

• Provide targeted support to the students it has identified whose absences may be a cause for concern, 
especially those who demonstrate patterns of persistent or severed absence, and their families (see section 
8.4 below) 

• Share information and work collaboratively with other schools in the area, local authorities and other partners 
where a student’s absence is at risk of becoming persistent or severe, including keeping them informed 
regarding specific students, where appropriate 
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This policy links to the following policies: 

 Safeguarding policy 

 Respectful Relationships and Behaviour policy 

 
Appendix 1 – DfE register codes 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
  

https://www.harrogategrammar.co.uk/seecmsfile/?id=878
https://www.harrogategrammar.co.uk/seecmsfile/?id=5348
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Appendix 2: School Attendance Support Pathway (Fast Track) 
 

10 day Monitoring period 
 

20 school day monitoring period (Review Meeting may be held if some progress is made) 

 

 
If at any stage in the above procedure your child’s attendance improves significantly, the school will not proceed to 
the following stage.  (Normally 95% and above during the monitoring period).  
 
However, your child’s attendance will continue to be monitored by Harrogate Grammar School and should there, at 
any time in the future, be any further concerns, the above procedure will be continued onto the next stage or 
recommenced from the first stage, depending on the situation. 

 
Appendix 3: Unauthorised absence procedure: 

 

 

Initial Warning Letter Issued 

PACE formal caution Interview/Local Authority Panel Meeting (Chaired by Local Authority) 

Attendance Panel Meeting in School with support plan/contract, attendance targets agreed 

LA/Panel Decision 
Review meeting arranged or Notice to improve (a Penalty Notice will be issued if any further absence within 15 
days) or Education Supervision Order or Prosecution under the Education Act section 444 (1) or (1A) 
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