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POLICY ON ATTENDANCE & PUNCTUALITY 
 
Aims 
 
At Court Moor, we strive to ensure our students are safe, healthy, happy and successful.  
Staff and governors therefore work to provide an environment in which all students have a 
positive attitude to learning, feel valued members of the school community and look 
forward to coming to school.   Through lessons and the other activities during the school 
day, we want to empower our students to discover their own strengths, fulfil their own 
potential and equip them with life skills for their futures.   
 
Rationale 
 
The school is committed to providing an education of the highest quality for all its students 
and recognises that this can only be achieved by supporting and promoting excellent school 
attendance for all.  By attending school regularly and punctually, students are able to take 
full advantage of the opportunities available to them. The fulfilment of a student’s individual 
potential depends on good attendance. 
 
In particular: 
 

• Being able to access an uninterrupted sequence of learning enables each student to 
acquire greater knowledge & understanding across all subjects and have access to 
any required learning support in order to achieve academic success and maximise 
the academic potential for that student. 

• Regularly missing school can impact a student’s confidence in class upon returning, 
as key course content will have been missed.   This can lead to further stress and 
unhappiness and possibly further absences, creating a vicious circle. 

• Regular attendance at school provides the opportunity to build strong friendships 
and these social interactions are a key component of secondary school life, building 
emotional understanding and resilience.   Being part of the Court Moor community 
and feeling a sense of belonging is a core component of the spirit of our school and 
can only be maintained with regular and punctual attendance.   

• In addition to learning in lessons, there are many other activities and events across 
the year, carefully planned in order to provide students with a rich and varied 
education in all areas to provide them with life skills for their futures beyond Court 
Moor.  These include company talks/workshops, teacher/student competitions, 
House events, sporting and non-sporting activities and clubs, school trips in the UK 
and abroad, celebratory events, mock-interviews and many more.   These events 
provide students with a sense of adventure, to try new things and gain new skills to 
empower them as they learn more about themselves.  Being present and on time at 
school means each student will have access to these enriching opportunities. 

• Punctuality is important not only to ensure that all students receive the benefit of a 
full lesson of teaching without interruptions, but also to prepare students for life 
beyond school and to create good habits for their working lives ahead.   
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What is good attendance? 

As a school we strive for attendance to be as high as possible so that we can deliver the 
teaching excellence and extra-curricular program to all students and all students can benefit 
from being part of a complete school community.   

National research shows that persistent absence (10% or more of sessions missed, 
equivalent to a day absent every fortnight) directly correlates with under-performance.  
Much of the work children miss when they are absent is never made up, leaving them at a 
considerable disadvantage in their academic studies.  In addition, this absence can also be 
harmful to friendships and engagement, making the social aspect of school even more 
problematic.   

There is clear evidence of a link between attendance and levels of academic achievement as 
seen by national statistics, which are also reflected in Court Moor results from the 2021/22 
GCSEs compared to attendance for those students: 

• Of those students who did not achieve an average pass mark of a 4 in their GCSE’s, 
their attendance over Years 10 & 11 was 84%. 

• For those students with an average pass mark of a strong pass (5 or above), their 
attendance for Years 10 & 11 was 95.8%. 

 
All members of the school community – students, parents and carers, teaching and support 
staff and governors – have a responsibility for ensuring good school attendance.   The 
following sections outline these responsibilities in more detail: 
 
Responsibilities of students  
 

• Attend school every day, unless they are too ill or have an authorised absence. 

• Arrive in school on time (by 0825). 

• Attend all registration periods and lessons on time. 

• Take responsibility for registering at the reception desk if they are late or are leaving 
the school site. 

 
Responsibilities of parents/carers 
 
Ensuring a child’s regular attendance at school is a parent/carer’s legal responsibility and 
permitting absence from school that is not authorised by the school creates an offence in 
law – this includes taking a child out of school for holiday during term time.  A note or 
explanation from a pupil’s home does not mean an absence becomes authorised.  The 
decision whether or not to authorise an absence will always rest with the school. 
 
Parents/carers will: 
 

• Support the school in aiming for 100% attendance each year.   

• Promote and encourage good routines and habits to enable their child to get to 
school on time in the morning, ready and prepared for the day ahead.   
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• Avoid taking their child out of school for non-urgent medical or dental appointments.  
Routine dental, optician & medical appointments should be scheduled for after 
1430. 

• Notify the tutor/Head of Year of any proposed, unavoidable absences well in 
advance. 

• Inform the school on the first day of absence by calling the school before 0815 or 
sending a message via the Edulink app.  Provide details as to the reason for absence 
and the likely return date.   You may receive a phone call if we need further details 
about the reason for absence.   

• Only request a leave of absence if it is for an exceptional circumstance (see Leave of 
Absence section below).  Fill out the form on the website in advance of confirming 
any travel arrangements, and email to the Head of Year.  

• Notify the school of any changes to contact details. 
• Ensure that the school has contact details for two adults. 

 
Statutory duty of the school 
 
The school has a statutory duty to maintain accurate registers for attendance.  A register is a 
legal document and can be demanded in a Court of Law.   
 
Responsibilities of the school’s Senior Leadership Team (Attendance Lead)  
 

• Oversee, direct and co-ordinate the school’s work in promoting regular attendance. 

• Ensure the attendance policy is consistently applied throughout the school.  

• Ensure that attendance is both recorded accurately and analysed.  

• Ensure that attendance issues are identified at an early stage and that support is put 
in place to deal with any difficulties. 

• Liaise with the pastoral staff and the attendance officer, if absence is frequent or 
continuous. 

• Direct pastoral staff/attendance officer to discuss with parents/carers the need and 
reasons for their child’s absence to encourage them to keep absences to a minimum. 

• Liaise with outside agencies (eg Children’s Services) to intervene with students and 
families who have not responded to early intervention, when persistent attendance 
is an issue. 

 
Responsibilities of tutors and classroom teachers/learning coaches 
 

• Ensure that all students are registered accurately and timely. 

• Promote good attendance with students, whenever possible. 

• Liaise with the attendance leader/attendance officer on matters of attendance and 
punctuality. 

• Communicate any concerns or underlying problems that may account for a child’s 
absence. 

• Support pupils who are absent to engage with their learning once they are back in 
school. 

• Provide guidance, support and resources for students who are persistently absent. 
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School attendance & punctuality processes 

 
Lateness/Punctuality 

 
Pupils who are persistently late disrupt not only their own education, but also that of the 
other pupils, and this will not be tolerated. Those who are persistently late to registration 
will have consequences set in place, including after school sanctions to make up lost time. 
Furthermore, persistent lateness over an extended period of time is considered an 
unauthorised absence and will be subject to legal action (see below). 
 
Parents or carers of pupils who have patterns of lateness will be contacted to discuss the 
importance of good time keeping and how this might be achieved. If lateness persists, 
parents will be invited to attend a meeting at the school to discuss the problem and possible 
solutions. If parents are not able to support the school and a student accumulates ten or 
more ‘U’ marks in any 10-week period, the school will be required to issue parents with a 
Penalty Notice (PN), in accordance with Hampshire County Council’s Code of conduct: 
issuing Penalty Notices for unauthorised absence from schools. 
 
Key information (lateness): 
 

• The school day begins at 0825 and all pupils are expected to be in school at this time. 

• Morning registration is at 0830 and students are considered late once the register 
has been closed.  

• Any student who arrives after 0845 must sign in at reception. 

• All lateness is recorded daily. This information will be required by the courts, should 
a prosecution for persistent absence or lateness be necessary. 

• Arrival after the close of registration, but before 0900, will be marked as a code ‘L’. 

• After 0900 it will be marked as an unauthorised absence (for the morning session) 
and coded ‘U’, in line with Hampshire County Council and Department of Education 
guidance. This mark shows them to be on site, but is legally recorded as an absence. 

• If a pupil is late or absent due to a medical appointment, they will receive an 
authorised absence, coded M.  When deemed necessary by the school, parents 
should be able to provide official notification of such appointments. 

 
Absence 
 
A child not attending school is considered a safeguarding matter and the school is duty-
bound to collect evidence/information about the reason of any absence. 
 
Attendance is recorded in sessions and each school day comprises two sessions – morning 
and afternoon.  A student is defined as persistently absent when their attendance is below 
90%.  A student is defined as severely absent, when attendance falls below 50%. 
 
Absences which are legitimate and accompanied by information/evidence supplied by the 
parent are recorded as authorised; all other absences are recorded as unauthorised. 
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Parents are asked to contact the school before 0815 on the first day of absence to provide 
the reason for absence and confirmation of the likely duration of absence.  Parents can 
either leave a message on the absence line by calling the school number, or they can use the 
Edulink Absence Reporting facility on the Edulink app. 
 
The school has in place a system of first-day contact.  If a student is absent without 
explanation, parents will be contacted by the attendance officer to establish a reason for 
the absence.  This will identify at an early stage those students who do not have a legitimate 
reason for absence or who may be absent without their parents’ knowledge.  
 
If the attendance officer is satisfied that sufficient information has been provided regarding 
the absence and the reason is accepted, the absence will be marked in the register with an 
authorised absence code (eg. I = illness, C = authorised reason, M = medical appointment) – 
this is an authorised absence.  If the school does not receive a satisfactory explanation for 
the absence, the matter is referred to the Head of Year (HOY) or the Pastoral Support 
Coordinator (PSC) for the relevant year group.  The absence will then be investigated and, 
where no satisfactory explanation is obtained, it will be recorded as unauthorised (O). 
 
In the case of extended periods of absence, or short but frequent absences due to ill health, 
the school may request that parents supply supporting medical evidence, in order to verify 
those absences.  Such evidence may be in the form of a GP or surgery stamp on a 
compliments slip or an appointment slip, or an official letter confirming appointments etc.  
Where appropriate, the school may also seek parental consent in order to refer the student 
concerned to the School Nursing Team at Hampshire County Council. 
 
When a student is legitimately absent from school for a long period, the HOY/PSC will 
arrange with the student's subject teachers for appropriate work to be set.  Work will not 
normally be provided for students who are going on holiday during term-time. 
 
In the case where attendance is becoming a concern, parents will be invited into school to 
meet with the Head of Year and/or the Attendance team to work together to identify 
possible barriers and come up with an agreed action plan to address these barriers.  The 
school has a number of resources available to support students & families and we have 
close working relationships with a number of external agencies to help where needed.   
 
We will from time to time issue attendance letters to notify parents that their child’s 
attendance has fallen towards the “persistent absence” threshold; this is to ensure parents 
are aware that the level has fallen and to prompt parents to contact the school to discuss 
any possible issues so that these can be addressed swiftly.   
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Absence without contact 
 
Absence: 3 days 
If a student is absent for three consecutive days and it has not been possible to contact 
parents/carers, the school is required to start child Missing in Education procedures, as set 
down by Hampshire County Council (“HCC”) guidance.  Such absences, without any contact 
from parents, should be treated as a red flag for potential safeguarding issues and should be 
reported to the Designated Safeguarding Lead (DSL) without delay. 
 
Absence: 10 days 
If this absence period extends to ten consecutive days, without contact with parents/carers, 
the school has a legal responsibility to contact the Children’s Services department at HCC.  
Representatives of this team, will then take steps to contact the family and this may include 
visiting the last known address. 
 
Penalty Notices for non-attendance and other legal measures 
 
Where a child has unauthorised absence the school must enforce HCC’s Code of Conduct: 
Issuing Penalty Notices for unauthorised absence from schools or follow its guidance on 
other legal measures for non-attendance. The code of conduct is a statutory document that 
ensures that powers for legal sanctions are applied consistently and fairly across all schools 
and their families within the authority.  
 
Parents/carers are committing an offence if they fail to ensure the regular attendance of 
their child at school, where they are of compulsory school age, unless the absence has been 
authorised by the school. 
 
HCC will use the full range of legal measures to ensure good attendance, when necessary.  
 
Legal measures will only be considered when there is unauthorised absence and: 
 

• the child or family do not require the support from any agency to improve the 
attendance and/or have rejected or not responded to support from the school or 
HCC. 

• the child has 10 or more sessions of unauthorised absence in any 100 sessions, and 
parents are complicit in the child’s absence. 

 
The following legal measures can be taken: 
 

• parenting contracts set at Education Planning Meetings 

• parenting orders 

• Penalty Notices 

• Education Supervision Orders 

• prosecution 
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The code of conduct states that HCC will issue a Penalty Notice for any unauthorised 
absence where the pupil has: 
 

• accumulated 10 or more half-day sessions (five school days) of unauthorised 
absence during any 100 possible school sessions – these do not need to be 
consecutive absences. 

• been persistently late (coded U) on 10 or more occasions (five days), after the 
register has closed. 

• been persistently late before the close of the register (coded L), but the school has 
met with parents and has clearly communicated that they will categorise as 
unauthorised any further lateness (code O), and where the threshold of 10 sessions 
(five days) has been met 

• been absent for any public examinations of which dates are published in advance, 
without authorisation. 

 
If the unauthorised absence meets any of the above criteria and the family or child do not 
require any agency support to improve the attendance, then a Penalty Notice is issued for 
either: 
 

• 10 sessions of unauthorised absence or lateness in any 100 session period 

• one or more sessions of unauthorised absence during a public exam, formal school 
assessment or testing where dates are published in advance. 

 
This includes where a pupil has unauthorised absence due to: 

 

• non-approval of a parent/carer’s request for leave of absence, or a holiday that has 
been taken without permission. 

 
Parents and carers will be warned of the likelihood of a Penalty Notice being issued for 
unauthorised absence via a letter, through the return of a Leave of Absence request form, 
or through the school’s attendance policy and website.  
 
The Penalty Notice is a fine that is issued to each parent/carer who condoned (or was 
responsible for the child) during the period of unauthorised absence, for which the fine has 
been issued.  
 
For each case of unauthorised absence HCC will decide whether a Penalty Notice is issued to 
one or more parents/carers for each child. NB: This could mean four Penalty Notices for a 
family with two siblings, both with unauthorised absence for holiday, i.e. one Penalty Notice 
for each child to each parent. 
 
Each Penalty Notice carries a fine of £60 if paid within 21 days of the documents being 
posted.  If the fine is not paid within 21 days the penalty is automatically increased to £120 
if paid within 28 days. If the fine remains unpaid, Hampshire County Council will consider 
prosecution.  
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Note: If the Penalty Notice is paid and a student has further unauthorised absences, 
additional legal action will be taken. For example, in the event that a Penalty Notice has 
previously been served to you due to unauthorised holiday, should your child have any 
future unauthorised leave, this will result in further legal action for you, such as prosecution 
or an Education Supervision Order.  
 
Leave of Absence 
 
Headteachers may not grant any leave of absence during term time, unless there are 
exceptional circumstances. 
 
For illustrative purposes, the following circumstances may be considered by the school to be 
exceptional:  
 

• leave requested for the purposes of religious observance, which may include the 
celebration of a festival or attendance at a ceremony; 

• leave requested when a family needs to spend time together in order to support 
each other during or after a crisis; 

• leave requested by service personnel and other employees who are not permitted to 
take leave outside term-time; 

• leave requested for one-off special occasions such as the wedding of a close family 
member or the graduation of an older brother or sister; 

• leave requested for a student who has qualified to participate in an event organised by 
a national body. 

 
The regulations stipulate that every request received must be considered on an individual 
basis.  Even in the case of exceptional circumstances, the school must determine whether to 
approve the absence or not.  In making this decision, consideration will be given to the 
student’s attainment and attendance, followed by the frequency of the request, the nature of 
the event for which leave is sought and whether the parent has given advance notice.  
 
Parents and carers are strongly advised to apply for leave of absence before they confirm 
any arrangements.  Parents wishing to request leave of absence for a child must do so in 
writing using the appropriate form (available on the school website).  Completed forms (a 
separate form for each child) must be submitted to the child’s Head of Year well in advance of 
the dates for which leave is requested.  
 
Any leave of absence taken without the Headteacher’s consent will be counted as 
unauthorised absence.  The Department for Education is clear that there is no parental 
right to take a family holiday in term time and factors such as cost, experiences for the 
child, weather and overlapping with school holidays are not grounds upon which to 
authorise leave of absence. 
 
All aspects of this policy are based in the text of the HCC policy for attendance and lateness.  
This foundation document can be found here:  
https://www.hants.gov.uk/educationandlearning/behaviour-attendance-parents 

https://www.hants.gov.uk/educationandlearning/behaviour-attendance-parents

