
Northgate High School 

Attendance Guidance and Procedures 
 
The aim of this document is to provide guidance to help encourage all of our pupils/students to attend school 
regularly and punctually.  Pupils need to attend school regularly to benefit from their education, as missing out on 
lessons leaves them at risk of falling behind.  Excellent attendance is vital if we are to ensure they succeed in 
school and in their future lives, and is an integral part of our ethos of social inclusion. 
 
The whole school community has a responsibility for promoting excellent attendance: parents/carers, 
pupils/students, school staff, governors and the Education Welfare Officer. 
 
Parent/Carer Responsibilities 

 To ensure the pupil/student attends and remains in school 

 To ensure the pupil/student arrives punctually, with the correct uniform and equipment, and in a 
condition to learn 

 To take holidays only during school holidays 

 To take an interest in their child’s education 

 To instil in the pupil/student a respect for education, for those who deliver it, and for the school's codes 
of conduct 

 To inform staff as soon as any problems arise at home or in school 

 To notify the school immediately if the pupil/student is prevented from attending because of sickness, or 
other unavoidable cause, by phoning the Attendance Officer 

 
Wherever possible, parents/carers should avoid making medical/dental appointments for their children during 
school hours. 
 
Parents/carers do not have a legal right to take children out of school for a holiday during term time. Where 
parents/carers need to apply for exceptional leave, they should do so at least 3 weeks prior to absence, using the 
‘Exceptional Leave of Absence’ form.  This can be obtained from the relevant Head of Year. 
 
Unauthorised absence totalling 10 sessions (5 days) or more will be referred to the Local Authority for a Penalty 
Notice Fine. More information about Local Authority Penalty Notice Fines can be found on the Suffolk County 
Council website at www.suffolk.gov.uk 
 
Pupil/student Responsibilities 

 To recognise the importance of regular school attendance 

 To attend morning registration/assembly and all lessons punctually 

 To follow school procedures if they arrive late 

 To attend all their lessons ready to learn 
 

If a pupil/student is having difficulties which might prevent them from attending school regularly, they should 
speak to their Form Tutor or Head of Year. 
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School's Responsibilities  

 To promote excellent attendance and work to reduce absence 

 To monitor attendance and act early to address patterns of absence using pastoral teams and family 
support and engagement workers 

 To treat problems that may lead to non-attendance seriously and, when appropriate, confidentially 

 To ensure that the legal responsibility of registering children is carried out twice a day, during registration 
in the morning and at the beginning of Period 4 

 To respond to absenteeism firmly, consistently and with care 

 To consult with the Education Welfare Officer if a pupil’s/student's attendance continues to give cause for 
concern 

 To ensure that authorisation of absence is appropriate 

 To acknowledge and celebrate the excellent or improved attendance of individual pupils/students, classes 
or tutor groups 

 To keep subject registers and follow up any absences from lessons in order to deal with truancy 

 To create positive partnerships with parents, carers and outside agencies in maintaining pupils’/students’ 
excellent attendance 

 To report attendance to parents/carers three times a year via an attendance report 

 To liaise with parents/carers regarding their children and their learning progress 

 To safeguard all children on the school roll and have in place the legal safeguarding requirements 

 To refer pupils where there is no attendance for a continuous period of 20 sessions or more to the local 
authority 

 
While all staff at school will provide an ethos which places a high value on excellent attendance and punctuality, 
the Attendance Officer (Years 7 to 11) and Student Support Officer (Years 12 and 13) have specific duties that 
include: 

 Recording the attendance of pupils/students who arrive late and making appropriate amendments as 
required 

 Allocating appropriate codes to the electronic record of pupils/students who are absent, and for whom 
the reason for absence has been notified by a parent/carer 

 Making daily calls home where a pupil/student is absent without reason 

 Following up cases where a reason for absence is unknown by contacting parents/carers  

 Issuing letters home regarding poor attendance 

 

In addition, the Attendance Officer will share pupil/student attendance data and statistics with pastoral staff and 
the Education Welfare Officer.  The information stored on the school’s Management Information System will also 
form the basis of regular statistical returns to the Local Authority. 

 

Education Welfare Officer 

The local authority allocates an Education Welfare Officer to work with the school on matters of absence, truancy 
and lateness.  Where it is deemed appropriate, the EWO will liaise with pupils/students and parents/carers.  The 
local authority has the power to impose fines on parents in cases of inappropriate and unauthorised 
pupil/student absence. 

 
This policy complies with the School's Equal Opportunities Policy. 
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