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Attendance Policy 
Excellent Attendance = More Learning = More Progress = Better Outcomes = Better Life Chances 

Our attendance target for 2024/2025 is to be above 96% 
However, we strive for 100% 
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EPHS Attendance Policy 2024/2025 

 
At Ellesmere Park High School, we take school attendance very seriously. We encourage and support our students and their 
families to understand and appreciate how important a high standard of attendance is and how it can impact on exam 
results, which are the backbone for positive outcomes for a student’s future. 
 

Our current attendance target is 96%, we expect all students to work towards maintaining at least this 
attendance figure. It is important for students and parents to understand that 90% attendance equates to a total of 4 weeks 
of absence over the year, or half a day per week. This will have a large impact on a child’s progress. 
 

• Student absence from school 
 
If your child is absent from school for any reason you MUST let us know as soon as possible on the first day of absence 
by calling 0161 789 4565. If we have not heard from you, we will send you a text to let you know your child is absent. You 
can text back to update us, giving us the reason why they are absent and to let us know when we can expect them back in 
school. This text/email is generally sent to you within an hour of the start of the school day. It is imperative that we have 
correct contact details so please let the school know of any changes.  
 
Unless a specific time period of absence is given to us, we will assume that your child will be returning to school the 
following day, it is therefore imperative that you call/text us every day that your child is absent as we cannot assume that 
if a child is ill one day that it is the case for the following day. 

 
• How we will communicate with you 

 
We will text, email or ring you if your child is absent and you have not told us why. If we are concerned about your child’s 
attendance or punctuality, we will contact you by phone. The Family Support Worker may make a home visit if your child is 
regularly absent. 
 
If your child’s attendance drops below the school’s attendance target of 96% it is likely that you will receive a letter from 
your child’s Head of Year to say that they will be monitoring your child’s attendance for a set period (usually 20 school days) 
and that any absences due to illness or injury will need to be evidenced. 
 
If your child has a pre-existing medical condition that may affect their attendance at school, please contact your child’s 
Head of Year to ensure that we can support you with this in any way possible. 
 

• Medical / Dental Appointments  
 
We ask that all medical and dental appointments are made for out of school hours. If this is not possible, an appointment 
card/ parent's note must be shown to the school office before any student may leave the school premises. Where possible 
an appointment card or letter should be shown to the office in advance. 
 
If it is an emergency appointment, please contact the school on the day of the appointment to advise us of the time of the 
appointment and the arrangements for your child leaving the school premises. 
 
*Please be aware that if we have not seen any evidence or received a phone call from a parent/carer regarding an 
appointment we will not allow a student to leave the premises. 

• Approval for term-time absence  

The Headteacher will only grant a leave of absence to students during term time if they consider there to be ‘exceptional 
circumstances’. A leave of absence is granted at the Headteacher’s discretion. The school considers each application for 
term-time absence individually, taking into account the specific facts, circumstances and relevant context behind the 
request. Valid reasons for authorised absence include: 
 
 

 Illness and medical/dental appointments  

 Religious observance – where the day is exclusively set apart for religious observance by the religious body to which 
the student’s parents belong.  If necessary, the school will seek advice from the parents’ religious body to confirm 
whether the day is set apart 
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 Traveller students travelling for occupational purposes – this covers Roma, English and Welsh Gypsies, Irish and Scottish 
Travellers, Showmen (fairground people) and Circus people, Bargees (occupational boat dwellers) and New Travellers. 
Absence may be authorised only when a Traveller family is known to be travelling for occupational purposes and has 
agreed this with the school but it is not known whether the student is attending educational provision 

 

• Intervention strategies for improving attendance 
 
95% and above – No intervention, keep it up! 
 
Stage 1 (Usually 95% or below) - Letter sent home with registration certificate, this usually means your child will be 
monitored and any absence, without medical evidence, will be recorded as unauthorised. These letters are sent throughout 
the year. 
 
Stage 2 (Usually 90% or below) – Parents will be invited to an Attendance Panel Meeting due to there being no 
improvements in attendance and now being classed as a persistent absentee. The Attendance Panel Meeting will have a 
member of the pastoral team, usually the Family Support Worker and an Education Welfare Officer.  This meeting will 
involve your child being under a 6-week review of their attendance. Students will be monitored in school by the Family 
Support Worker. 
 
Stage 3 (Usually 85% or below) – If the previous intervention strategies have not improved your child’s attendance, Fast 
Track to Prosecution may be instigated by the Education Welfare Officer. This will involve a monitoring period for at least 
12 weeks. Prosecution could include a fine of up to £2,500, a custodial sentence not exceeding 3 months, Community 
Service (for all parents with Parental responsibility). 
 
*Please be aware that every child’s attendance is looked at on an individual basis by the pastoral team. For example, if your 
child suffers from a medical condition that may affect their attendance the intervention/support strategies put in place 
would differ from those above. 
 

• Persistent Absentees (PA) 
 
Any student whose attendance is below 90% is classed as a PA. Having attendance this low is detrimental to a 
child development and progress. Interventions will be put in place to support a child and their family to increase 
their attendance so that they are not missing valuable learning time.  
 

• Rewards 
 

We celebrate and reward those students that have excellent attendance but also those students who show improvement. 
It is vital that students are celebrated for their achievements and improvements. Attendance rewards are presented via way 
of ClassCharts. Attendance points are awarded that can then go towards various items. We also have form group attendance 
competitions on a weekly, termly basis. Again, the winning forms groups receive ClassChart points.  
 

 

• The Role of our Family Support Worker 
 
As part of the school’s on-going efforts to help students reach their potential and benefit the most from their time in school 
a Family Support Worker (Mrs Saleemi) has been appointed. Her role is to ensure students are achieving their potential 
through attending school regularly and gaining the support required. Hopefully by working alongside parents to support 
their child we will ensure the best possible outcomes for each child. 

 
 
 
 
 



 

EPHS Attendance Policy 2024/2025    4 
 

Punctuality: We expect all students to have excellent punctuality.  
The school day starts at 8:40am 

First bell will ring at 8:35am and ALL students are expected to be in their form group by 8:40am. If a student arrives 
after 8:40am, they will be classed as late.  

What are the benefits of being on time? 

• It gets your day off to a good start and puts you in a positive frame of mind, so that you can make the most of your 
learning opportunities. 

• Form time is very important. Lots of information about the school day is given out first thing in a morning and you may 
miss key information if you are late. 

• It sets positive patterns for the future. You can't expect to keep a job if you're always coming in late; 
• It leads to better achievement because you attend for the entirety of each lesson. 
• It helps you develop a sense of responsibility for yourself and towards others and is a sign of good character; 
• It is respectful to your teacher and to your peers and builds good habits for later in life when your employer pays you 

to be on time. 

• What happens if your child is late? 

If your child is going to be late for school, where possible contact the school office on 0161 789 4565 and advise us of the 
reason for your child’s lateness. If there is a justifiable reason for their lateness the office will make a note of it and will 
ensure that your child is not given a ‘late detention’. If your child has a medical appointment that will cause them to be 
late, please let us know in advance by either calling the office or sending your child in with a note/appointment card so that 
we can mark it on our registers. For emergency appointments a phone call in the morning is much appreciated. 

If your child is late, they must sign in Student Services. Student Services is supervised by a member form the Pastoral Team 
from 8:40am-9:00am every morning. If your child is later than 9:00am they will be required to enter through the main 
reception and sign in. 

The Heads of Year and Attendance Officer closely monitor punctuality and parents/carers of any students who are late on 
a regular basis will be contacted and asked to come in for a meeting to discuss the effects of their child’s poor punctuality 
and work with parents/carers to try and improve it by putting appropriate interventions in place. 
 

*IMPORTANT 
After the registers close at 9:10am any student that arrive after this time (without a legitimate reason) will be given a ‘U’ 
code on the registers. This is classed as an unauthorised absence. This also means they will lose their whole morning mark 
therefore only receiving 50% attendance for the day.   
 
Please be aware that the school can apply to the Local Authority for a fixed penalty notice for any student that receives 10 
or more ‘U’ codes for lateness. This may result in parents/carers receiving a fine of up to £160 per parent/per child. 

 
• Consequences for being late 

 
Punctuality to School 
All students are expected to arrive to school on time and lined up in their form group in their designated area by 8:40am 
latest. Any student arriving after this time will be marked as late and will receive a same day detention of 20 minutes. 

 
Punctuality to Lesson 
Students are expected to arrive to all of their lessons on time throughout the day to maximise learning time. 
Late to lesson will be signified by a bell after the lessons have started. Any student arriving to a lesson late will receive a 
same day detention of 20 minutes. 
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Penalty notices  
• A Penalty Notice will incur a fine of £80 per parent per child if paid within 21 days.  The fine increases to 

£160 per parent per child if paid within the 21 days following the Penalty Notice being issued.  

• Any second penalty notice issued to the same parent for the same child with in a 3-year period will be 

issued at the rate of £160. This is to be paid with 21 days.  

• The threshold at which a penalty notice must be considered is a set at at 10 sessions (5 days) of 

unauthorised absence within a rolling 10-week period. This may include arriving late after the registers 

close (09:10) 

• A maximum of two penalty notices may be issued to a parent for the same child within a rolling 3-year 

period, so at the 3rd (or subsequent) offence(s)another course of action will need to be considered (such 

as prosecution) 

 
Key School Contacts. 

• School absence line: 0161 789 4565 
• Headteacher: Mr I Ross 
• Deputy Headteacher; Mr M Bird (DSL) 
• Associate Assistant Headteacher: Mrs L Aspinall 
• Pastoral Leader: Mr D Aspinall 
• Attendance Officer: Mrs L Rigby 
• Head of Year 7: Mrs J Howard 
• Head of Year 8: Mr S Rasmussen 
• Head of Year 9: Mrs M Lewis 
• Head of Year 10: Mrs L Kavanagh 
• Head of Year 11: Mr C Hutton 
• Operational Safeguarding Lead (DSL): Mrs S Calderwood 
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Attendance Codes. Each school day is spilt into two sessions, morning (AM), afternoon (PM).  
 
/ & \ = / is used in the morning and \ is used in the afternoon. Both these marks mean that your child was present and on 
time.  
B = Attending any other approved educational activity 
C = Leave of absence for exceptional circumstance 
C1 = Leave of absence for the purpose of participating in a regulated performance or undertaking regulated employment 
abroad. 
C2 = Leave of absence for a compulsory school age pupil subject to a part-time timetable 
D = Duel registered at another school 
E = Suspended or permanently excluded and no alternative provision made 
G = Holiday not granted by the school. The G mark is used if a parent takes their child out of school during term time.  
We take attendance very seriously because there is clear evidence that any absence from school can and does impact on 
children’s attainment. The second most common reason for absence from school is for a family holiday Headteachers may 
not grant any leave of absence during term time. 
I = Illness (not medical or dental appointment) Please do not assume your child has an authorised absence just because 
you telephoned to inform us. If your child’s attendance is low and you have received an attendance letter, we may require 
further information and may be logged as unauthorised. 
J = Interview e.g. college interview 
J1 = Leave of absence for the purpose of attending an interview for employment or for admission to another educational 
institution 
K = Attending education provision arranged by the local authority 
L = Late to school before registers close 
M = Leave of absence for the purpose of attending a medical or dental appointment  
N = Reason for absence not yet established (it is important you inform us of your child’s absence as soon as possible on the 
first day of absence otherwise this code will change to O)  
O = Absent in other or unknown circumstances. The O code is used when we have not received any reason for your child’s 
absence. These O marks shows that we have been unable to get hold of you and that you have not told us why your child 
was off school. O is also recorded where school feel there is not a good enough reason for your child to be absent.  This is 
an unauthorised absence reported in the child’s attendance certificate. 
P = Approved sporting activity 
Q = Unable to attend the school because of a lack of access arrangements 
R = Religious Observance i.e. EID  
S = Leave of absence for the purpose of studying for a public examination 
T = Parent travelling for occupational purposes 
U = Arrived in school after registration closed (9:10) 
V = School trip or another educational visit 
W = Work Experience 
X = Non-compulsory school age pupil not required to attend school 
Y1 = Unable to attend due to transport normally provided not being available 
Y2 = Unable to attend due to widespread disruption to travel 
Y3 = Unable to attend due to part of the school premises being closed 
Y4 = Unable to attend due to the whole school site being unexpectedly closed 
Y5 = Unable to attend as pupil is in criminal justice detention 
Y6 = Unable to attend in accordance with public health guidance or law 
Y7 = Unable to attend because of any other unavoidable cause 

Z = Prospective pupil not on admission register 
# = Planned whole school closure 
 

 
 
 
 


