
 
 
 
 
 
 
 
 
 
 
 
 

 
   
 

Attendance Policy 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



All students need to be given the opportunity to take full advantage of the 
educational opportunities offered at Vision Studio School 
 
In order to maximise their learning all students must attend the School regularly and 
arrive by 9.00a.m.  
 

1. Objectives of Vision Studio School 
  

 encourage full attendance and punctuality  
 ensure parents/carers are aware of attendance/punctuality concerns  
 work with the Education welfare service and other appropriate agencies to 

support good attendance and punctuality  
 record and monitor attendance and absenteeism and apply appropriate 

strategies  
 acknowledge and reward a successful record of attendance through the 

School’s rewards system  
 ensure a consistent approach throughout the school.  

 
2. The Law  

 
Section 444 of the Education Act 1996 requires parents/carers to ensure that their 
children receive effective full-time education by regular attendance at school or 
alternative provision.  
 
The school must keep 2 registers: an admissions register, which serves as the 
school roll, and an attendance register.  
 
At the Studio School 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 
 

3. 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, 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. 

4. Authorised and Unauthorised Absence  
 
Only the school may authorise a pupil’s absence from school.  
Absence for the following reasons could be authorised where parents have 
confirmed the absence in writing 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  
 if permission for absence has been granted in advance by the Principal  

 
Absence will be recorded as unauthorised in any other circumstances.  
It may be necessary for the school or Education Welfare Officer 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 or the 
Education Welfare Officer may ask for the permission of the parent/carer to contact 
the child’s GP to confirm that the medical condition prevents the student from 
attending school and to establish a possible return date for the student. You will also 
be asked to attend a strategy meeting to discuss working from home and return to 
school  
 

5. Responsibilities  
 
5.1 Staff will monitor attendance by:  
 

 accurately marking a class register at the start of each lesson  
 notifying parents/carers of any concerns regarding attendance and punctuality  
 liaising with the other staff in the school with respect to any serious concerns 

regarding attendance or punctuality.  
 
5.2 Students are expected to:  
 

 arrive at the School no later than 9.00 am and be ready for learning  
 register at reception, if for any reason they arrive late for school  
 bring a letter from home or an appointment card for any request to leave the 

school during the day  
 attend all lessons assigned to them. Non-attendance of lessons in or outside 

the school grounds, will be investigated and appropriate measures taken  
 
5.3 We request that parent/carers:  
 

 ensure that their child arrives at the School no later than 9.00am, dressed 
appropriately and properly equipped for a day’s education  

 phone reception before 9.00 am on the first day of absence and every day 
thereafter, giving the reasons for absence.  

 contact the school if the reason for absence is caused by something other 
than illness, i.e. worry about their learning, friendship problems etc  



 support us in only allowing students to be absent for reasons that the school 
would authorise illness, bereavement, extreme family difficulties, days of 
religious observance to be agreed in advance-see criteria for authorised 
absence  

 not allow students to stay home for reasons that the school would not 
authorise e.g. shopping trip, hair appointment, birthday treat, looking after 
siblings, visiting relatives  

 make all routine dental and medical appointment out of School hours or 
during the holidays  

 not requesting holidays during term time. 
 be familiar with term dates, dates of all relevant exams and enrichment 

activities before booking a trip or holiday. Parents can obtain this information 
by contacting the school or looking on our website  

 
5.4 The school will address issues with attendance and punctuality by:  
 

 working in accordance with processes set out to support targets for 
attendance  

 overseeing all registers on a daily basis to ensure these are kept up to date 
and to identify any attendance/punctuality concerns  

 liaising with appropriate members of staff to authorise non-attendance where 
necessary  

 liaise between home and school over unknown absence  
 contact home on the first day of absence  
 monitoring daily students who are late after 9.00am and to contact 

parents/carer when concern arises  
 preparing weekly attendance statistics  
 reward students for good attendance  
 monitor attendance of the whole School, particularly noting students with 

Special Educational Needs, ongoing safeguarding concerns or barriers to 
education  

 set realistic attendance and punctuality targets with each student  
 
5.5 If attendance or punctuality is a concern we will:  
 

 discuss the problem with the student to try and improve the situation  
 inform the parent/carer and include them in discussion about remedying the 

problem  
 contact the Educational Welfare Officer who may want to phone or visit  
 parents/carer to ascertain the reason for absence/lateness and offer support 

where necessary  
 in the event that student’s attendance or punctuality remains a concern then 

the Educational Social Work Service can take parents to court  
 

 


