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Aims of this policy 
¢ƘŜ ŀƛƳ ƻŦ ǘƘƛǎ ŘƻŎǳƳŜƴǘ ƛǎ ǘƻ ǎŜǘ ƻǳǘ Ƙƻǿ bƻǘǘƛƴƎƘŀƳ DƛǊƭǎΩ !ŎŀŘŜƳȅ ǿƛƭƭ promote good attendance 

and reduce absence, including persistent absence. Ensuring every student has access to full-time 

education to which they are entitled. Acting early to address patterns of absence. This document 

exemplifies how we create and maintain the positive climate required to fulfil our mission and remain 

true to our values, in order to achieve these pupils need to be present: 

 
Mission 

We believe in creating a community empowered with the qualities and qualifications to enter the 
next phase of life with confidence and ambition. 

Values 

¶ ²Ŝ ǎǘǊƛǾŜ ǘƻ ŦǳƭŦƛƭ ŜǾŜǊȅƻƴŜΩǎ ƭŜŀǊƴƛƴƎ ǇƻǘŜƴǘƛŀƭΦ 

¶ We value high standards, hard work and a ceaseless desire to improve. 

¶ We provide a safe, kind, nurturing and inclusive environment. 

¶ We enjoy the journey together. 

 
To achieve this, we have: 

¶ The safety, well-being, and education of each pupil as our priorities. 

¶ High expectations which are clearly communicated to pupils, parents/carers and staff via 

assemblies, letters, noticeboards, tutor time notices, pupil planners and the website. 

¶ Clear procedures and systems to ensure effective and timely recording and sharing of 

information. 

Rationale 
!ǘ ǘƘŜ bƻǘǘƛƴƎƘŀƳ DƛǊƭǎΩ !ŎŀŘŜƳȅ ǿŜ ōŜƭƛŜǾŜ ƛǘ ƛǎ Ǿƛǘŀƭƭȅ ƛƳǇƻǊǘŀƴǘ ŦƻǊ ǇǳǇƛƭǎ ǘƻ ŀǘǘŜƴŘ ǎŎƘƻƻƭ ǊŜƎǳƭŀǊƭȅ 
and punctually. This will give them the best opportunity to progress and achieve their full potential. 
Good attendance and punctuality will also encourage pupils to become responsible and resilient 
individuals, which will serve them well in their future working lives.  
 
We believe that if students are to benefit from their education and achieve their potential, good 
attendance and punctuality are crucial. As a school we do all that we can to ensure maximum 
attendance for all students; we identify and address any problems that impede punctuality and regular 
attendance as speedily as possible.  
 
We recognise that parents/carers have a vital role to play in establishing regular and punctual 
attendance and therefore strive to work in partnership with parents/carers and students to resolve 
those problems as quickly and efficiently as possible. We will support parents/carers to perform their 
legal duty to ensure their children of compulsory school age attend regularly and we will promote and 
support punctuality in attending lessons. We will adopt a clear, focused approach aimed at returning 
the student to full attendance at all times. A similar approach will be adopted with students whose 
punctuality is considered to be an issue. 
 
It is suggested that 17 missed school days a year equals 1 GCSE grade drop in achievement. 90% 
attendance over 1 school year of secondary school equals 4 whole weeks of lessons missed. 90% 
attendance over 5 school years of secondary school equals half a school year missed. If a student can 
improve their attendance by 1%, they will see a 5-6% improvement in school attainment. 
 

 



 

4 
 

Public 

Public 

Standards 
At the Nottingham Girls' Academy we; 

¶ We expect every student to attend school on time, every school day, unless there is a 
legitimate reason for absence. Our minimum expectation is 97%.  

¶ Expect pupils to arrive on time every day. 

¶ Will support parents/carers in their legal responsibility to ensure their child attends school 
regularly and punctually. 

¶ Believe family holidays should not be taken during term time. We will not authorise requests 
for holidays during term time, unless in very exceptional circumstances. 

Policy and Procedures 
Recognising good attendance and punctuality 
As a school we feel the importance of recognising our students for their attendance and recognising 
students who have improved. We use a range of measures to praise and reward pupils who meet their 
attendance and punctuality targets. These include achievement assemblies, certificates, BUILD points, 
reward events and trips. During their assemblies each week and during prearranged attendance 
assemblies, students can receive rewards for their efforts. Another place to capture excellent 
attendance is in our weekly notices, this creates student friendly competition among tutor groups.  
Classes can compete for most improved attendance or highest attendance in a certain timeframe 
resulting in a reward for their whole tutor group too. 
 
Addressing poor attendance  
We work diligently to help pupils attend well. We communicate regularly with parents/carers and 
always aim to provide support to overcome barriers to good attendance.  Our Education Welfare 
Officer (EWO), Mrs J Steeples, works with families when attendance falls to worrying or unacceptable 
levels.  
 
Any pupil whose attendance falls below 90% and fails to meet interim thresholds throughout the year, 
is likely to become a Persistent Absentee (PA). In these cases, further absence due to illness or medical 
reasons will not be authorised unless supported by additional medical evidence such as a GP 
appointment card or letter.  
 
Pupils in this attendance category will be monitored closely and we will perform home visits during 
this period, to discuss absence and hold meetings with parents/carers. If this still does not prompt an 
improvement in attendance, we will seek intervention from the Education Welfare Service and 
ultimately pursue court action. 
 
The Education Welfare Officer from the local authority has weekly contact with the EWO at school to 
discuss ǎǘǳŘŜƴǘǎΩ attendance, offering advice and support where it is required. Arrangements are then 
made for both parties to meet with parents/carers and the pupils to discuss concerns and offer 
support to see an increase in their attendance.  
 
Children Missing in Education 
The school recognises that when a child goes missing from school it is a potential safeguarding issue. 
If there has been no contact received by the 3rd consecutive day of absence a home visit will be 
conducted by the EWO or their Head of Year (2 days for children on a plan with social care) and the 
student may be added on to the Children Missing in Education register. Under section 8 of the 
9ŘǳŎŀǘƛƻƴ wŜƎǳƭŀǘƛƻƴǎ !Ŏǘ όнллсύ ǘƘŜ ǎŎƘƻƻƭ ǿƛƭƭ ƳŀƪŜ ΨǊŜŀǎƻƴŀōƭŜΩ ŜƴǉǳƛǊƛŜǎ ƛƴǘƻ ǘƘŜ ƭƻŎŀǘƛƻƴ ƻŦ 
pupils with 10 days continuous unauthorised absence or for those who fail to return from leave of 
absence granted during term time. 
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Holidays in Term Time 
Family holidays should not be taken in term time as they damage progress and continuity of learning. 
We will not authorise any holidays, unless in very exceptional circumstances. Penalty notices may be 
issued, under the provisions of the Education Act (Section 444), where unauthorised holidays are 
taken. 
 
Punctuality 
Pupils who arrive late to school, without good reason, will be set a Same Day 15 minute afterschool 
detention. If a pupil does not attend this detention, then it will be escalated to a next day 45 minute 
after-school detention and loss of social times. 
 
Pupils are expected to be on time to school and to all lessons. Punctuality is a core aspect of future 
employability and getting into good habits and routines is essential. In law, it is the responsibility of 
parents/carers to ensure that their child attends school every day and on time. A pupil is deemed to 
be late for school if they are not in their tutor room or assembly line by the time the 8.45am bell rings.  
 
When a pupil is late to school, they will miss part (or all) of tutor time, assembly, or a lesson. This 
means they will miss vital learning, notices, and content from our PSHE programme of study. We place 
a great deal of importance on this and therefore treat lateness to school seriously.  
 
Our Year Teams will work with parents/carers to overcome barriers, which prevent pupils arriving on 
time. If punctuality problems persist, we may involve the Education Welfare Service, who may issue a 
penalty notice for persistent lateness under the provisions of the Education Act (Section 444). 
 
Pupils must be in their tutor room by 8.45am every day, otherwise they will be classed as late. 
 
The sanctions for lateness to school are graduated according to the number of times a pupil is late in 
a week as follows: 

 
 
 

1st late

ω15-minute same-day after school detention in the dining room at 3.15pm.

2nd late

ω15-minute same-day after school detention in the dining room at 3.15pm.

3rd late +

ω45-minute same-day after school detention in the dining room at 3.15pm.

ωAlso applies if the detention for 1 or 2 lates is not attended.

1-3 repeats

ωThe process will repeat itself no more than 3 times in order that we give pupils an opportunity to learn from 
their mistakes before we classify the pupil as being persistenly late and in need of further pastoral intervention.

Persistent 
lateness

ωParental meeting to discuss impact of continued lateness and strategies to improve punctuality.
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Maintaining good attendance is a team effort and will be made possible through effective home-
school partnership. We know that the vast majority of our parents understand the importance of 
their children being in school, and we are grateful for your ongoing support.   
 

Minutes late per day  Loss of learning time over the year  Impact on attainment  

5 minutes late each day 3 days loss of learning Less chance of success 

10 minutes late each day 6.5 days loss of learning 

15 minutes late each day 9.5 days loss of learning Serious impact on education 
and reduced career 

chances 
20 minutes late each day 13 days loss of learning 

25 minutes late each day 16 days loss of learning 

 
 
Punctuality to lessons 
When you are late, you disrupt the learning of other pupils in that lesson as well as your own. This is 
not acceptable, and the expectation will be reinforced with an escalation of same day after school 
detentions. As explained below, pupils that are persistently late to lessons will have further sanctions 
imposed.  
 

 
Truancy and Leaving site during the school day  
No pupil is allowed to leave the site without permission during the school day. If in an exceptional 
circumstance the parent requires their child to leave the school site, they must provide proof of 
appointment and telephone school on 0115 7483410 at the time the student needs to leave. 
 
External truancy is when a student leaves home to attend the Academy but does not arrive. In these 
cases, parent/carers will be contacted as per first day contact. If a student is considered to be 
vulnerable or if their whereabouts cannot be identified, it may be necessary to contact external 
agencies, such as the police and or social care.  
 
Internal truancy is when a student arrives in school but is not in their lesson (or agreed alternative). 
These incidents will be treated seriously and will result in a period of time in the Reflection Room and 
have a Same Day 45-minute afterschool detention, where they will catch up on the work that was 

1st late to 
lesson

ω15-minute same-day after school detention in the dining room at 3.15pm.

2nd late to 
lesson in the 

same day

ω15-minute same-day after school detention in the dining room at 3.15pm equating to 30 minutes.

3rd late to 
lesson in the 

same day

ωAn additional 45-minute after school detention on a Friday in the dining room at 3.15pm..

1-3 repeats

ωThe process will repeat itself no more than 3 times in order that we give pupils an opportunity to learn from 
their mistakes before we classify the pupil as being persistenly late and in need of further pastoral 
intervention.

Persistent 
lateness

ωParental meeting to discuss impact of continued lateness and strategies to improve punctuality.



 

7 
 

Public 

Public 

missed. However, parent/carers will be notified by the pastoral team if their child has truanted 
lesson/s. 

Roles and Responsibilities 
 
Students:  

ω ¢ƻ ŀǘǘŜƴŘ ǘƘŜ !ŎŀŘŜƳȅ ŜǾŜǊȅ Řŀȅ ŀƴŘ ƻƴ ǘƛƳŜ ōȅ уΥплŀƳ.  
ω ¢ƻ ŀǊǊƛǾŜ ƻƴ ǘƛƳŜ ŦƻǊ ŀƭƭ ƭŜǎǎƻƴǎ.  
ω ¢ƻ ōŜ ŀǇǇǊƻǇǊƛŀǘŜƭȅ ǇǊŜǇŀǊŜŘ ŦƻǊ ǘƘŜ !ŎŀŘŜƳȅ Řŀȅ and wearing the correct uniform. 
ω ¢ƻ ƛƴŦƻǊƳ ǘƘŜƛǊ ǘǳǘƻǊκƻǘƘŜǊ ƳŜƳōŜǊ ƻŦ ǎǘŀŦŦ ƻŦ ŀƴȅ ǊŜŀǎƻƴ ǘƘŀǘ ŀŦŦŜŎǘǎ ǊŜƎǳƭŀǊ ŀǘǘŜƴŘŀƴŎŜΦ  

 
 
Parent/Carers:  

ω ¢ƻ ŜƴǎǳǊŜ ǘƘŜƛǊ ŎƘƛƭŘ ŀǘǘŜƴŘǎ ǘƘŜ !ŎŀŘŜƳȅ ŜǾŜǊȅ Řŀȅ.  
ω ¢ƻ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜƛǊ ŎƘƛƭŘ ŀǘǘŜƴŘǎ ǘƘŜ !ŎŀŘŜƳȅ ƻƴ ǘƛƳŜ by 8:40am.  
ω ¢ƻ ŎƻƴǘŀŎǘ ǘƘŜ !ŎŀŘŜƳȅ ƻƴ лммртпу3410 or jsteeples@nottinghamgirlsacademy.org by 
уΥллŀƳ ƻƴ ǘƘŜ ŦƛǊǎǘ Řŀȅ ƻŦ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ŀōǎŜƴŎŜ ŀƴŘ ƻƴ ŀƭƭ ǎǳōǎŜǉǳŜƴǘ Řŀȅǎ ƻŦ ŀōǎŜƴŎŜ.  
ω ¢ƻ ŎƻƴǘŀŎǘ ǘƘŜ !ŎŀŘŜƳȅ ƛƴ ŀŘǾŀƴŎŜ ǘƻ ƛƴŦƻǊƳ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ƳŜƳōŜǊ ƻŦ ǎǘŀŦŦ ƛŦ ǘƘŜȅ ƪƴƻǿ 
ƻŦ ŀƴȅ ǊŜŀǎƻƴ ƻǊ ǇǊƻōƭŜƳ ǘƘŀǘ Ƴŀȅ ŀŦŦŜŎǘ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ǊŜƎǳƭŀǊ ŀƴŘ ǇǳƴŎǘǳŀƭ ŀǘǘŜƴŘŀƴŎŜ.  
ω ¢ƻ ǇǊƻǾƛŘŜ ŀŘŘƛǘƛƻƴŀƭ ŜǾƛŘŜƴŎŜ ŀǎ ŀƴŘ ǿƘŜƴ ǊŜǉǳŜǎǘŜŘ ǘƻ ǎǳǇǇƻǊǘ ŀōǎŜƴŎŜΦ  

 
The Education Welfare Officer / Assistant Principal:  

ωThe Education Welfare Officer, Mrs J Steeples is responsible for attendance and is 
contactable on 01157483410 or jsteeples@nottinghamgirlsacademy.org 

¶  The Senior Leader accountable for attendance is Mrs Castledine-Casey and is contactable on 
01157483410 or kcastledine@nottinghamgirlsacademy.org 

 ω !ǊŜ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ŜƴǎǳǊƛƴƎ ǘƘƛǎ ǇƻƭƛŎȅ ƛǎ ƛƳǇƭŜƳŜƴǘŜŘ ŎƻƴǎƛǎǘŜƴǘƭȅ ŀŎǊƻǎǎ ǘƘŜ ǎŎƘƻƻƭΣ ŀƴŘ 
for monitoring school-level absence data and reporting it to the Academy Council. 
ω Support other staff in monitoring the attendance of individual students, ensuring that they 
receive Continual Professional Development (CPD) to maintain knowledge of registration, 
attendance, and punctuality procedures as well as school attendance and punctuality levels. 
ω 9ƴŎƻǳǊŀƎŜ ŀƴŘ ǇǊƻƳƻǘŜ фт҈ ŀǘǘŜƴŘŀƴŎŜ ǊǳƭŜ ƻƴ ŀ Řŀƛƭȅ ōŀǎƛǎ. Continue to ensure that 
realistic targets are set for the whole school and individual attendance and punctuality, in line 
with national expectations. As a result there will be regular evaluation of attendance and 
punctuality procedures, systems, and interventions.  
ω aƻƴƛǘƻǊǎ ŀǘǘŜƴŘŀƴŎŜ Řŀǘŀ ŀǘ ǘƘŜ ǎŎƘƻƻƭ ŀƴŘ ƛƴŘƛǾƛŘǳŀƭ ǎǘǳŘŜƴǘ ƭŜǾŜƭ. 
ω wŜǇƻǊǘǎ ŎƻƴŎŜǊƴǎ ŀōƻǳǘ ŀǘǘŜƴŘŀƴŎŜ ǘƻ ǘƘŜ tǊƛƴŎƛǇŀƭ.  
ω ²ƻǊƪǎ ǿƛǘƘ the education welfare officer, to tackle persistent absence. 
ω !ǊǊŀƴƎŜǎ Ŏŀƭƭǎ ŀƴŘ ƳŜŜǘƛƴƎǎ ǿƛǘƘ ǇŀǊŜƴǘǎ/carers to discuss attendance issues. 
ω LǎǎǳŜǎ ŦƛȄŜŘ-penalty notices, where necessary.  

 
Pastoral Team: 

ω 9ƴŎƻǳǊŀƎŜ ŀƴŘ ǇǊƻƳƻǘŜ фт҈ ŀǘǘŜƴŘŀƴŎŜ ǊǳƭŜ ƻƴ ŀ Řŀƛƭȅ ōŀǎƛǎ. 
ω aƻƴƛǘƻǊ ŀǘǘŜƴŘŀƴŎŜ Řŀǘŀ ƻŦ ȅŜŀǊ ƎǊƻǳǇǎκ ƪŜȅ ǎǘŀƎŜǎ ŀƴŘ ŀǘ ƛƴŘƛǾƛŘǳŀƭ ǎǘǳŘŜƴǘ ƭŜǾŜƭ. 
ω ²ƻǊƪ ǿƛǘƘ ǘƘŜ ŀǘǘŜƴŘŀƴŎŜ ƻŦŦƛŎŜǊ ǘƻ ǊŜǇƻǊǘ ŎƻƴŎŜǊƴǎ ŀƴŘ ǎǳǇǇƻǊǘ ǎǘǳŘŜƴǘǎ ǘƻ ƛƳǇǊƻǾŜ ǘƘŜƛǊ 
attendance. 
ω ²ƻǊƪ ǿƛǘƘ ŀǘǘŜƴŘŀƴŎŜ ƻŦŦƛŎŜǊΣ ǘǳǘƻǊǎΣ ŀƴŘ ǇŀǊŜƴǘǎ ǘƻ ǘŀŎƪƭŜ ǇŜǊǎƛǎǘŜƴǘ ŀōǎŜƴŎŜ.  
ω !ǊǊŀƴƎŜǎ Ŏŀƭƭǎ ŀƴŘ ƳŜŜǘƛƴƎǎ ǿƛǘƘ ǇŀǊŜƴǘǎ/carers to discuss attendance issues.  

 
Tutors: 
               ω 9ƴŎƻǳǊŀƎŜ ŀƴŘ ǇǊƻƳƻǘŜ фт҈ ŀǘǘŜƴŘŀƴŎŜ ǊǳƭŜ ƻƴ ŀ Řŀƛƭȅ ōŀǎƛǎ. 

mailto:jsteeples@nottinghamgirlsacademy.org
mailto:jsteeples@nottinghamgirlsacademy.org
mailto:kcastledine@nottinghamgirlsacademy.org
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ω aƻƴƛǘƻǊ ǘƘŜ ŀǘǘŜƴŘŀƴŎŜ ƻŦ ŀƭƭ ǘǳǘŜŜǎ ƻƴ ŀ Řŀƛƭȅ ōŀǎƛǎ.  
ω ²ƻǊƪ ǿƛǘƘ ǘƘŜ IŜŀŘ ƻŦ ¸ŜŀǊ ǘƻ ǘŀŎƪƭŜ ǇŜǊǎƛǎǘŜƴǘ ŀōǎŜƴŎŜ. 
ω !ǊǊŀƴƎŜ Ŏŀƭƭǎ ŀƴŘ ƳŜŜǘƛƴƎǎ ǿƛǘƘ ǇŀǊŜƴǘǎκŎŀǊŜǊǎ ǘƻ ŘƛǎŎǳǎǎ ŀǘǘŜƴŘŀƴŎŜ ƛǎǎǳŜǎ.  

 
Teachers:  

ω 9ƴŎƻǳǊŀƎŜ ŀƴŘ ǇǊƻƳƻǘŜ фт҈ ŀǘǘŜƴŘŀƴŎŜ ǊǳƭŜ ƻƴ ŀ Řŀƛƭȅ ōŀǎƛǎ.  
ω ¢ŜŀŎƘŜǊǎ ŀǊŜ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǊŜŎƻǊŘƛƴƎ ŀǘǘŜƴŘŀƴŎŜ ƻƴ ŀ Řŀƛƭȅ ōŀǎƛǎΦ  
ω !ƭƭ ǘŜŀŎƘŜǊǎΩ ŎƻƳǇƭŜǘŜ ǊŜƎƛǎǘŜǊǎ ŀǘ ǘƘŜ ǎǘŀǊǘ ƻŦ ŜǾŜǊȅ ƭŜǎǎƻƴ ǳǎƛƴƎ ǘƘŜ ŎƻǊǊŜŎǘ ŎƻŘŜǎ ŀƴŘ 
submitting this information on SIMs or to the school office.  

 
Academy Trust:  

ω wŜƎǳƭŀǊƭȅ ǊŜǾƛŜǿ ŀǘǘŜƴŘŀƴŎŜ Řŀǘŀ ŀƴŘ ƘŜƭǇ ǎŎƘƻƻƭ ƭŜŀŘŜǊǎ ŦƻŎǳǎ ǎǳǇǇƻǊǘ ƻƴ ǘƘŜ ǇǳǇƛƭǎ ǿƘƻ 
need it.  

 
Local Authority:  

ω ²ƘŜǊŜ ǘƘŜǊŜ ŀǊŜ ƻǳǘ ƻŦ ǎŎƘƻƻƭ ōŀǊǊƛŜǊǎΣ ǇǊƻǾƛŘŜ ŜŀŎƘ ƛŘŜƴǘƛŦƛŜŘ ǇǳǇƛƭ ŀƴŘ ǘƘŜƛǊ ŦŀƳƛƭȅ ǿƛǘƘ 
access to services they need in the first instance. If the issue persists, facilitate a voluntary 
early help assessment where appropriate. 

 

Attendance bands and monitoring 
Our attendance standard is 97% and any attendance below that will incur a level of intervention to 
support students and families. Our ethos towards attendance is reinforced by a thorough system, with 
an emphasis on home-school communication. 

 
There are strong and proven links between student attendance and educational achievement.  
Attendance of less than 95% (i.e., absences of 9.5 days or more out of the 190 student days in the 
school year) has been shown to compromise student attainment. At 90% attendance students miss 
the equivalent of almost 4 weeks education (19 days) and only 10% of students who are persistently 
absent from school achieve 5 9-4 grades at GCSE. Ensuring students attend regularly at school is a 
ǇŀǊŜƴǘκŎŀǊŜǊΩǎ ƭŜƎŀƭ ǊŜǎǇƻƴǎƛōƛƭƛǘȅΦ 

The amount of learning time that is lost at different stages of absence over a school year: 

Attendance (%) Days absent Weeks absent Hours of learning missed 

95% 9 days 2 weeks 45 hours 

90% 19 days 4 weeks 95 hours 

85% 29 days 6 weeks 145 hours 

80% 38 days 8 weeks 190 hours 

75% 48 days 10 weeks 240 hours 

70% 57 days 11.5 weeks 285 hours 

65% 67 days 13.5 weeks 335 hours 

 
 
The Educational Welfare Officer and the pastoral teams closely monitor the attendance of all students 
at the Academy and act accordingly should attendance become a concern. Our attendance standard 
is 97% and any attendance below that will incur a level of intervention to support students and 
families. Attendance data at all levels is formally reported to parent/carers, the Academy Council and 
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the Senior Leadership Team. Accurate attendance returns are made to the DfE (via the Local Authority 
and SIMS) within the stipulated time frame. Data is collated and analysed (this can be by gender, 
Special Educational Need, Pupil Premium, ethnicity etc.) daily, half-termly and annually through 
attendance reporting and will inform the level of monitoring families can expect. 
 
We will communicate to pupils, staff, parents/carers through percentages but also days of absence, 
this will allow all parties involved to understand the total of days that pupils are absent and if there 
are any patterns to their absence too. 
 

 

 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
The attendance bands on the next page provide structure for our intervention. 
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 Attendance bands 
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The evidence can be a copy of the 
text message, appointment slip, 
these can be emailed through or 

brought into reception.  


