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1.COLAT Attendance Policy, Introduction 
 
[SCHOOL NAME] is committed to ensuring that all pupils can reach their full educational potential, and 100% attendance 
at school is a fundamental part of ensuring that all students can do this. The reference point for this policy is the updated 
DFE statutory guidance, ‘Working together to improve school attendance,’ which was updated and made effective as of 
July 2026. 
 
2.COLAT Attendance Policy, Legal Framework 
 
Under Section 7 of the Education Act 1996, parents are responsible for ensuring that children of compulsory school age 
receive full-time education. Under Section 444 of the Education Act 1996, parents have a legal responsibility to ensure 
that their child attends a school to which they are registered. Under Section 7 of the Education Act 1996, parents who do 
not ensure a child’s regular attendance are guilty of an offence under the law. Within this legal framework, a child remains 
of compulsory school age until the final Friday in June of the school year, in which they reach the age of sixteen. The term 
parent includes any person who has parental responsibility for the child. 
 
3.COLAT Attendance Policy, Requirements of Pupils and Parents 
 
Schools are required to follow the DFE statutory guidance, under the terms of ‘Working Together to Improve Attendance,’ 
which was updated and made effective as of July 2026. Within this statutory guidance, the DFE is clear about the 
expectations of parents and pupils, and a non-exhaustive summary of these is outlined underneath. 
 
Requirements of Pupils 
 
-Attend all lessons at school on time, every day.  
-Speak to a member of staff if they are experiencing any difficulties which may impact their attendance.  
 
Requirements of Parents 
 
-Ensure their child attends on each day that the school is open.  
-Provide an emergency contact number for more than one person. 
-Maintain stable routines at home to support with attendance and punctuality. 
-Contact the school as soon as possible when a child must be absent from school. 
-Avoid unnecessary absences, such as non-emergency medical or dental appointments during school hours. 
-Inform the school of any changes in circumstances which may impact on a child’s attendance 
-Work directly with the school to address any barriers to the child’s attendance. 
-Request leave of absence only in exceptional circumstances. 
 
4. COLAT Attendance Policy, Absence Management Protocol 
 
Absence from school can only be i) ‘Unauthorised,’ or ii) ‘Authorised.’ ‘Authorised’ absences are those which have been 
approved by the school, in line with the guidance which is outlined underneath. ‘Unauthorised’ absences are those which 
are unexplained, or that the school does not consider acceptable, and for which no leave has been granted. 
 
i) Unauthorised Absence 
Absence from school will be unauthorised, unless the criteria below for authorising absences are fulfilled. Where absences 
are unauthorised, these will usually be marked by ‘G,’ ‘N,’ ‘O,’ ‘U,’ and any unauthorised absence can lead to a school 
initiating formalised attendance actions under the terms of the Education Act. 
 
ii) Authorised Absence 
 



 
 

 
 

Absence can be authorized at the discretion of the school, for matters such as i) Emergency medical appointments, ii) 
Family bereavements, iii) Religious observance. A non-exhaustive list of guidance for absence requests is outlined below.  
 
-Requests for absences due to emergency medical appointments must be made at least forty-eight hours in advance of 
the requested date of absence. 
-Requests for any other leave of absence, including attending family events or any other exceptional leave, must be made 
in writing to the School at least one month in advance. 
-Any non-emergency appointments should be taken outside of term time, and/or the school day. 
 
Further to this guidance, there are additional circumstances in which absence will not be authorised without medical 
evidence. A non-exhaustive list of these is outlined below. Please note that the school retains the discretion to authorize 
absence, or unauthorise absence, depending on the nature of the absence and/or the medical evidence. 
 
-The first month of the school year. 
-During mock and official examinations. 
-During the first and last week of a half-term. 
-When a pupil’s attendance in the previous academic year was 96% or below. 
-Where there are two or more days of illness related absence in the relevant academic year. 
 
In line with the aims of this policy, it should be assumed that any requests to authorise absence for term-time holidays, or 
similar requests, will be rejected by the Principal. When absence is approved to attend an appointment, the pupil 
concerned should only be out of school for the period which is required to attend the appointment. 
 
5. COLAT Attendance Policy, Absence Protocol 
 
If a child is absent from school, the parent must contact the school by phone on (INSERT NUMBER), by email at (INSERT 
EMAIL ADDRESS), or by visiting the school Reception in person. Unless a reason for absence is given within five days of 
the missed session it will be recorded as ‘Unexplained,’ Code N. If a child is absent, and there has been no contact between 
home and the school, the school will follow the process: 
 

Absence Day School Action 

Days 1 and 2 School will send a text message to Priority 1 parent. School will then follow up with a phone call to the 

parent if there is no response to this message. 

Day 3 School will text and call the Priority 1 parent. School will then follow up by contacting all contacts. The 
absence will be referred to the Educational Welfare Officer. 

Day 4 School will text, phone, and email all contacts. A home visit may take place. A welfare check may be 
conducted by a social worker or other external agency. 

Day 5 School will text, phone, and email all contacts. The Local Authority will be informed so that joint 
enquiries can be made to establish the whereabouts of the child via the Child Missing in Education 
protocol. 

 
The school will close registers within 30 minutes of them opening. Pupils who are not present on-site by the time that 
registers close are automatically recorded with a U-code, which is classified as ‘Unauthorised Absent.’ Pupils who arrive 
late, before registers close, will be coded as ‘L.’ Given the link between attendance and attainment, all schools within the 
COLAT trust may require students who miss school, to complete work in school outside of core hours upon their return. 
 
6. COLAT Attendance Policy, Local Authority Support  
 
City of London Academies Trust, and its schools, work in close liaison with attendance partners in the Local Authority areas 
of its schools. The Trust’s schools are set up intentionally to enable the trust’s pupils to achieve, belong and thrive, and 
each school’s attendance strategy is set up to fulfill these aims for all pupils. Where pupil attendance falls short of 



 
 

 
 

expectations, the Trust’s schools will work directly with the Local Authority to ensure that appropriate action is taken. In 
line with the aims of this policy, it should be noted that: 
 
-The threshold for issuing penalty notices is 10 missed sessions in a 10-week period. This is equivalent to five school days 
in a 10-week period. This threshold is applicable across all schools, in all counties, nationwide. 
-The penalty fine is £160 per child, per parent, and £80 if paid within 21 days. If a second penalty fine is issued to the 
parent within a 3-year period, the fine will remain at £160, with no option to pay the lower rate of £80.  
-If a parent commits a third offence within a 3-year period, the Local Authority will consider other available enforcement 
options. 
-Schools may act, via the Local Authority when parents may be ‘gaming’ the threshold criteria.  

 
7. COLAT Attendance Policy, Statutory Framework 

 
This policy has been devised in accordance with the following legislation and guidance: 
 
-The Education Act (1996) and (2002) 
-The Children Act (1989) 
-Working Together to Improve School Attendance (2026) 
-Keeping Children Safe in Education, Department for Education (September 2026). 
 
Ian Patterson 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2


 
 

 
 

COLAT Attendance Policy 
 
Appendix 1: For Parents 
 
A) Registration Times 
 

Gates open 8:15 am 

Gates close 8:40 am 

AM Register Opens 8:45 am 

AM Register Closes 9:15 am 

PM Register Opens 1:50 pm 

PM Register Closes 2:20 pm 

 
B) Absence Procedures 
 
i) Reporting Absence 
 
All pupil absence is monitored. If a child is absent from school, the parent must follow these procedures. 
 
1. Contact the school on the first day of absence, before the AM Register closes.  
2. If nobody is available to take a call, leave a message on the answer phone. Parents may also attend the school to report 
an absence in person. 
3. Contact the school on each further day of absence, before the AM Register closes on each given day. Ensure that your 
child returns to school as soon as possible and provide medical evidence when this is requested. 
 
If your child is absent, the school will: 
-Text and telephone you on the first day, and on each subsequent day of absence. 
-Text and telephone other designated contacts, for any scenario where the absence has not been reported. 
-Refer any concerns to the Local Authority, if no contact has been made with parents by the tenth day of absence. 
-At this point, the school will also complete a Child Missing in Education form. 
 
All pupils are expected to attend all available sessions during Term Time. If there are concerns about attendance, the 
school will: 
 
-Write to you if your child’s attendance is below 97%. 
-Arrange an informal meeting and create a personalised support plan if attendance continues to decline. 
-Arrange a further, formal meeting, at the school in which parents will be asked to sign an attendance contract. 
-Make a referral to the Local Authority/External Agencies, if your child’s attendance continues to present a concern. 
 
If you child has a pattern of poor attendance, frequent illness related absences, attendance which is below 96%, or is 
absent during a particular period of the school term, medical evidence will be requested. In all cases, the school will review 
the medical evidence provided and decide whether to authorise or not authorise the absence. 
 
ii) Punctuality 
 
All pupils are expected to attend school on time, and parents are asked to take note of the ‘Gates Open’ and ‘Gates Close’ 
times, outlined above. The school will manage lateness as follows. 
 
-Children who arrive after the Gates Close are expected to enter the site via the school office. 
-These pupils will sign in, under supervision, and have their uniform and equipment checked at the door. 
-Any pupils who are late will be marked as ‘L, if their arrival is within thirty minutes of registers opening. 



 
 

 
 

-Any pupils who are late after this time, will be marked as ‘U.’ 
 
Repeated lateness to school may result in i) A meeting with parents regarding punctuality concerns, ii) Referral to the 
Local Authority/External Agencies. 
 
C) Understanding Barriers to Attendance 
 
The school will work proactively, and constructively, with families where there are legitimate barriers to regular 
attendance. This may include via i) External Agencies, such as the School Nurse and/or Mental Health and Wellbeing 
support services. Where outside agencies are supporting the family, parents may be invited to attend a Team Around the 
Family (TAF) to put in place further support strategies. This approach may apply equally to all pupils, including those with 
Special Educational Needs and/or Disabilities. Finally, under the DFE’s statutory guidance, schools are required to submit 
a sickness return to the Local Authority, for any pupils who have missed/who are likely to miss 15 or more school days. 
 
D) Timings of the School Day 

 

Line up 8:40 am 

Tutor time 8: 45 am 

Period 1 9:00 am  

Period 2 9:55 am 

Period 3 11:15 am 

Period 4 1:00 pm 

Period 5 1:50 pm 

Period 6 2:40 pm 

Dismissal 3:25pm  

 

E) Designated Staff 

 

Role Name 

Senior Attendance Champion Sam Mitchell  

Attendance Officer Iman Howden  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 

Appendix 2: For Schools 
 
A) Promoting Good Attendance 
 
Schools should have a coherently planned strategy in place to promote attendance. This should incorporate a reward 
strategy for students who i) Attend in full, ii) Can demonstrate significant, sustained improvement in their attendance. 
 
B) Attendance Bands 
 
Schools should be using real-time data on attendance to make informed decisions about areas where attendance can be 
improved, including via the Department for Education Attendance Bands. This should include analysis of the percentage 
of pupils who are in the 85%-95% bands, with a view to ensuring that at least 60% of pupils are in the 95%+ band. 
 
C) Attendance Coding 
 
Schools should follow the coding protocol outlined in the DFE’s ‘Working Together to Improve Attendance’ document. 
Where there is no statutory guidance on coding during the exam season, for Year 11 pupils, schools should adopt the 
following guidance. 
 

Year 11 Exam Season Coding 
 

During Exams in 
Half-Term 5. 

1. / 
2. Absent (Authorised/Unauthorised) 
3. S 

During Exams in 
Half-Term 6. 

1. / 
2. Absent (Authorised/Unauthorised) 
3. S 

After Exams in 
Half-Term 6, and 
before the Final 
Friday in June. 

1.Y3 
 

After Exams in 
Half-Term 6, and 
after Final Friday in 
June. 

1. Removed from the register if not attending the Sixth Form of the same institution. 
2.Coded as ‘X’ if attending Sixth Form of the same institution. 

 
 
 
 
 
 
 
 
 
 
 
  



 
 

 
 

 
 
 
 
 

 
 


