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Attendance Policy  

Introduction and rationale  

Midhurst Rother College is committed to excellent attendance. Positive attendance plays a significant 

role in the key predicators for student performance, personal development, and the life chances 

within, and beyond, education. We work hard to ensure all students in our care attend full time 

education and support the improvement of students whose attendance causes concern. We 

endeavour to raise awareness of the impact of poor attendance amongst students, parents, and staff. 

Regular College attendance is essential to ensure the best outcomes for all students. The term ‘regular’ 

means that all students attend every day that they are expected to attend. Within this, there may be 

exceptional circumstances when absences may be agreed in line with national attendance code 

guidance. 

Ensuring your child’s regular attendance at College is your legal responsibility and permitting any 

absence without a good reason is an offence and may ultimately result in prosecution. Therefore, it is 

very important that you ensure that your child attends College regularly, and this policy sets out how 

we will achieve this as a partnership.  

Aims 

• To achieve excellent attendance. 

• To meet the annual College attendance target. 

• To reduce the number of unauthorised absences. 

• To reduce the number of persistent absent students. 

• To reduce the number of unnecessary term time absences. 

• To engage all students, parents, and staff by raising awareness of their responsibilities in relation 

to attendance. 

• To closely monitor trends and patterns of attendance and identify concerns at an early stage 

through clear communication with students, parents, and staff. 

• Engage the support of internal resources and external agencies to support monitoring processes. 

• To work in partnership with parents and other agencies to address any underlying 

causes/difficulties which are impacting on attendance. 

Engaging with parents and carers 

We believe regular attendance is so important in ensuring the best outcomes for our students that we 

will review our attendance performance daily, looking at the students where there is a pattern of 

absence. Where a child has a pattern of broken weeks, we will contact parents/carers and arrange to 

review progress. There is clear national evidence that children who are in receipt of free school meals 

attend less than other students. We will ensure that support to ensure attendance of all students who 

are in receipt of free school meals is prioritised. 

Legislation and Guidance 

This policy meets the requirements of the school attendance guidance from the Department for  

Education (DfE), and follows the guidance as set out by the DfE in Working together to improve school 

attendance. It also refers to the DfE’s statutory guidance on school attendance parental  

responsibility measures.  

 

 

 

 

https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance


General Guidelines 

• Attendance expectations are set out through this policy with further information covered in the 

staff handbook, College website link, the attendance matters leaflet and other updates. 

• Parents hold the responsibility to ensure their child attends and arrives at College in good time. 

• Tutor time and Period 1 will be used to record AM registration, Period 4 will be used to record the 

PM registration. 

• Students arriving late to College and/or any lesson are recorded as late – ‘L’.  

• Students arriving late after the AM/PM registration window closes will be given a “U” code.  

• Students who need to leave during the College day must sign out at Student Reception after 

speaking with a Student Receptionist or an Attendance Team member. 

 

Taking registers 

All schools and colleges have a legal duty to register all students in the attendance register. This will 

be taken at the start of the first session in the morning and at the start of the afternoon session. The 

register will be coded according to national guidelines. All registers must be taken within 15 minutes 

of the session start. Where there is a pattern of absence and no clear supporting evidence of 

acceptable reason for absence, this will be marked as unauthorised.  

 

In the event of a systems failure or as part of a fire drill, paper registers are stored centrally in the 

Admin Hub and will be distributed by the Attendance Team. 

 

A list of the attendance codes can be found in Annex 1. 

 

Understanding absence  

Every half‐day absence (session) from College has to be classified by the College (not by the parents) 

as either authorised or unauthorised.  Information about the reason for any absence is always 

required.  

Authorised absences are mornings or afternoons away from College for a good reason such as illness, 

emergencies, funerals, or other reasons the College deems to be unavoidable.  

Regular days absent will be challenged.  A lack of any evidence for these absences (e.g., medical, letters 

from professionals and professional bodies etc.) may lead to the College unauthorising the absence, 

which in turn may lead to the issue of a Fixed Penalty Notice.  

Unauthorised absences are those which the College does not consider reasonable and for which 

authorisation will not be given. This may include:  

• Truancy 

• Late arrival 

• Looking after siblings/family members 

• Birthday treats 

• Day trips and holidays 

• Absences which are not supported by sufficient/relevant evidence (e.g., medical, letters from 

professionals and professional bodies etc.) 

• Parents/carers keeping students off College unnecessarily 

• Absences for which no reason is provided. 

Persistent Absenteeism (PA)  

A student becomes a ‘persistent absentee’ when their attendance drops to 90% or below in the 

academic year, for any reason.  We monitor all absence thoroughly.  Any case that is seen to have 



reached the PA mark, or is at risk of moving towards that point, is given priority and a parent/carer 

will be informed of this.  PA students are monitored and may be referred to the Local Authority if no 

improvement is seen. This may result in Fixed Penalty Notices or legal action being taken against 

parents/carers. 

Holidays in Term Time  

There is no automatic entitlement in law for holidays taken during term time. We do not authorise 

holidays unless there are very exceptional circumstances. If this is the case, then the College may 

authorise a leave of absence. Parents/carers should apply to the College for any absence using the 

Student Absence Form which must be submitted in advance. In deciding, the College will consider the 

circumstances of each application individually. Should the application be declined, and an absence 

goes ahead, a Fixed Penalty Notice may be issued. The Student Absence Form can be collected from 

Reception or downloaded from the website.  

Punctuality  

Lateness is a form of absence; poor punctuality is not acceptable. Late arriving students also disrupt 

lessons. College starts at 8.25 am and late arrivals must sign in at Student Reception. When students 

miss the start of the day, they can miss essential messages and work. Students who are late to 

College/lessons (without a valid reason) will be given a late detention on the following day. 

Parents/carers may be asked to attend a meeting to discuss and resolve the issues leading to poor 

punctuality. If students arrive significantly late (after registers have closed – 9.15 am) without a valid 

reason, this will count as an unauthorised absence.  

Truancy  

Regular truancy checks are undertaken. This may be in partnership with the Local Authority or the 

Police Liaison Officer. These checks will target known truants. Lesson truancy checks are made in 

College. Parents/carers will be informed if it is found that their child is missing from a lesson.  

Absence Procedures  

It is the parent/carer’s responsibility to contact us before 8.00 am.  

If a student is absent and no reason has been provided, the College will:  

• Send parent/carer a message via our automated system requesting parent/carer to call the 

College  

• Make phone contact to ascertain the reason for the child’s absence 

Further actions:  

• In order to ensure that the child is safe, the College may also conduct a home visit, and/or contact 

the Police and Children’s Services, if no information is received 

• The parent/carer may be contacted and asked to provide suitable evidence (e.g., medical, letters 

from professionals and professional bodies etc.) 

• A return to College meeting may be carried out with the child 

• Parent/carer will be asked to attend a meeting to discuss attendance if the College is concerned 

about levels of attendance  

• Ten unauthorised absences (5 days) in a ten‐week period may lead to a Fixed Penalty Notice 

• A referral may be made to the local authority. 

Promoting regular attendance  

Helping to create a pattern of regular attendance is everybody’s responsibility – parents/carers, 

students and all members of College staff.  



In order to support and improve attendance, Midhurst Rother College follows the guidance as set out 

by the DfE in Working together to improve school attendance. This means that we aspire to high 

standards of attendance from all students and parents, so that children are in College and ready to 

learn. We rigorously use data to identify patterns of poor attendance so that all parties can work 

together to remove any potential barriers. By listening and understanding, we facilitate and formalise 

support to ensure that early help or whole family plans are put in place, alongside parenting contracts, 

and/or education supervision orders (as necessary). Where all other avenues have been exhausted 

and support is not working, we will use statutory intervention or prosecution to protect the student’s 

right to an education.   

To support the above, the College will:  

• Provide up to date information on Arbor. 

• Provide details on attendance in our regular data report sent home for each student. 

• Provide advice, help and support to improve student attendance. 

• Report attendance rates and patterns regularly. 

• Celebrate good attendance. 

• Reward good or improving attendance. 

• Run promotional, informative, and competitive events where parents, students and staff can work 

together on raising attendance levels across the College.  

• Follow absence procedures in order to ensure that any absence is correctly coded, and all children 

are safeguarded. 

• Inform you in writing of your child’s attendance once it becomes a concern. 

• Hold meetings with students and parents/carers where there are concerns relating to attendance 

and punctuality. 

• Refer students and families to appropriate internal and external agencies for support. 

• Liaise with the Local Authority to ensure that legal frameworks and processes are enforced and 

used appropriately.   

Students should:  

• Aim for 100% attendance, only being absent through genuine illness or other unavoidable reasons.  

• Arrive at College by 8.25 am and be punctual to every lesson. 

• Register at Student Reception if they are late. 

• Ensure that a parent/carer contacts the College to provide a reason for any unavoidable absence. 

• See individual teachers and catch-up work missed during the period of absence.  
 
Parents/carers should:  

• Always call to notify the College before 8.00 am if your child is going to be absent from College, 
by telephoning 01730 812451 then selecting option 1 or by emailing attendance@mrc-
academy.org 

• Book holidays outside of term time. 

• Book medical appointments, as far as possible, outside of College time. 

• Ensure that, in the event of an unavoidable absence due to medical appointment or similar, the 
child does not take a whole day for a short appointment. 

• Emphasise the importance of good College attendance with your child. 

• Provide a written explanation for any known absence prior to the absence occurring. E.g., medical 
appointment cards, letters from professionals/professional bodies etc. 

• Work with the College to find ways to support and improve attendance if required. 
 
 
 
 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
mailto:attendance@mrc-academy.org
mailto:attendance@mrc-academy.org


Improving attendance  

Most students may, at some time in their College career, be too ill to attend College for the occasional 

day.  Where absence due to illness is more frequent and regular, a support plan may be created to 

enable the child to access as much education as possible. Medication can be held at the Student 

Reception (contact reception for further details) and other strategies can be put in place to make the 

day at College easier when the child is suffering with symptoms of their illness. Medical evidence will 

be required for the College to continue to authorise absence. 

Students can be reluctant to attend for a wide range of reasons, including friendship difficulties, 

concerns about lessons or homework or worries about home. Any problems with regular attendance 

are best resolved between the College, the parents/carers and the student directly. If the student is 

reluctant to attend, it is never advisable to cover up their absence or to give in to pressure to excuse 

them from attending. Early intervention is nearly always successful in improving attendance and if you 

talk honestly with staff at the College, we can provide support and signpost you to outside agencies if 

appropriate.  

If difficulties cannot be remedied in this way, we may refer the student to the Local Authority who will 

try to resolve the situation. If ways of trying to improve the student’s attendance have failed and 

unauthorised absences persist, the College can use additional actions such as Fixed Penalty Notices, 

or prosecutions in the Magistrates Court. Parents/carers or students may wish to contact the 

Attendance Team, to ask for help or information and appropriate advice.  

Legal action  

Unauthorised absences can result in legal intervention being taken against parents/carers. Legal 

intervention that may be considered include the issue of a Fixed Penalty Notice or prosecution in a 

Magistrates Court under the Education Act 1996.  

Penalty notices are issued by West Sussex County Council.  A penalty notice is a fine of £60 (per parent, 

per child taken out of College) which increases to £120 if not paid within the first 21 days. If the penalty 

remains unpaid this may result in legal action. A conviction of an offence under Section 444(1) of the 

Education Act 1996 may result in a fine of £1000. If the matter is more serious, then proceedings can 

be taken under Section 444(1A) and fines can be up to £2,500 or a prison sentence imposed.  

Removing students from roll 

Students can only be removed from the College roll for the following reasons: 

• The student is enrolled at a new school and the new school has confirmed enrolment. 

• The student has left the area and not been enrolled at another school. The student is a Child  

• Missing Education ‘CME’.  

• The College will work with the Local Authority and relevant welfare services, making enquiries 

about the whereabouts of the student.  

• The student is ‘Electively Home Educated’ (EHE) – a parent/carer should make the request to the 

Principal to home educate their child in writing, clearly saying that this is their wish.  

 

Children Missing Education (CME) 

The College, working with the Local Authority, will take action to safeguard all students. The 

Department for Education (DfE) defines CME as – ‘all children of compulsory College age who are not 

on a College roll, nor being educated otherwise (e.g. privately or in an alternative provision) and who 

have been out of any educational provision for a substantial period of time (usually four weeks or 

more)’. Children who are disengaged from education, whether not being registered in provision or 

children persistently absent are at significant risk of exposure to harm.  They may be at significant risk 



of exploitation (both criminal and sexual), forced marriage, teenage parenthood, mental health, 

substance misuse, Female Genital Mutilation (FGM), criminal and anti‐social behaviour. 

 Staff responsible for, and available to support attendance:  

Members of the Attendance Team 

This team ensure attendance registers are accurately maintained on a daily basis, instigate home 
contact via our automated system, follow up attendance matters with tutors, Heads of Year and 
parents/carers, pass reports to the Vice Principal overseeing attendance, liaise with the Local 
Authority for support and to meet legal requirements, and arrange calls/meetings with 
parents/carers to discuss attendance issues. 

 
Tutors (Teachers)  

Responsible for recording attendance on a daily basis during Tutor Time (and in lessons), using the 
correct codes, and submitting this information accurately and on time.  

 
Heads of Year 

Follow up attendance matters with tutors and parents/carers, pass updates to their line managers, 
liaise with and arrange necessary support from internal and external agencies, arrange 
calls/meetings with parents/carers to discuss attendance issues. 

 
Vice Principal overseeing attendance 

Monitors attendance data at College and individual student level, identifies patterns of poor 
attendance and initiates appropriate action with parents/carers, will review requests for term time 
absence, meets regularly with the named governors for Behaviour and Attitudes and provides 
appropriate information for governors meetings (where required), and implements this policy 
consistently working with all named stakeholders. 

 

The Principal 

The Principal is responsible for ensuring this policy is implemented consistently across the College, 
and for monitoring College-level absence data and reporting it to governors. The Principal also 
supports other staff in monitoring the attendance of individual students. 

 
Link Governor(s) and the Governing Body 

The governing body is responsible for monitoring attendance figures for the whole College. This is 
reported through the Principal via a report to Governors 3 times each year. It also holds the Principal 
to account for the implementation of this policy. Link governors for attendance meet with the Vice 
Principal leading on attendance on a regular basis to monitor the implementation of this policy and 
attendance patterns. 

 

 

Report all first day instances of absence to the Attendance team - 01730 812451 
then select option 1 or via email: attendance@mrc-academy.org 

 

To discuss long term concerns, new trends or ask for support: 

 

Speak to your child’s Tutor and/or the Attendance team 

 

Speak to your child’s Head of Year 

 

Speak to the Vice Principal overseeing attendance 

   

mailto:attendance@mrc-academy.org


Annex 1: 

Attendance Codes 

/ \ Present  

B Educated off site (NOT Dual registration) 

C Other authorised circumstances (not covered by another appropriate code/description) 

D Dual registration (i.e., pupil attending another establishment) 

E Excluded (No alternative provision made) 

F Extended Family Holiday (agreed) 

G Family Holiday (NOT agreed or days more than agreement) 

H Family Holiday (agreed)  

I Illness (NOT medical or dental etc. appointments) 

J Interview 

L Late (before registers closed) 

M Medical/Dental appointments 

N No reason yet provided for absence  

O Unauthorised Absence (not covered by any other code/description) 

P Approved sporting activity 

R Religious observance 

S Study leave. 

T Traveller absence 

U Late (after registration closed)  

V Educational visit or trip  

W Work experience 

X Untimetabled sessions for non-compulsory school-age pupils 

Y Enforced closure 

Z Pupil not on roll 

# School closed to pupils 

 

 

 


