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Status:  Statutory, (linked to attendance target setting) 
 
Purpose: 
To ensure that all staff at The Downs School are fully aware and clear about the actions necessary to promote 
good attendance. 

 To encourage maximum student attendance by valuing high attendance rates.  

 To monitor attendance rates for each student to ensure that they take full advantage of their 
educational opportunity by attending regularly.  

 To identify the factors which influence student attendance and work in partnership with parents, the 
Educational Welfare Service and other support agencies to address difficulties and improve 
attendance.  

 
Consultation: 
Staff and governors were consulted on the Attendance Policy. 
 
Relationship to other policies: 
See Anti-Bullying, Safeguarding, Behaviour and Health and Safety. 
 
Roles and responsibilities of Headteacher, staff, students and governors: 
All staff should be aware of their responsibilities in promoting attendance within the school. 

 Governors will ensure the effective and rigorous implementation and monitoring of the policy and 
have  a duty, along with the Headteacher, to report on attendance figures. 

 The Deputy Headteacher (Junior) is responsible for the strategic overview of attendance throughout 
the school  

 Students learn best when they have good attendance. This can be achieved when expectations of 
attendance are high and staff follow the school systems when dealing with attendance issues. The 
school systems range from the use of schoolcomms and regular phone calls to parents, to the use of 
fixed penalty notices in more extreme cases. 

 Parents have a responsibility to report their child’s absence on the first day (see section C points 2 
and 3 in guidance) 

 All staff have a responsibility for monitoring levels of attendance and acting upon any concerns. 

 The work of the school staff and external agencies should be effectively co-ordinated. 

 The members of the pastoral team for each Year Group, under the supervision of the member of SLT 
with responsibility for the Key Stage, should work together to ensure that all instances of absence 
are followed up as soon as practicably possible and that long term strategies for improving the 
attendance of individual students are enacted. 

 Students with poor attendance should be offered the support of the school to improve their 
attendance.  Student support managers should co-ordinate the work 

 Students should be clear about the consequences of poor attendance. Good attendance should be 
reinforced through praise, reward and celebration. 

 Parents and students should understand that the school cannot authorise requests for term time 
absence unless there are exceptional circumstances. All requests for term time absence must be 
made using the ‘Leave of Absence Form,’ available in reception, at least three weeks before the leave 
of absence is due to take place. The forms must be submitted to the student’s Head of Year / Head 
of Sixth Form and will then be given to the Deputy Headteacher (Junior) for consideration. Parents 
will be informed in writing about the outcome of their request for leave of absence. 

 Parents have a legal duty to ensure the regular and punctual attendance of their child at school that 
the child is registered unless the absence has been authorised by the school.  West Berkshire has 
provided a leaflet on this, copies of which are available from the school. 

 Fixed penalty notices will be issued, according to West Berkshire Code of Conduct, in respect of 
unauthorised absence from school and the presence in public of excluded pupils during the first five 
days of exclusion. 
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Guidance for Staff on Attendance: 
Provides more details about the implementation of the policy. In addition, information is provided about how 
students might best be supported if attendance is low.  
 
Monitoring and evaluation:   
Attendance figures are reported to governors on a termly basis. 
 
Date established:  March 2010 (updated July 2016) 
 
Date of next review:   July 2019 
 
 


