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Attendance Policy 
 
 
 
 
 
 

At Mossley Hollins we will ensure that at every level, in all our work and throughout all aspects of the school community and its 
life, all will be treated equally, with respect and dignity, free from discrimination and harassment.  Each person will be given 
fair and equal opportunities to develop their full potential regardless of their age, disability, gender, gender-identity, race, 
religion or belief, sexual orientation, pregnancy and maternity (refers to staff / employment), socio-economic background and 
special educational needs.  Our school will tackle the barriers which could lead to unequal outcomes for these protected 
groups, ensuring there is equality of access and that we celebrate and value the diversity within our school community. The 
school will work actively to promote equality and foster positive attitudes and commitment to an education for equality. 
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Introduction: 
  
Our Attendance Policy should not be viewed in isolation; it is a strand that runs through all aspects of school improvement, 
supported by our policies on safeguarding, bullying, behaviour and SEN 
 
Mossley Hollins High School is an outstanding school and every child plays a part in making it so. We aim for an 
environment which enables and encourages all members of the community to reach out for excellence. For our children to 
gain the greatest benefit from their education it is vital that they attend regularly and every child should be at school, on time, 
every day the school is open unless the reason for the absence is unavoidable. 
 
It is very important therefore that every effort is made to ensure children attend regularly and this Policy sets out how this will 
be achieved. 
 
Why Regular Attendance is so important: 
 
Learning:- Any absence affects the pattern of a child’s schooling and regular absence will seriously affect their learning. Any 
pupil’s absence disrupts teaching routines so may affect the learning of others in the same class. 
 
Regular school attendance is the key to enabling students to maximise the educational opportunities available to them and 
become resilient, confident and competent adults who are able to realise their full potential and make a positive contribution 
to their community.     Ensuring regular attendance at school is a legal responsibility and permitting absence from school 
without a good reason creates an offence in law and may result in prosecution. 
 
Safeguarding:- All children may be at risk of harm if they do not attend school regularly. Safeguarding the interests of each 
child is everyone’s responsibility and within the context of this school, promoting the welfare and life opportunities for all 
children encompasses:- 

 
Attendance 
Behaviour Management 
Health and Safety 
Access to the Curriculum 
Anti- bullying 

 
Failure to attend school on a regular basis will be considered as a safeguarding matter. 
 
Promoting Regular Attendance: 
 
Helping to create a pattern of regular attendance is everybody’s responsibility -  parents, carers, pupils and all members of 
school staff. 
 
To help us all to focus on this we will: 
 

 Publish  details on attendance in our weekly newsflash; 
 
 Report to parents/carers at termly intervals on children’s’ attendance and punctuality rate; 

 
 Celebrate good attendance by displaying individual and class achievements; 

 
 Reward good or improving attendance through established reward systems 
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Understanding types of absence: 
 
 
Illness -  Parents may be asked to provide medical evidence to allow the Head to authorise absence where appropriate. This 
will usually be in the form of an appointment card, prescription etc.     
  
Medical/Dental Appointments  - Parents are advised where possible to make medical and dental appointments outside of 
the school day. Where this is not possible, students must attend school for part of the day. Parents must show the 
appointment card to school.   
  
Other Authorised Circumstances  - This relates to where there is cause for absence due to exceptional circumstances, 
e.g. serious family illness or bereavement.      
 
Excluded (No alternative provision made)   - Exclusion from attending school is counted as an authorised absence. The 
school will make arrangements for work to be sent home.       
 
Religious Observance  - we acknowledges the multi-faith nature of British society and recognises that on some occasions, 
religious festivals may fall outside school holiday periods or weekends and this necessitates a consideration by written 
request by the parent of authorised absence. Such absence will be authorised up to a maximum of two days annually.  
 
Parents who need to take their child out of school during term time due to exceptional circumstances must send a written 
request to the Head. Retrospective requests will not be considered and therefore will result in the absence being categorised 
as unauthorised.    All requests for leave of absence will be responded to in writing outlining the conditions of leave granted.    
If a student fails to return and contact with the parents has not been made or received, school may take the student off the 
school’s roll in compliance with the Education (Pupil Registration) (England) Regulations 2013. This means that the child will 
lose their school place.    
 
If the permission to take leave is not granted and the parent takes their child out of school the absence will be unauthorised. 
In such cases the school may request the local authority issue a Penalty Notice or consider other legal sanctions including 
prosecution in the magistrates court.  
  
Every half-day absence from school has to be classified by the school, as either AUTHORISED or UNAUTHORISED. This is 
why information about the cause of any absence is always required, preferably in writing.  
 
Authorised absences are mornings or afternoons away from school for a good reason like illness, medical/dental 
appointments which unavoidably fall in school time, emergencies or other unavoidable cause.  
 
Unauthorised absences are those which the school does not consider reasonable and for which no “leave" has been given. 
This type of absence can lead to Mossley Hollins High School using sanctions and/or legal proceedings.   This includes:  
  

 A 
student’s/family member’s birthday 

 Shopping 
for uniform 

 Having their 
hair cut   

 Closure of a 
sibling’s school for INSET  

 Looking 
after siblings 

 Illness 
where the child is considered well enough to attend school   
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 Truancy 
before or during the school day  

 Absences 
which have never been properly explained  

 Children 
who arrive at school too late to get a mark 

 Day trips 
and holidays in term time.   

 
Whilst any child may be off school because they are ill, sometimes they can be reluctant to attend school. Any problems with 
regular attendance are best sorted out between the school, the parents/carers and the child.  If a child is reluctant to attend, 
it is never better to cover up their absence or to give in to pressure to excuse them from attending.  This gives the impression 
that attendance does not matter and usually make things worse.  
 
Persistent Absenteeism (PA): 
 
A pupil becomes a ‘persistent absentee’ when they miss 10% or more schooling across the school year for whatever reason. 
Absence at this level is doing considerable damage to any child’s educational prospects and we need parents’/carers’ fullest 
support and co-operation to tackle this. 
 
We monitor all absence thoroughly.  At Mossley Hollins High School any case that is seen to have reached 92% and is at 
risk of moving towards the PA mark is given priority and parents/carers will be informed of this immediately. 
 
PA pupils are tracked and monitored carefully through our Pupil Development system and we also combine this with 
mentoring where absence affects attainment.  
All our PA pupils and their parents/carers are subject to an Action Plan and the plan may include: allocation of additional 
support through regular Attendance Panel Meetings and continuous monitoring. 
 
All PA cases are also automatically made known to the Education Welfare Service. 
  
Absence procedures: 
 
If a child is absent parents/carers  must: 
 
 Contact school as soon as possible on the first day of absence;  
 
 Send a note in on the first day of return with an explanation of the absence – this must do even if parents/carers have 

already telephoned the school. 
 
 Parents/carers can call into school and report to reception, who will arrange for a member of the attendance team to 

speak with them. 
 
If a child is absent school will: 
 
 Telephone or text parents/carers on the first day of absence if we have not heard from them 
 
 Invite parents/carers in to discuss the situation with an Attendance Officer and/or Head of Year, Head of Attendance if 

absences persist; 
 
 Refer the matter to Head of Year if attendance moves below 92%. 

 
A member of school staff may make home visits for students who are absent from school, these may be planned in advance 
to support parents/carers in getting their children into school.  MHHS may also carry out random home visits  
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Telephone numbers: 
 
There are times when we need to contact parents/carers about lots of things, including absence, so we need to have up-to-
date contact numbers and email addresses at all times.  There will be regular checks on telephone numbers throughout the 
year. 
 
The School Attendance Officers: 
 
Parent/carers are expected to contact school at an early stage and to work with the staff in resolving any problems together.  
This is nearly always successful. If difficulties cannot be sorted out in this way, the school may refer the child to the School 
Attendance Lead at Mossley Hollins High School.  He/she will also try to resolve the situation by agreement but, if other ways 
of trying to improve the child’s attendance have failed and unauthorized absences persist, these Attendance lead can use 
sanctions such as Penalty Notices or prosecutions in the Magistrates Court. Full details of the options open to enforce 
attendance at school are available from the school or from Tameside Council website. 
 
Lateness: 
 
Poor punctuality is not acceptable. Children missing the start of the day can miss work and do not spend time with their class 
teacher getting vital information and news for the day. Late arriving pupils also disrupt lessons; this can be embarrassing for 
the child and can also encourage absence. 
 
How we manage lateness: 
 
The school day starts at 8.45am prompt and we expect all children to be in class at that time ready to learn.  Children will 
receive a late mark if they are not in by that time. 
. 
Registers are marked by 8.50am  
 
Any child who has a persistent late record parents/carers will be asked to meet with the Head of Year and/or Attendance 
Officer to resolve the problem.   Parents/carers can contact the school at any time if there are problems in getting children to 
school on time. 
 
Holidays In Term Time: 
 
From September 2013 the law gives NO entitlement to parents/carers to take their child on holiday during term time.   
 
Parents would not be expected to class any term time holiday as exceptional.  Parents can be fined by the Local Authority for 
taking their child on holiday during term time. 
 
Taking unauthorised leave in term time will affect a child’s schooling as much as any other absence and the school expects 
parents/carers to help us by not taking children away in school time. 
 
Any application for leave must only be in exceptional circumstances and the Vice Principal must be satisfied that the 
circumstances warrant the granting of leave. 
 
Applications for exceptional leave must be made at least 4 weeks’ in advance and at the discretion of the school. In making a 
decision the school will consider the circumstances of each application individually, including any previous pattern of leave in 
term time.   
 
Full details of our policy and procedures are available from the school, but it is important that parents/carers understand the 
circumstances when exceptional leave in term time will not be agreed by us:  
 
 When a pupil is just starting the school. This is very important as children need to settle into their new environment as 

quickly as possible. 
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 Immediately before and during assessment periods (SATS), GCSE or within 6 weeks of any other public examinations. 
 
 When a pupil’s attendance record already includes any level of unauthorised absence, at Mossley Hollins High School 

and/or their previous school(s). 
 
 Where a pupil’s attendance rate is currently below 96% or will fall to or below that level as a result of taking holiday 

leave. 
 
Any period of leave taken without the agreement of the school, or in excess of that agreed, will be classed as unauthorised 
and may attract sanctions such as a Penalty Notice.  
 
 
School targets, projects and special initiatives: 
 
The school has targets to improve attendance and every child has an important part to play in meeting these targets. 
 
Targets for the school and for classes are displayed in the school. 
 
The minimum level of attendance for this school is 96% attendance 
 
Through the school year we monitor absences and punctuality to show us where improvements need to be made. 
 
Information on any projects or initiatives that will focus on these areas will be provided in our Newsflash. 
 
Support Systems  
  
MHHS recognise that poor attendance can be an indication of difficulties in a child’s life. This may be related to problems at 
home and or in school. Parents should make school aware of any difficulties or changes in circumstances that may affect their 
child’s attendance and or behaviour in school, for example, bereavement, divorce/separation, incidents of domestic abuse. 
This will help the school identify any additional support that may be required.   
  
MHHS also recognises that some students are more likely to require additional support to attain good attendance, for 
example, those students with special educational needs, those with physical or mental health needs, and looked after children.    
  
The school will implement a range of strategies to support improved attendance. Strategies used will include:  
  

 Discussion with parents and students   
 Attendance panels   
 Parenting contracts   
 Attendance report sheets   
 Referrals to support agencies   
 Friendship groups   
 Reward systems   
 Time limited part time time-tables   
 Additional learning support   
 Behaviour support  
 Support in the OBC/PDC 
 Reintegration support packages  

  
Support offered to families will be child centred and planned in discussion and agreement with both parents and pupils.   
  
Where parents fail or refuse to engage with the support offered and further unauthorised absence occurs, MHHS will consider 
the use of legal sanctions. 
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Legal Sanctions  
  
Penalty Notices (Anti Social Behaviour Act 2003) Penalty Notices will be considered when:  
  
 A student is absent from school and the absence has not been authorised by the school  A pupil has accrued unauthorised 
absence following written warning to improve.   
  
A Penalty Notice gives each parent the opportunity to discharge themselves of their legal responsibility if a £120 fine is paid 
within 28 days, reduced to £60 if paid within 21 days of the date the Notice was issued.   
  
Failure to pay the Penalty Notice may result in a prosecution under Section 444 of the Education Act 1996.  
  
Penalty Notices will be used in accordance with Manchester City Council’s Penalty Notice Protocol.  
  
Prosecution Where intervention fails to bring about an improvement in attendance, the Local Authority will be notified and legal 
action in the Magistrates’ Court may be taken. The school will provide the Local Authority with evidence required for a 
prosecution under Section 444 of the Education Act 1996 and will appear as a prosecution witness if required by the court. 
This is to ensure that parents realise their own responsibilities in ensuring attendance at school and most importantly about 
returning children to education.  
  
Section 444 of the Education Act 1996 states that if a parent fails to ensure the regular school attendance of their child if 
he/she is a registered pupil at a school and is of compulsory school age, then they are guilty of an offence.   
  
A parent found guilty of this offence can be fined up to £2500 and or be imprisoned for a period of three months.  
  
Alternatives to Section 444 prosecution are Parenting Contracts, Penalty Notices or an Education Supervision Order. 
 
The Law relating to attendance 
 
Section 7 of the Education Act 1996 states that ‘the parent of every child of compulsory school age shall cause him / her to 
receive efficient full time education suitable:- 
(a) to age, ability and aptitude and 
(b) to any special educational needs he/ she may have 
Either by regular attendance at school or otherwise’ 
 
The Law relating to safeguarding 
Section 175 of the Education Act 2002 places a duty on local authorities and governing bodies to have regard to guidance 
issued by the Secretary of State with regard to safeguarding and promoting the welfare of children and students under the 
age of 18. 
 
Personnel responsible for attendance: 
Attendance Officers Emma Duggan 
 Heather Stafford 
Attendance Manager Zoe Taylor 
Attendance Lead Andrea Din 
  
Summary: 
 
The school has a legal duty to publish its absence figures to parents and to promote attendance. Equally, parents have a 
duty to make sure that their children attend. 
All school staff are committed to working with parents and pupils as the best way to ensure as high a level of attendance as 
possible and that every child’s welfare and life opportunities are promoted. 
The school has decided not to make public the time its registers close as agreed at Governors meeting of April 2017 
  


