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A Whole School Approach to Attendance 

 
 
BACKGROUND INFORMATION 
 
The attendance of the majority of pupils at Milton School is excellent. The 
Senior Leadership Team and Class Teachers work closely together to improve 
and maintain excellent attendance. We work together towards a whole 
school approach. 
 
 
AIMS 

1. To improve and maintain overall attendance working towards a whole 
school attendance of 96% 

 
2. To target pupils whose attendance is irregular for whatever reason, 

 
3. To consolidate methods already employed to improve attendance, 

 
4. To stress the importance of good attendance, especially for Upper 

School pupils in order to prepare them for expectations of future 
employers. 

 
The following methods of raising attendance awareness and so improving 
attendance are used at Milton: 
 

1. Whole school attendance is monitored monthly by N Preece (SLT). It is 
recorded on Integris and E-Praise, with certificates awarded to classes 
and individuals achieving 100%. These raise the profile of good 
attendance.  
 

2. All pupils are treated as individuals and certain factors need to be 
considered; 

 
(a) general health 

(b) time of year 

(c) reason for absence 

(d) age of pupil 

(e) home background 

(f) school circumstances. 
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When the above factors have been considered an action plan to suit the 
needs of the individual can be devised. This may involve several or all of the 
following; 
 
1. Class teacher 
2. Various combinations of staff 
3. Teaching and non-teaching staff (including bus escorts and kitchen   
           staff) 
4. Staff and pupil peer group 
5. Early Help 
6. School Psychological Service 
7. Social Services 
8. School Medical Service 
9. Parents 
 
Milton school uses RMINTEGRIS online to register children. Staff have received 
training to use this effectively. If access to this is unavailable Teachers will 
complete a paper register and hand in to the office. 
 
If a pupil has been absent without school being informed, a telephone call is 
made on the first day of absence or a letter sent home. These calls are made 
by the office staff or class teacher. 
 
Regular meetings are held between the SLT Lead (NPR), Diane (office staff), 
CAR (Safeguarding) and SRE (Assistant Principal Lower School) to discuss 
attendance, non-attenders and action to be taken. 
 
Absences are recorded according to nationally approved codes. When a 
plan has been devised then action can be taken. An individual file will be 
kept containing any action taken, correspondence and agencies involved. 
 
This is especially helpful when dealing with outside agencies who may need 
to see the course of action taken by the School. This evidence will also be 
kept in the pupil’s school records. 
 
When parents request time out of school for their child to take a family 
holiday a holiday form should be completed. This form contains notice that 
any holiday of more than 10 school days per year is classed as an 
unauthorised absence and will be recorded as such.  
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REWARDS 
 
E-praise points are awarded weekly for full attendance.  
Ongoing rewards are also given. These may be very simple and could 
include; 
 
(a) praise from staff 

(b) mention in assembly if appropriate 

(c) playing in school teams etc. 

(d) attendance certificates and rewards events 

e) individual classes recognise good attendance through use of certificates, 

awards, stamps etc. 

 
CAREERS AND PSHCE 
Progression routes and careers advice will stress the need for good 
attendance. 
 
 
EVALUATION AND REVIEWING 
This is on-going: 
 

1. Weekly monitoring will be done by the class teacher for the class as a 
whole.  

 
2. Class monitoring will show pupils who need more input. The names of 

these pupils will be passed to the Assistant Principals for each 
Department. 

 
3. Concerns will be discussed at regular staff meetings. 

 
4. The monthly returns to the Education Department will be examined. 

 
5. The policy will be reviewed as and when necessary according to need. 

 
6. Attendance is reported to governors at meetings, which includes 

discussion on strategies to improve attendance. 
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COVID-19 Addendum:  
 
In order to prevent the spread of Covid-19 the school has implemented a 
number of safety measures which must be adhered to by staff and pupils. 
These can be found on our school website in our risk assessments. 
 
From September, we expect all pupils to return to school to help minimise, as 
far as possible, the longer-term impact of the coronavirus (COVID-19) 
pandemic on their education, wellbeing and wider development. As a parent, 
it is your duty to ensure your child attends school. 

During the period of partial school closures, the rules around attendance were 
relaxed; however, the government has now re-enforced mandatory 
attendance and the usual rules on school attendance will apply.  

We understand that there are some exceptions, and if one of the following 
conditions applies, we would not expect your child to attend school for the 
government’s recommended time period: 

• Your child is self-isolating for 10 days because they have symptoms of 
coronavirus or a positive test result, or they are isolating for 14 days 
following close contact with someone who has coronavirus. 
 

• Your child is required by legislation to self-isolate for two weeks as part of 
a period of quarantine, e.g. following a holiday abroad to a country that 
required a quarantine period upon return to the UK. 
 

• Your child is being advised to shield due to a rise of the rate of 
coronavirus in the local area – pupils who have previously been advised 
to shield should seek medical advice before returning to school. 
 

• The school has partially closed due to a local lockdown and your child 
does not fall into one of the eligible groups to attend 

If your child is unable to attend school because they are complying with 
clinical and/or public health advice, as listed above, we will provide them with 
immediate access to remote education. Absence will not be penalised if you 
are following clinical and/or public health advice. 
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• The Local Authority in Rotherham takes attendance very seriously, 
because we know that children who attend school regularly are much 
more likely to achieve positive outcomes throughout their childhood 
and later on in life.  
 

• The law states that all children of compulsory school age must receive a 
suitable full-time education and it is important that parents/carers are 
aware that they are responsible for making sure that their child attends 
school.  
 

• Schools are responsible, by law, for reporting poor attendance to the 
Local Authority and the Local Authority can take legal action against 
parents/carers when a child doesn’t attend school regularly. This legal 
action could result in a fine of up to £2,500 or imprisonment for up to 3 
months. 
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Attendance codes: 

Attendance Codes 

Present   / = am \ = pm 

Late arrival before the register has closed at 
9.45am  

 L  

Late arrival after the register has closed at 
9.45am  

U 

Off Site supervised Educational activity 
approved by the school  

B 

Dual Registered - at another educational 
establishment  e.g. pupil referral unit, a 
hospital school or a special school on a 
temporary basis. 

D 

At an interview with prospective employers, 
or another educational establishment. E.g. 
interviews linked to employment prospects, 
further education or transfer to another 
educational establishment. 

J 

Participating in a supervised sporting activity 
which is approved or run by the school 

P 

Educational visit or trip V 

Work experience  (Applicable for Y10 and 
Y11 Only)  

W 

Leave of absence authorised by the school 

 

C 

Excluded but no alternative provision made 

 

E 

Holiday authorised by the school H 

Illness (not medical or dental appointments) 

 

I 

Medical or dental appointments 

 

M 
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Religious observance 

Study leave - only granted to Year 11 pupils 
during public examinations 

R 

S 

Gypsy, Roma and Traveller absence - should 
be used when Traveller families are known 
to be travelling for occupational purposes 
and have agreed this with the school but it is 
not known whether the pupil is attending 
educational provision. 

T 

Holiday not authorised by the school or in 
excess of the agreed period 

G 

Reason for absence not yet provided N 

Absent from school without authorisation - If 
the school is not satisfied with the reason 
given for absence, they should record it as 
unauthorised. 

O 

COVID-19 related absence. X 

 

 

 

 


	A Whole School Approach to Attendance
	BACKGROUND INFORMATION
	AIMS


