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At Yateley School, we aim for an environment which encourages and enables all our students to aim for excellence. 
Your child plays a vital part in making our school successful and it is essential, therefore, for him/her to attend school 
regularly. Your child should be at school, on time, every day the school is open, unless there is an unavoidable reason 
for his/her absence. Why is regular attendance so important? Learning 
Any absence affects the pattern of a child’s schooling and regular absence will seriously disrupt his/her learning. One 
child’s irregular pattern of attendance may also disrupt the learning of others in the class, as students who have 
been absent need extra help from the teacher in order to catch up. Educational research indicates that 60% or more 
of secondary school students who are absent for an average of 15 days or more per year fail to achieve 5 or more 
GCSE passes. 

In addition, if your child is frequently absent, he/she will not be able to take full advantage of the many activities and 
opportunities that are on offer at Yateley School to help them grow into well-rounded young adults. 

It is also very important that students are punctual to school. Students must be in their form tutor rooms/assembly 
for the start of the school day at 8.45am. Late arrival to school and class without good reason is disruptive for 
teachers and other students and will result in a detention.  

As well as being punctual at the start of school, students must ensure that they attend all lessons during the day on 
time.  Safeguarding 
Your child may be at risk of harm if he/she does not attend school regularly. Frequent absence or truancy may 
expose your child to health and safety risks, which may have serious consequences for his/her behaviour and 
welfare. The Law 
All children of compulsory school age (between 5 and 16) are required to receive an education and, as 
parents/carers, you are responsible for ensuring that your child receives an education. You risk criminal prosecution 
if your child fails to attend school regularly and punctually. This may mean a Fixed Penalty Notice of £60 or £120 per 
parent; fines of up to £2500 and/or the possibility of three months’ imprisonment and a discretionary parenting 
order imposed by the courts. Yateley School works in partnership with Hampshire’s Legal Intervention Team (LIT) in 
supporting those parents/carers of children with poor attendance records to overcome attendance problems, and 
applying sanctions if parents/carers refuse to comply with the law. It is important for parents/carers to know that 
the LIT will prosecute if necessary. Ofsted and attendance for learning 
National statistics show a clear correlation between attendance and achievement. Our analysis of students’ 
performance at school also shows that students who attend school regularly and participate in extra-curricular 
activities, such as clubs, booster classes, GCSE coursework and revision classes, etc., are highly likely to gain 
improved grades. 

Ofsted, the Government Agency responsible for the inspection of schools, places students into three categories with 
regard to the monitoring of attendance. 

 Below 90% = persistent absentees (used to be below 85% before September 2015) 
 Between 85 – 90% = frequent non-attenders 
 Between 90 – 95% = at risk of becoming frequent non-attenders 



Page 3 
 

If a student is a persistent absentee and misses more than 30 days of school over the year, he/she has only a 20% 
chance of getting 5 A*-C grades. 

However, if a student attends regularly and misses less than 7 days of school over the year, he/she has an 87% 
chance of getting 5A*-C grades. 

Currently students who have an attendance of below 90% are classified as persistent absence (PA). Before 
September 2015 this was below 85%. Holidays/Leave in term time 
Taking holidays in term time will negatively affect your child’s education and we expect parents to support the 
school in not taking their child on holiday during term time. There is no automatic entitlement in law to time off in 
school time to go on holiday.  

All applications for leave must be made in advance and, at the discretion of the school, a maximum of five days in 
any academic year may be authorised. The request must be completed on the schools Request for Leave form. In 
making a decision, the school will consider the circumstances of each application individually, including any previous 
pattern of leave in term time. It is important that you understand the circumstances when the school will not agree 
to an application for leave: 

 When a student is just starting at Yateley School. This is very important as he/she needs to settle into the 
new environment as quickly as possible; 

 during Years 10 and 11; 
 during GCSE or any other public examinations; 
 When a student’s attendance record already includes any significant level of unauthorised absence; 
 When a student’s attendance rate is already below 90% 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 Fixed Penalty notice. Promoting regular attendance 
Parents, students and school staff all have a responsibility to help to create a pattern of regular attendance for all 
our students. To help us to focus on excellent attendance for all, we will: 

 Monitor your child’s attendance carefully; 
 Send a Tutor Report to you once a year on how your child is performing in school, including his/her 

attendance; 
 Celebrate excellent attendance with termly and yearly 100% attendance certificates; 
 Display students’ attendance rates in their form tutor rooms; 
 Award an Attendance Cup annually to the House which achieves the highest overall attendance rate. Understanding types of absence 

Every half-day absence from school has to be classified by the school (not by the parents), as either authorised or 
unauthorised. This is why we always require an explanation for the cause of any absence, preferably in writing. 

Authorised absences are mornings or afternoons away from school for a good reason, e.g. 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, such as: 
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 Holidays/leave in term time which have not been agreed; 
 Parents/carers keeping children off school unnecessarily; 
 Absences which are not properly explained; 
 Truancy; 
 Children arriving at school too late to get a present mark in registration. 

This type of absence can lead to the school using sanctions and/or legal proceedings if the number of unauthorised 
absences reaches an unacceptable level. 

Sometimes children may be reluctant to attend school for personal reasons. If your child is unwilling to come to 
school, it is best to discuss any problems with his/her form tutor, Head of House or Assistant Head of House. Do not 
allow your child to stay away from school, as this will undoubtedly make things worse in the longer term. 

Being on time to school is essential. Morning registration (AM) is at 8.45am in tutor groups. Afternoon registration 
(PM) is at 13.30pm (13.35pm Tues) in their Period 5 lesson and not in tutor groups. If your child is late for school, 
he/she must sign in at Reception with a valid reason. If he/she does not have a valid reason for being late, an after-
school School Detention will be issued. Absence procedures 
If your child is absent from school, you must: 

 Contact the school as soon as possible on the first day of absence, preferably before 9.30am. There is a 
dedicated Student Absence Line on which you can leave a message: ring 01252 879222 and choose 1 from 
the Options menu. 

 If we do not receive a phone call/message from you before 10.45am on the first day of absence, the 
Attendance Officer will call or text you to advise you that your child has not arrived at school. We will try to 
text as early as possible, but in extreme cases where there is a lot of absence, the texts might be sent later 
and sometimes even in the afternoon. The aim is always to contact parents before the end of the morning. 

 If your child has been absent for three days, please telephone the school again so that we are aware that 
he/she is still ill. 

 When your child returns to school, please provide a written explanation for the form tutor; a note in the 
Student Planner is acceptable. 

 If the school does not receive an absence note to explain your child’s absence, that absence will be marked 
in the register as unauthorised and a letter will be sent to you at the end of the half term requesting an 
explanation. 

 If you know in advance that your child will be absent or late, e.g. doctor’s/dentist’s appointment, then please 
ring the absence line and put a note in your child’s planner on the day. When your child arrives at school, 
he/she should report to Reception and follow the procedure for a late arrival. 

 If you wish to take your child out of school during term time, e.g. for a holiday, you must complete a 
‘Request for leave of absence’ form, which is available from Reception and on the school VLE. Please be 
aware that your request may not be granted (see Holidays in term time). 

 It is essential for the school to have your correct address, telephone number and any other telephone 
numbers on which you or a relative may be contacted quickly if your child is taken ill or has an accident at 
school. Please make sure that we keep this information up to date by informing us of any changes in your 
circumstances as soon as they occur.   
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Penalty Notices  
Penalty Notices can be issued by the school or the local authority. Penalty Notices can only be issued in cases where 
a student of compulsory school age has been absent or late and the absence or lateness has not been authorised by 
the school. 

After the school has taken appropriate steps in supporting the student and family improve the attendance, 
Hampshire County Council or the school will issue a Penalty Notice for any unauthorised absence where the pupil 
has been: 

 absent for 10 or more half-day sessions which are AM/PM (five school days) of unauthorised absence during 
any 100 possible school sessions – these do not need to be consecutive 

 persistently late (coded U) for up to 10 sessions (five days) after the register has been closed 
 persistently late before the close of the register (coded L), but the school has met with parents and has 

clearly communicated that they will categorise as unauthorised any further lateness (code O), and where the 
threshold of 10 sessions (five days) has been met 

 taking leave from school when the request was not granted 
 absent for any public examinations of which dates are published in advance 
 absent for any formal school assessments, tests or examinations where the dates have been published in 

advance 
 unless the issuing of a Penalty Notice would conflict with other intervention strategies in place or other 

sanctions already being processed 

In some cases the attendance might be such concern whereas a Penalty Notice would not meet the requirements. 
Therefore the school can contact the Hampshire Legal Intervention Team (LIT) and Attendance Legal Panel (ALP) 
where they would then support the school with legal intervention. 

 Attendance Thresholds 
Every week the school will monitor all student attendance as of 1st September that academic year to date. Based on 
the attendance figure, the student would meet the below attendance threshold and therefore suitable intervention 
and actions put into place. Remember that persistent absence is 90% or less attendance. 
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Attendance Appendix Index 

1. Yateley school attendance flowchart (Page 7) 
2. Yateley school lateness flowchart (Page 8) 
3. Yateley school “N” code flowchart (Page 9) 
4. Yateley school request for leave flowchart (Page 10) 
5. Hampshire guidance on school attendance intervention stages (Page 11) 
6. Hampshire flowchart for legal measures and non-attendance procedures (Page 12) 
7. Hampshire Attendance Legal Panel (ALP) flowchart (Page 13) 
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