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Attendance Procedure 
 
 
1.      Procedure Purpose 

 
The purpose of the procedure is to provide an agreed and consistently applied 

framework within which attendance at Sheridan School can be managed. The 
procedure aims to help ensure that all students attend both regularly and 
punctually and ensures that attendance matters are monitored and responded 

to. The procedure further provides for the active investigation and follow-up of 
all unexplained and questionable absenteeism. 

 
 
2.   Registers and Registration 

 
Registers are maintained in accordance with DfE and Local Authority guidance.  

Registration takes place between 9.00am and 9.15am. Students who arrive at 
the School after 9.16am will be classified as late and an entry to signify this will 
be made in the register. 

 
3. Authorised / Unauthorised Absence 

 
All Students absences will be categorised as either authorised or unauthorised. 
An absence will only be authorised if a satisfactory explanation is received from 

the Student’s parent / carer. If no explanation is received or if the explanation 
is not deemed satisfactory then the absence will be categorised as 

unauthorised. 
 
4. Procedures for Following-up Absenteeism 

 
All parents / carers are requested to ensure that if a student is absent from 

school they should contact Sheridan School as soon as possible – preferably on 
the first morning of any absence. (This is explained to the parent / carer at the 

initial meeting with the Head of Sheridan School). 
 
If a student has not arrived by the end of the period set aside for registration 

and no explanation has been received from the student’s parent / carer, then a 
phone call will be made by the member of staff responsible for student welfare 

to the student’s parent / carer in order to elicit the reason for the absence. If 
there is no response to the initial phone call further calls will be attempted 
during the day. A summary of these attempts will be made in the student’s file 

/ Schoolpod and the attendance file. 
 

If a student arrives after registration and school staff have reason to believe 
that the student’s parents / carer is unaware of the lateness, then a phone call 
will be made by staff in order to make the parent / carer aware. 

 
Should a parent / carer persistently fail to comply with the School’s procedures 

on notification of absence, the Head of School will write to that parent / carer in 
order to remind him / her of his / her responsibilities. 
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5. Procedures for Monitoring Attendance 
 

The Head of School will regularly inspect the registers in order to identify 
emerging patterns of absenteeism. Any such patterns will be discussed by the 

student’s Form Tutor at briefings and team meetings and appropriate 
supporting strategies will be put in place. 
 

Attendance can feature in a student’s IBP and targets for improvement will, 
when necessary, be set. 

 
It will be the responsibility of all Sheridan School staff to ensure that the 
importance of regular and punctual attendance is continuously stressed to the 

students and that appropriate supportive strategies are used with students who 
may experience attendance difficulties. 

 
Staff at Sheridan School will liaise with EHCP coordinator and / or social worker 
where appropriate, to ensure that support is given to parents/carers where 

necessary.  In the event of persistent absences, a meeting will be called 
between all relevant agencies to discuss the issue and related concerns. 

 
6. Punctuality to Lessons 
 

Punctuality to lessons will be monitored by the staff responsible for those 
lessons. The student’s Form Tutor will support the student in attending lessons 

punctually by discussion at daily Tutorial sessions. 
 

7. Strategies Used 

 
In order to support students who may be experiencing attendance difficulties, 

Sheridan School staff will: 
 

 Be alert to early signs of difficulties 

 Ensure that there are clear channels of communication to the student’s 
parent / carer 

 Speak to the student individually 
 Contact the parent / carer by phone or letter 

 Record all such contacts on the student’s file and on Schoolpod. 
 When necessary personally visit the student’s parent / carer 
 Invite the student’s parent / carer to Sheridan School 

 Set clear IBP targets for improvement 
 Monitor progress on a daily basis 

 Offer encouragement / provide when appropriate 
 Liaise with other services / agencies when necessary 
 Consider the resource implications of taxi / lift support 
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Legal action to enforce school attendance 
 

 
What does the law say?  
Section 7 of the Education Act 1996 places a duty on all parents to ensure that their children 
receive an efficient, full-time education. Parents who are seen to fail in their duty can be brought 
before the Magistrates Court.  
In Education law, a parent is defined as:  
• • The natural parents of a child, whether they are married or not.  

• • Anyone who, although not a natural parent, has parental responsibility for a child.  

• • Any person who, although not a natural parent, has care of a child.  
 
This can include parents therefore with whom the child does not normally live with or wider family 
members who share day to day care of the child.  
 
Types of Absence  
Absence can be authorised or unauthorised. Absence can be authorised by the school if one of 
the following four circumstances apply:  
1. Sickness or unavoidable cause (an unavoidable cause relating to the child, not the parent)  
2. Leave of absence (granted by the Head of School)  
3. Day of religious observance (for the religion followed by the parents)  
4. The child is entitled to Local Education Authority provided transport to school and this is not 
being provided  
For long or frequent periods of sickness absence, it is likely that your child’s school will require you 
to provide medical evidence to authorise the absence and may ask you to give them permission to 
contact your child’s GP. 
 

 
A school may also agree to authorise an absence in exceptional circumstances. This will be the 
decision of the Head of School.  
 
An unauthorised absence is any absence for which the school has not given permission or where 
the parent/carer has been unable to provide a reason for the absence which is acceptable to the 
school. 
 

 
What is the purpose of the Fast Track to Attendance Panel Meeting?  
The purpose of the Fast Track to Attendance Panel meeting is for you and your child to meet with 
school and relevant agency members to identify the reasons for absence and to work together to 
improve attendance.  
 
What will happen at the Fast Track to Attendance Panel Meeting?  
The reasons for absence will be identified and different strategies to improve attendance will be 
considered. A supportive action plan will be agreed and an attendance target will be set 
Whilst the intention of the Fast Track to Attendance Panel meeting is that attendance will improve, 
consideration will be made to legal action if attendance targets are not met. This could include 
prosecution in the magistrates’ court.  
 
What happens next?  
A Review Fast Track to Attendance Panel meeting will be arranged and at this meeting the action 
plan and attendance will be reviewed. A new action plan will be agreed. If the attendance target is 
met, the Review Panel can recommend that no further action is required.  
However, the school will continue to monitor the attendance of your child and will notify the Local 
Education Authority if attendance deteriorates. This could still result in legal action being taken.  
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If the attendance target is not met, the Review Panel will recommend to the Local Education 
Authority that legal action is taken. 
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