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Introduction
At Nottingham Emmanuel School we want to encourage students to attend school regularly and be punctual
both to school and to lessons during the school day. Our Attendance and Punctuality Statement of Practice is
based on the following two pieces of scripture:
I can do all things through Christ who strengthens me (Philippians 4:13)
Be like-minded, be sympathetic, love one another, be compassionate and humble (1 Peter 3:8)
We want to ensure that all of our students can live life in all of its fullness both academically and personally. As
a community we want to encourage students to remove barriers to learning. Poor attendance and punctuality
to lessons are barriers preventing students making good progress. As a community we aim to work with
parents/carers and students in an emotionally intelligent way. Ensuring that support is put in place within school
whilst supporting and encouraging parents or carers to implement positive changes at home. The pastoral
support provided to both students and their parents or carers ensures that we can all work together to remove
attendance barriers and ensure that students are in school and attending lessons on time.
This document summarises The Nottingham Emmanuel School’s ethos and operational procedures for
attendance and punctuality in line with the Trust policy for Attendance and Punctuality.

Related Policies, Statements of Practice and procedures





Behaviour & Exclusions Policy
Behaviour statement of practice
Safeguarding statement of practice
Safeguarding Policy

Statement of Practice
At the Nottingham Emmanuel School (NES), attendance and punctuality are a key priority and we are persistent
in our pursuit for statistics in both of these areas to be high for all groups of students. It is evidenced that strong
attendance and punctuality have a direct correlation upon a student’s academic outcomes therefore we are
insistent on our daily expectations of students being in the school each day and on time. It is a parent and carers
legal responsibility to ensure that their child attends the school regularly and we value this support in meeting
these responsibilities daily and on time. Where required we do ask that parents and carers support any
disciplinary actions that are taken in order to ensure that their child is a successful student and that all parties
are committed to the ‘Nottingham Emmanuel Agreement’ and the responsibilities that are identified within it
(see appendix 1).
All of our staff team give a consistently clear message on why students are expected inside the school each day
and the importance of being punctual to the school and all lessons across the day. We use an online system
called Go4Schools to record, monitor and track all of our student’s attendance and punctuality and parents and
carers can access this data at any time to also review their child’s performance in these areas.
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Staff Attendance and Punctuality Roles
Tutor
Tutors play a very important pastoral role for all students and central to this is ensuring that key messages
around attendance and punctuality are frequently given within the form group. Any concerns a tutor may have
with a student’s attendance or punctuality will be forwarded in the first instance to the student’s year leader for
further enquiry. Tutor will provide weekly update regarding tutor groups performance within the attendance
cup.
Class Teacher
The class teacher uses G4S to record all students’ attendance to every lesson and registers are taken within the
first 15 minutes of each period so we are tracking all of our student’s movement and can quickly and proactively
address any absence. It is vital that students are in every timetable lesson they have in order to ensure their
progress is strong and they are not missing vital learning opportunities. Class teacher uses walkabout to alert
pastoral staff of pupil lesson absence (when marked in school for tutor/other lessons during the day).
Year Leader
It is the role of the Year Leader to ensure that attendance and punctuality are constantly a high priority and
students are aware of their own attendance percentage but also that of their year group on a weekly basis. This
is not only done via daily visits to tutor groups and reviewing group performance but also in weekly AOW’s
where key analysis of data is given to the year group as a whole. The Year Leader also contacts home after the
second day a student is absent to offer support for their return and interrupt any long periods of absence. These
staff monitor all students’ attendance however specific focus and intervention is on those within the 96.9-90%
bracket.
Attendance Officer
This staff member supports our pastoral team and Assistant Principal responsible for attendance and punctuality
by maintaining regular communication with home and school to ensure positive patterns of attendance are
evident for all students. They contact parent/carer of students with unexplained absences and record on G4S.
They manage the recording of lateness and allocation of late detention (lunchtime and after school). They meet
regularly with the Assistant Principal to review data and specifically monitor the attendance of those students
with an attendance concern. They meet weekly with Year Leaders to discuss interventions and actions for
students with attendance concerns. They are responsible for analysing and providing data to inform
interventions (such as attendance concern letters, home visits, referrals to SEMH support services and external
agencies), facilitating meetings with students and parents/carers and the collation of evidence and
communication with the Education Welfare Service for referrals for persistent unauthorised absence,
unauthorised leave of absence and Children Missing In Education, and also other agencies when appropriate.
They manage the positive points system with rewarding high levels of attendance and punctuality, supports with
recording first day calls, sending initial correspondence regarding unknown reasons for absence and holiday
related absence (after consultation with the Assistant Principal) and has responsibilities for exclusions and
behaviour data. The Attendance and Achievement Officer has responsibilities for the promotion of good
attendance and punctuality in the form of communications and competitions.
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Assistant Principal
The Assistant Principal has an overview of attendance for all groups of students and constantly strives for above
national average trends for all students. Through weekly line management meetings with Year Leaders all
absences are tracked and monitored in addition to those students that have been late to the School. Should
there be a need for intervention then this is initiated by the Assistant Principal and in extreme cases via the
Education Welfare Service.
Principal
The Principal reviews key data in this area with the Assistant Principal and strategically plans intervention(s)
where needs are highlighted. They will also support when parent/carer meetings are needed and attendance
contracts are being issued to ensure compliance and prevention of further concerns.
Role of the Governing Body
The Governing body are responsible for the regular reviews of this statement of practise and published
attendance and punctuality figures presented at full Governor meetings throughout the year.
See appendix 3 for daily attendance process
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Rewards
The role of rewards and praise is key to promoting our values and celebrating those students that do meet our
expectation of being in the School 100% of the time. We endeavour to reward every student each week that
they achieve both 100% attendance and punctuality through the allocation of positive points using Go4schools,
this acknowledgement is also complimented at the end of every term where we issue further rewards for such
achievements. We believe that rewarding outstanding attendance and punctuality helps us to promote
Nottingham Emmanuel School’s core values and enables the students to understand the importance of positive
attendance and punctuality within all that they do (see Appendix 2).

Sanctions
As a school NES set rigorous targets for both attendance and punctuality and are committed to monitoring and
improving both areas for all of our students. When a student is late to the school there are clear sanctions in
place to challenge the student however communication is made home also to offer support should it be needed
to prevent further lates. We expect 100% attendance and punctuality and constantly remind and promote this
priority to all students, however, when a student does not meet our expectations, there are clear sanctions and
follow up actions that all of our staff follow. An example being an immediate same day lunch time detention for
any student that is late to the school, and an after school detention for any repeat lates (appendix 4). Our
process for tackling persistent absenteeism is outlined on the next page.
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Poor Attendance and Persistent Absenteeism
Persistent Absentee
Persistent absence is when a pupil enrolment’s overall absence equates to 10 per cent or more of their possible
sessions.
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/787314/
Guide_to_absence_statistics_21032019.pdf
NES expects 100% attendance from all of our students. We are aware and acknowledge that at times school
attendance is not possible for a variety of valid reasons. During these genuine periods of absence NES will look
to support students and families to ensure missed education is kept to a minimum. NES expects students and
families to have an “I will attend” attitude to school and endeavour to attend and support the school with
attendance at all times. Families should look to book appointments and holidays/trips out of school hours when
and where possible. When absence is repeated and regular during an academic year NES will initially inform
families that no further absence will be authorised without evidence (for example medical note or appointment
card). If attendance continues to drop following this initial contact student and families will be invited to an
Attendance Panel Meeting to discuss attendance concerns and support strategies. Attendance will then be
regularly reviewed. Following this meeting and the implementation of support NES will refer further poor
attendance to the Education Welfare Service for external support and possible legal action.
See appendix 4 (procedures) and 5 (attendance letters)
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Procedures for students required to leave the School early
Wherever possible routine appointments are expected to be made outside of the School day i.e. doctor’s
appointment, dental check-ups however we do acknowledge that sometimes this isn’t always possible for
example for an orthodontist appointment or hospital appointment. Where there is such a request for leave we
ask that parent/carers make this request known to their child’s year leader by writing or email, a minimum of
48 hours in advance and show proof of the appointment i.e. copy of the letter or appointment card. The child’s
year leader will inform our attendance administrator ahead of the appointment and then the student is expected
to report to reception and sign out which is recorded in the early departure log. Without this communication
and evidence, we will not allow a student to leave the School. Should a student become ill during the School day
then the student’s year leader or a member of the student Services will contact home and gain consent to send
home with parent/carers asked to collect their child.
Procedures for managing a holiday request during term time or leave of absence
Parents and carers are made aware of the School policy on taking holidays during the term through the School’s
website in addition to a letter sent at the start of each academic year. Parents and carers are not permitted to take
holidays during the School term (all term dates are also on the School website). For any request of leave during
School term time, parents and carers will be required to send a written request to the Principal stating clearly what
the ‘exceptional circumstance’ is and length of absence being requested. The decision to authorise the absence will
be made by the Principal. In all but very extraordinary circumstances, such absence will not be authorised and
parents/ carers may incur a penalty notice issued by the Local Authority at the School’s request. If the parent/carer
is found to take an unauthorised leave of absence without permission from the School, this will be registered as a
‘G’ code and the parent/carers may be liable for prosecution and incur a Penalty Notice. Amendments to the 2006
regulations remove references to family holiday and extended leave as well as the statutory threshold of ten
school days. The amendments make clear that the Principal may not grant any leave of absence during term
time unless there are exceptional circumstances. The Principal should determine the number of school days a
child can be away from school if the leave is granted.
Following on from this, amendments have been made to the 2007 Regulations in the Education (Penalty
Notices) (England) (Amendment) Regulations 2013. These amendments, as described below, will come into
force on 1 September 2013.
The 2007 regulations set out the procedures for issuing penalty notices (fines) to each parent who fails to ensure
their children’s regular attendance at school or fails to ensure that their excluded child is not in a public place
during the first five days of exclusion. Parents must pay £60 if they pay within 28 days; or £120 if they pay within
42 days.
Amendments to 2007 regulations will reduce the timescales for paying a penalty notice. Parents must, from 1
September 2013, pay £60 within 21 days or £120 within 28 days. This brings attendance penalty notices into line
with other types of penalty notices and allows local authorities to act faster on prosecutions.
Please see appendix 8 (absence request) and 9 (penalty notice flow chart)
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Procedures for Children Missing in Education
All children, regardless of their circumstances, are entitled to a full time education which is suitable to their age,
ability, aptitude and any special educational needs they may have. Local authorities have a duty to establish, as
far as it is possible to do so, the identity of children of compulsory school age who are missing education in their
area and we endeavour to maintain a close relationship with the local authority in order to ensure the safety of
all of our students. A student going missing from education is a potential indicator of abuse or neglect and so
we will always follow robust procedures to ensure we are monitoring and reporting any students missing on
repeat occasions to help minimise risk of future missing occurrences. We will always ensure we follow our
safeguarding practises to alert key agencies and awareness for students that may travel to conflict zones or we
believe may be at risk of FGM or forced marriage (further procedural information is contained in our
Safeguarding policy).
A child going missing from education is a potential indicator of abuse or neglect. School and college staff should
follow the school’s or college’s procedures for dealing with children that go missing from education, particularly
on repeat occasions, to help identify the risk of abuse and neglect, including sexual exploitation, and to help
prevent the risks of their going missing in future.
We shall ensure we make the local authority aware of any student on our register that triggers the following;
• have been taken out of school by their parents and are being educated outside the school system e.g. home
education;
• have ceased to attend school and no longer live within reasonable distance of the school at which they are
registered;
• have been certified by the school medical officer as unlikely to be in a fit state of health to attend school before
ceasing to be of compulsory school age, and neither he/she nor his/her parent has indicated the intention to
continue to attend the school after ceasing to be of compulsory school age;
• are in custody for a period of more than four months due to a final court order and the proprietor does not
reasonably believe they will be returning to the school at the end of that period; or,
• have been permanently excluded.
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Appendix 1 – Contract of Commitment - “Together to learn, to grow, to serve”
The School
We agree to:










be polite and respectful to all
ensure that your child feels safe, secure and valued in school
be understanding and responsive to your child’s needs and concerns
promote high standards of work and behaviour in school
provide a broad and balanced curriculum
provide effective teaching and appropriate facilities and resources
help your child to achieve his/her full potential and to share their targets
communicate and consult regularly with home
promote your child’s spiritual development within a Christian ethos

The Student
I agree to:
 be polite and respectful to all
 attend every day and on time
 be properly prepared and equipped for school
 complete classwork and assignments on time and to the best of my ability
 make progress towards my agreed targets
 follow the uniform expectations with pride
 look after school equipment and the school environment
 represent the school positively within the local community and beyond
 respect the school’s Christian ethos
 use social media in an appropriate and responsible manner in line with the school’s policies
The Parent/ Carer
I agree to:
 be polite and respectful to all
 work with the school in promoting the best interests of my child
 support the school’s high expectations in relation to learning, behaviour and uniform
 ensure daily attendance and punctuality
 make the school aware of any problems or concerns should they arise
 share with the school the achievements of my child outside of school
 attend meetings concerning my child’s progress
 encourage and support my child’s academic work at home
 respect the school’s Christian ethos
 take responsibility for monitoring my child’s use of social media

Appendix 2 - Attendance Rewards
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Excellent attendance is recognised and encouraged in a variety of ways. These short and longer term rewards
are used to encourage and recognise attendance. In terms 2 and 3 improvement rewards are also incorporated
to reflect student efforts to improve attendance.

Positive points
Students receive positive points every week for 100% attendance.

100% rewards
Students are recognised for having two full weeks of 100% attendance. All students are placed into a raffle
draw. Five winners from each year group are selected and receive a prize.
Students will be placed into reward draws for termly and yearly 100% attendance.

Attendance Cup
All tutor groups are entered into the attendance cup at the start of each term. Tutor groups remain in the
competition if they have good attendance. Tutor groups with lower attendance face being knocked out at points
during the term. The winning tutor group receive a prize at the end of the term. Knocked out tutor groups can
re-enter the competition with a 100% week.

Appendix 3 – Daily Attendance Process
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Time

Action
Absence messages screened

7.45 to 8.30

Absence phone calls recorded
Registers amended

8.30 to 8.45

Tutor completes registers

8.45 to 9am

Priority students contacted if absent
AP attendance

9am

Ns changed as per messages
Ns with no reasons listed and contact started
Second day absence chased

10am
Home visits discussed with SLT
By lunchtime

Absence list sent to YLs and SLT
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Appendix 4 – Attendance and Punctuality Procedures

Attendance

Action

Detail

100%
Week

House Points

2 weeks consecutive

Entry into raffle

Term

Letter home

Year

Letter home and prize entry

99.99 to 96.00%

No Action

Below 96%
Letter 1

No further absences authorised

Letter 2

Invite and completion of
Attendance Panel Meeting

Letter 3

EWS referral

Or initial poor attendance
Below 93%
Or continued poor attendance
following letter 1
Below 90%
Or continued poor attendance
following letter 2

Additional Letters
Unauthorised absences
Within the first half term if students accumulate more than 3 days of absence this letter is used to inform
no more absence will be authorised for the academic year
APM Review
This letter is used to review attendance after the Attendance Panel Meeting is completed
Holiday Letters
These letters are used when unauthorised holidays are taken by families. Parents receive letter 1 to inform
the holiday is not being authorised. Parents receive letter 2 on school return.

Late Procedure
Late Count

Action

2

Letter 1

4

Letter 2 and phone call

6

Letter 3 and meeting

8

Letter 4 and meeting/EWS referral

Appendix 5 – Attendance Letters
Letter 1

Letter 2

Letter 3

100% Letter

Attendance Panel Meeting Document

NES Attendance Panel Agreement

Student Name ________________________________________ Date of meeting _______________

Attendees _________________________________________________________________________
If parents have failed to attend the meeting please state below how the meeting was communicated to
parents
Date of communication

Type of communication

Sent to

NES may make referrals to EWS based on the following triggers


10% unauthorised absence over a rolling 10 school week period.



Penalty Notices for unagreed leave of absence (including unagreed holidays) with 5 continuous
school days of unauthorised absence sessions. If there are other unauthorised absences besides the
dates of the unagreed leave then these dates will be considered and the appropriate course of action
initiated

Section 1 – Quantitative Information
Current Attendance Information
Current Attendance

Total Marks available

Number of unauthorised marks

% of unauthorised absence for current period

Please refer to Attendance Certificate and Initial correspondence regarding attendance

Section 2 – Qualitative Information
Attendance Detail and Intervention
Attendance Concerns

Support/Intervention Required

Parental/Student View

Section 3 - Targets
Student and Parent Targets (max 3. Include lateness if appropriate)

1
100% attendance for 10 days from date of meeting
2

3

NO FURTHER ABSENCE WILL BE AUTHORISED WITHOUT APPROPRIATE EVIDENCE
Signed (Attendance Officer) ___________________________________ Date___________________
Signed (HoY) __________________________________________ Date________________________
Signed (student) ________________________________________ Date _______________________
Signed (parent) ________________________________________ Date ________________________

Attendance Review Date ___________________
If attendance continues to fall and the % of unauthorised absence remains above 10% at the date
of the attendance review NES will refer to EWS and legal action will be considered

Attendance Panel Meeting Review Letter

Appendix 6 – Procedures for Poor Punctuality
The first warning bell for registration is at 08:25 and students should make their way to their form room at this
time. Registration/Form time begins at 08:30 and finishes at 09:00 and any student arriving late between these
times to school will be recorded as Late (Code L - before registers closed) on their attendance record. Any
student arriving to School after 09:00 with no reasonable explanation will have their attendance mark recorded
as an Unauthorised Late (Code U - after registers closed).

Step
1

2

3

4
5

6

7
Missed Detentions

Action

Who

Gates locked at 8.25am
Students arriving after 8.25 met at
gate by pastoral team. Student
name recorded at gate. Student
directed to student reception

Site Staff
Pastoral staff

Student name taken at Student
Reception
Reason for lateness recorded
Detention slip provided as required
Late recorded on Go4Schools
Detention allocated on Go4Schools
 1st late = 15min lunch
detention
 2nd late = 15min lunch
detention and 30min
afterschool detention
 3rd, 4th… = same as 2nd late
Text message sent home informing
of late
Late list sent to ILU and Year
Leaders before 11am
Student complete late detention in
ILU
Or
Student completes detention with
YL
Appropriate late letters created and
sent home
All missed late detentions escalated
to 1hr afterschool detention

Student Reception
Attendance Officer

Student Reception
Attendance Officer
Student Reception
Attendance Officer
ILU

Year Leader
Attendance Officer
ILU
Attendance Officer

Appendix 7 – Punctuality Letters
Late Letter One

Late Letter Two

Late Letter Three

Late Letter 4 Four

Appendix 8 - Permission for Leave of Absence
No leave of absence for any year group will be authorised except in exceptional circumstances.
Under current regulations, The Education (Pupil Registration) (England) (Amendment) Regulations
2013, Academies may not grant any leave of absence during term time unless there are exceptional
circumstances.
A student who takes 10 days holiday (whether authorised or not) in an academic year and has no other
absences, will only achieve a maximum of 94.7% attendance.
Parents/carers are not entitled to remove children from the School for holidays as of right. A leave of absence
must be applied for in writing to the Principal before bookings are made, and the decision to authorise a leave
of absence rests entirely with the Principal.
When considering granting a leave of absence, the Principal will consider:











The impact the absence will have on a student’s education and their ability to catch up on the work
that would be missed and the amount of hours of education missed;
Proximity of external and internal examinations (including controlled assessments);
The student’s current attendance record and their attendance from previous academic years (including
previous schools);
The impact the absence will have on a student’s overall attendance record for that academic year;
Previous leave of absences taken within students’ academic career (including those taken in previous
schools);
The amount of time requested;
Circumstances of the request;
Distance and whether the trip is a rare event;
Frequency of the request;
When the request was made.

Should an absence coincide with examinations periods (both external & internal) permission will not be given.
Students taken out of the School for a leave of absence that has not been authorised by the Principal will have
the absence recorded as an unagreed leave of absence (code G) on their attendance record. The Principal may
request legal action from the Local Authority in the form of a penalty notice, to be issued to the parents/carers
(the penalty notice will be per parent/carer per child. Appendix H – Penalty Notices).
Any student who does not return by the agreed date will incur unauthorised absences on their attendance
record until such time as they do return. This could result in the Principal requesting legal action from the Local
Authority.
If after 10 days of the expected return date, the student has still not returned to the School, and no contact
with parents/carers has been made by the School, a referral will be made to the Education Welfare Service,
Children Missing Education Team for further enquiries to be made. This will involve the Local Authority
contacting and visiting the parents/carers.
If the Local Authority is unable to locate the
parents/carers/child(ren), the School may be advised to remove the child(ren) from the School roll.
Parents/carers are then required to reapply for a place at the School on their return and there is no guarantee
that a space will be available.
If parents/carers do not apply for the leave of absence in advance of taking it, the student will have the leave
of absence recorded as unagreed leave of absence on their attendance record, and this could result in the
Principal requesting legal action from the Local Authority

Appendix 9

Appendix 10 - Absences for Religious Observance
In accordance with guidelines from the DFE the School will authorise one day of absence for any Religious
Observance on any one occasion, and only 3 days maximum in an academic year. Parents/carers will be
advised in advance of the agreed dates and parents must confirm the absence for their child under the normal
guidelines for reporting a student being absent. All other absences will be unauthorised.

