REDMAIDS’
HIGH SCHOOL

FOR GIRLS « BRISTOL

Redmaids’ High School
Attendance policy — Senior & Junior School

GDST

At Redmaids’ High School, we believe that regular attendance is crucial for pupils to achieve their full
potential and make the most of their education. We expect all pupils to attend school regularly and
punctually, as this contributes to their academic progress, personal development, and overall well-being.

By working together with parents/carers, we aim to promote a culture of excellent attendance, ensuring
that all pupils have the opportunity to succeed and thrive at Redmaids’ High School.

Key Contacts

The senior leader with overall responsibility for attendance at the school (Senior Attendance Champion)
is Melissa Stimson (m.stimson@redmaidshigh.gdst.net)

Summary Policy
1. Attendance Expectations:

e Pupils are expected to attend school every day unless they are genuinely unwell or have an
unavoidable appointment.

e All pupils should aim to maintain at least 95% attendance.

e Punctuality is important. Pupils should arrive at school on time for registration and all lessons.

2. Parental Responsibility:

e Parents/carers are responsible for ensuring their child's regular attendance and punctuality.

e Allrequests forabsence,and in the case of an unplanned absence, should be made by contacting
the Senior School Attendance Office: absence@redmaidshigh.gdst.net, 0117 962 2641, or using
the Request an Absence form on the Hub - not to the tutors or Head of Year. All requests for

absence in the Junior School, and in the case of an unplanned absence, should be made by
contacting the School Office: juniors@redmaidshigh.gdst.net, 0117 962 9451.

e [fachildis not well enough to attend school, we ask parents to let us know on the first day (and
each subsequent day) of the absence, which must include details of the illness they are suffering
from.

e Requests for routine absences, e.g. doctor/dentist appointments, should be kept to a minimum

and scheduled out of school hours where possible.

e For safeguarding reasons, Sixth Formers are not able to self-advise an absence. This must come

from a parent/carer.

3. Recording Attendance:

e Attendance forall pupilsis recorded twice a day: Seniors at 8.40am during tutor time and 2.00pm
during the Period 4 lesson. Juniors at 8.45am and 1.30pm.

e Unexplained absences are monitored each day and contact will be made with home to establish
the child’s whereabouts. This might include phone calls (or text messages) from the Office &
Attendance Manager, Receptionist or School Nurses, this will usually be carried out by 10.30am.
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e Any absence not explained by a parent/carer will be marked as unauthorised.

e For international pupils who are studying under a child or pupil visa, a contact point is defined
as half a day. The tenth missed contact point must be reported to UKVI as per the Pupil Sponsor
Guidance.

4. Authorised and Unauthorised Absences:

e Authorised absences include: illness, medical appointments, and exceptional circumstances
approved by the School.

e Unauthorised absences include: truancy, family holidays during term time without prior
approval, and any absence not explained by a parent/carer.

e [ffeeling unwell during the school day, pupils need to see the School Nurse or their Head of Year.
The School will liaise with parent/carers directly to reach an agreement if a pupil is too unwell to
stay in school. In such circumstances, the pupil must be collected from the School by a parent or
another authorised adult, and sign out at Main Reception. No pupil will be allowed to leave the
school site without parent/carer confirmation.

e Attendance at PE lessons and sporting fixtures is expected.

5. Arriving late to school and leaving/returning to the site during the day

e During the school day, all pupils including Sixth Formers are required to sign out via the screen
in main reception, and back in when returning to site. Pupils should also sign in this way if
arriving to school late. Junior School pupils sign in and out in the school office.

e Pupils, including Sixth Formers, should not go straight to a lesson before they have registered,
no matter how late the arrival.

e For their own safety, pupils will not be permitted to leave the site during the school day without
a pre-authorised reason being held on file.

6. Monitoring and Support:

e The School will monitor attendance regularly, and any concerns will be discussed with
parents/carers.

e Support will be offered to families experiencing difficulties in ensuring regular attendance.

7. Consequences of Poor Attendance:

e Persistent absence or lateness may lead to interventions such as meetings with parents/carers,
support from the school's pastoral team, or referral to external agencies.

e The School may make areferral to the Educational Welfare Service who will issue a Penalty Notice
to each parent for each child taken out of school in cases of persistent or unauthorised absence.

8. Celebrating Good Attendance:

e Good attendance and punctuality will be recognised and celebrated.
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9. Specific barriers to attendance

Whilst every pupil has a right to a full-time education and high attendance expectations should be set
for all pupils, the School also accounts for the specific needs of certain pupils. The policy will always be
applied fairly and consistently but, in doing so, the School will always consider the individual needs of
pupils and their families who have specific barriers to attendance. See Appendix 1.

We ask parents to familiarise themselves with our policy guidelines and help us to promote the
standards of attendance and punctuality which are essential for an orderly school environment where
all pupils can get the maximum benefit from their education.

How many days absence is concerning?

Above 97%: Less than 5 days absence a year - Excellent attendance!
95%: 8 days absence a year - Good attendance and Redmaids’ High minimum expected target.

90% and below: 17 days+ absence a year - The Government classes young people in this group as
“Persistent Absentees”, and it will be almost impossible to keep up with work. Parents of young people
in this group may benefit from working with the Educational Welfare Service, and may also face the

possibility of legal action being taken by the Local Authority.

Overview

Pupil attendance is critical to academic success and to social integration. We strongly believe at
Redmaids’ High School that maintaining daily school attendance is everyone’s business and we work
proactively with parents and external agencies to remove any barriers pupils may face when it comes to
attending school. The staff members who are responsible for the strategic approach to attendance in
school are the Assistant Head Pastoral/DSL together with the Attendance & Office Manager.

The School’s admission and attendance register is maintained in accordance with the Education (Pupil
Registration) (England) Regulations 2006. We monitor attendance rates on an ongoing basis and
teachers, tutors and pastoral leads will take action if a pupil’s absence becomes a concern, as required
by law. The School adheres to the principles and guidance outlined in ‘Working Together to Improve
School Attendance’ August 2024.

The School will acknowledge the efforts of pupils to improve their attendance and timekeeping and
will challenge the behaviour of those pupils and parents who give low priority to attendance and
punctuality. In the Senior School, five ‘lates’ to both Form time and lessons in a term will lead to a
detention, unless there are extenuating circumstances; such circumstances should be discussed with
the Form Tutor. This sanction is intended to emphasise the importance we place on punctuality.

Attendance register

As set out in The School Attendance (Pupil Registration) (England) Regulations 2024, all schools are
required to complete an attendance register twice a day, once at the beginning of the morning session
and again at the start of the afternoon session to confirm whether a pupil is present, absent, engaged in
an approved off-site educational activity or unable to attend due to exceptional circumstances.

At Redmaids’ High School the register is taken at 8.40am during tutor time/assembly and 2.00pm during
their Period 4 lesson. Pupils arriving after these times must enter school by the main entrance and report
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to Reception to sign in where their name and reason for lateness (Code L) will be recorded, before
heading to their timetabled lesson. The register will close at 9.10am and 2.30pm. Pupils arriving after the
register has closed will be marked as ‘late after registers closed’ (Code ‘U’) and this will count as an
unauthorised absence.

Attendance for all Junior pupils is recorded twice a day: 8.45am and 1.30pm. pupils registering after these
times in the office will be marked as ‘late after registers closed’.

Registering of pupils — Senior School Daily Routine

Senior pupils are expected to be onsite by 8.35am, and in their tutor room ready to start their day at
8.40am, including all Sixth-formers regardless of whether they have a free period as their first lesson.

Morning Session

8.40 Registration
8.45 Whole School Assembly (Mon/Fri) & Tutor Time/Section Assemblies (Tues/Wed/Thurs)
9.10 - 9.15 Movement Time

9.15-10.15 Lesson 1

10.15-10.35 Break

10.35-10.40 Movement Time

10.40 - 11.40 | Lesson 2

11.40 - 11.45 Movement Time

11.45 - 12.45 Lesson 3

12.45-1.55 Lunch (Year 7 go to lunch at 12.30)
1.55-2.00 Movement Time

Afternoon Session

2.00-3.00 Lesson 4 including PM session attendance
3.00 -3.05 Movement Time
3.05-4.05 Lesson 5

** Sixth Formers with no lesson timetabled at Period 4 on any day, must record their attendance at school
by signing in using the device located in the Sixth Form entrance.

Junior pupils are expected to be in their seat ready for the day by 8:45am and 1:30pm.

Working Together to Improve School Attendance
Redmaids’ High School has a legal duty to promote attendance and to publish its absence figures.

The School is committed to working with parents to achieve as high a level of attendance as possible.
We are obliged to provide attendance data to prospective employers and external organisations where
requested, e.g. for university application purposes.

Poor attendance is also a safeguarding concern. Keeping Children Safe in Education 2025 states that all
staff working in school must be aware of the safeguarding response to children absent from education.
Children being absent from education for prolonged periods and/or on repeat occasions can act as a
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vital warning sign to a range of safeguarding issues including neglect, child sexual and child criminal
exploitation. It is important the School’s response to persistently absent pupils and children missing
education supports identifying such abuse, and in the case of absent pupils, helps prevent the risk of
them becoming a child missing education in the future. This includes when problems are first emerging
but also where children are already known to local authority children’s social care and need a social
worker, where being absent from education may increase known safeguarding risks.

The School will act promptly and proactively to work with parents to try to prevent absence from
reaching such levels.

Parental responsibility for school attendance

It is the legal responsibility of every parent to make sure their child receives that education either by
attendance at a school or by education otherwise than at a school.
Where parents decide to have their child registered at school, they have an additional legal duty to
ensure their child attends that school regularly. This means their child must attend every day that the
school is open, except in a small number of allowable circumstances such as being too ill to attend or
being given permission for an absence in advance from the school.

Regular attendance is essential to the all-round development of the child and they should be allowed to
take full advantage of educational opportunities available to them. Poor attendance undermines their
education and sometimes, puts pupils at risk.

Regular attendance both in school and also in lessons, is essential for pupils to get the most out of their
school experience, including their attainment, wellbeing, and wider life chances. The pupils with the
highest attainment at the end of Key Stage 4 have higher rates of attendance over the key stage
compared to those with the lowest attainment.

Pupils are expected to arrive by 8.35am in Seniors and 8:45am in Juniors. All pupils that arrive late must
report to the school office where the reason for lateness is recorded and registers updated.

Authorising absence

Only the Head can authorise absence, though under routine circumstances may be delegated to the
Assistant Head Pastoral/DSL and Attendance & Office Manager. Where there is doubt, the Head, on
behalf of the governing body, should take a consistent approach. The absence must be unavoidable. The
Head is not obliged to accept a parent’s explanation; a letter or telephone message from a parent does
not in itself authorise an absence. If absences are not authorised, parents will be notified.

If no valid explanation is received, absences will not be authorised.

Absence (leave) during term time can only be approved in “exceptional circumstances”. The following
reasons are examples of absence that will not be authorised:

e Persistent non-specificillness e.g. poorly/unwell

e Absence of siblings if one child isill

e Oversleeping

e General tiredness, which includes participation in an out of school hours event or activity
e Clothing/uniform issues

e Confusion over school dates
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e Child’s/family birthday
e Shopping trip
e Holidays

Section 444 of the Education Act 1996 says that parents are guilty of an offence of failing to secure
regular attendance at school unless they can prove that the child was absent:

e with leave (the school has given permission)

e due to sickness or any unavoidable cause (the sickness or unavoidable cause must relate to the
child, not the parent)

e religious observance

e failure by the Local Authority to provide transport
In law, these are the only acceptable reasons for a child being absent from school.

Note: Any pupil studying at Redmaids’ High with a pupil visa must have an extended period of absence
reported to the Home Office by the Chief Operating Officer.

Exceptional circumstances

An "exceptional circumstance" would have to be defined as an unavoidable cause e.g. a one-off
emergency situation which prevents the child from attending school.

The Head may authorise absence in “exceptional circumstances” but this must be requested at least two
weeks in advance and agreement to each request is at the discretion of the Head. Only exceptional
circumstances warrant an authorised leave of absence. Each request will be considered individually,
taking into account the specific facts and circumstances and relevant background context behind the
request. The request must be made by the parent/carer with whom the child normally lives, and
permission must be sought in advance.

Each case will be judged on its merits and the Head’s decision is final. Once the decision not to authorise
leave is taken, it cannot be authorised retrospectively. Where a leave of absence is granted, the School
will determine the number of days the pupil can be away from school. A leave of absence is granted
entirely at the school’s discretion.

Exceptional circumstances could include:

e Service personnel returning from a tour of duty abroad where it is evidenced the parent will not
be in receipt of any leave in the near future that coincides with school holidays.

e Where an absence from school is recommended by a health professional as part of a parent’s or
child’s rehabilitation from a medical or emotional issue.

e The death or terminal iliness of a person close to the family.
e To attend a wedding or funeral of a person close to the family.

e Any strong personal reasons why a family might need to take a child away from school for a short
break.

Requests for holidays in term time, for whatever reason, cannot be approved, even if the parent is unable
to take time off work at any other time.

To request a leave of absence for ‘exceptional circumstances’, parents/guardians should follow the
absence procedure in the normal way and this will be forwarded by the Attendance & Office Manager
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to the Head for review. The request should be submitted as soon as it is anticipated, and wherever
possible, at least four weeks before the absence.

Lateness

Pupils are marked present if they are in school when the session register is taken. If a pupil leaves the
school premises after registration, they are still counted as present for statistical purposes during the

‘session’.

Punctuality is very important and it is something all pupils are encouraged to take seriously so they
develop good habits for future employment.

Lateness can, over a year, add up to a significant proportion of their time at school. Just 5 minutes per
day equates to 1.5 whole days lost.

Morning session registers are taken promptly at 8.40am in Seniors and 8:45am in Juniors. After this time,
pupils arriving between 8.45am and 9.10am will be coded as late (Code L).

A senior pupil who arrives after 9.10am (must sign into Main Reception for Evacuation Registers). The
pupil will be marked with unauthorised absence (code U). If a valid reason such as an unavoidable
medical appointment was the reason for lateness, then the absence will be authorised. Junior pupils who
arrive after the register is taken must sign in at the Junior School office.

Afternoon session registers are takenpromptly at 2.00pm in the Senior School. The school bell will sound
at 1.50pm and 2pm to support this. After this time, pupils arriving between 2.05pm and 2.30pm will be
coded as late (Code L). Pupils who arrive after 2.30pm will be marked with unauthorised absence (Code
U). The Junior School registers are taken at 1:30pm, except for Tuesdays when it is 1:40pm.

The School’s approach to monitoring attendance

Sessions and lesson attendance are monitored each day and daily contact will be made with home
where there are immediate concerns. This might include phone calls or text messages. Attendance data
will be captured and reviewed at regular intervals, and this will inform the interventions and support
that is putin place.

Weekly attendance check

1. Heads of Year use Sims to check attendance levels of pupils in their year group. Attendance below
95% and below 85% are clearly identified. Pupils absent for consecutive days are also clearly
identified.

2. Form Tutors will have a one-to-one with anyone in their form who is absent for more than 3
consecutive days to check in and to see if they need help with catching up work.

3. Inthe Junior School, the classteacher and the office monitor weekly attendance and will speak with
the parent if there are any concerns.

Year to date absence reports

1. Heads of Year and Tutors will monitor pupil’s year to date attendance. Absence in the Autumn term
is monitored closely for any emerging patterns. If there are concerns at an earlier stage, then the
points below may be enacted sooner.
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2. Stage 1: If a pupil’'s attendance falls below 95% from October half term onwards the Attendance &
Office Manager will contact home, copying in the Head of Year. If there are concerns or attendance
continues to fall after initial contact, a meeting with the Head of Year will be arranged.

3. Stage 2: If a pupil’s attendance falls below 90% from October half term onwards, the Attendance &
Office Manager will contact home again, copying in the Head of Year and Assistant Head
Pastoral/DSL.

4. Stage 3: If attendance continues to remain at around 90%, a meeting with the Head of Year and/or
the Assistant Head Pastoral/DSL will be arranged, and an Attendance Action Plan will be drawn up.

5. Stage 4: If a pupil’s attendance falls below 85%, a meeting with the Assistant Head Pastoral/DSL and
Head of Year will be arranged. The case will be assessed by the School’s safeqguarding team to see if
a referral to Social Services to support the family is required. The School will also contact Bristol’s
Education Welfare Service, who may wish to support further by meeting with the family for an initial
assessment.

In the Junior School the Headteacher reviews attendance half termly and contacts the parents directly
if there are any concerns. At the end of each term, attendance below 90% will result in a letter being sent
home and a meeting with the parent.

The School understands that some absences, such as ongoing medical illness, are outside of the family’s
control. The School will, however, need medical certification for these absences. The School will always
take a supportive approach and will assess each case individually to ensure the right level of support.

Lesson Attendance

e Senior School Staff in lessons must take a register within the first 10 minutes of the start of a
lesson. They should mention any concern to the Tutor and Head of Year so that it can be followed
up. If an unauthorised absence is suspected, the Attendance Officer should be contacted
immediately so that they contact the Head of Year and a member of SMT.

e Staff should only enter the codes: / (Present), L (Late), or N (No reason for absence). All pre-
authorised absence required other coding will have been completed in advance of the lesson by
the Attendance Team.

e Staff should ensure lessons start and end as promptly as possible to enable pupils to arrive on
time for their next lesson.

e All staff should be vigilant during their non-teaching time and should question pupils not in
lessons.

Reporting to the local authority

The school has a statutory obligation to inform the local authority of the full name and address of any
pupil of compulsory school age who fails to attend school regularly or has been absent unauthorised for
a continuous period of 10 days or more. In Bristol, the onus is on the school to focus on an attendance
plan with the pupil and the parents/guardians. Should the school be unable to resolve the issue, then
EWS can be contacted. If there are concerns about a child’s safety or well-being, then a call to First

Response will be made.
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The school must also inform the local authority of the full name and address of any pupil of compulsory
school age who has been recorded as ill and the school has reasonable grounds to believe will miss 15

days consecutively or cumulatively because of sickness.
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Appendix 1- Pupils with Medical Conditions or Special Educational Needs or Disabilities

Some pupils face greater barriers to attendance than their peers. These can include pupils who suffer
from long term medical conditions or who have special educational needs and disabilities. Their right to
an education is the same as any other pupil and therefore the attendance ambition for these pupils
should be the same as they are for any other pupil. The School will work with parents to overcome
barriers to learning, including:

Having sensitive conversations and developing good support for pupils with physical or mental health
conditions. For example, making reasonable adjustments where a pupil has a disability or putting in
place anindividual healthcare plan where needed. Considering whether additional support from external
partners (including the local authority or health services) would be appropriate, making referrals in a
timely manner and working together with those services to deliver any subsequent support.

Working with parents to develop specific support approaches for attendance for pupils with special
educational needs and disabilities, including where applicable ensuring the provision outlined in the
pupil’s education, health and care plan is accessed and work with other partners to encourage the
scheduling of additional support interventions or medical appointments outside of the main school day.

Ensure joined up pastoral care is in place where needed and consider whether a time-limited phased
return to school would be appropriate, for example for those affected by anxiety about school
attendance.

Part Time Timetables

All pupils of compulsory school age are entitled to a full-time education. In very exceptional
circumstances, where it is in a pupil’s best interests, there may be a need for a temporary part-time
timetable to meet their individual needs. For example, where a medical condition prevents a pupil from
attending full-time education and a part-time timetable is considered as part of a re-integration
package.

A part-time timetable must only be in place for the shortest time necessary and not be treated as a long-
term solution. This will be regularly reviewed with the pupil and their parents. In agreeing to a part time
timetable, the School has agreed to a pupil being absent from school for part of the week or day and will
therefore treat the absence as authorised.

Appendix 2 — Examples of Authorised and Unauthorised absence
What counts as an “Authorised absence” (Code C)?

‘Authorised absence’ means that the school has either given approval in advance for a pupil of
compulsory school age to be away from the school, or has accepted an explanation offered afterwards
as justification for absence.

What circumstances would absence be authorised by the school?

1. lllness (Code l)

e In most cases, absences for illness which are reported following the school’s absence reporting
procedures will be authorised. That is unless the school has a genuine concern about the
authenticity of the illness.
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e DfE guidance states that if authenticity of the illness is in doubt, the school may ask the
parent/carer to provide medical evidence such as a prescription, appointment card, or other
appropriate form of evidence.

e Medical evidence may be requested where a pupil has been absent for more than 5 school days
due to illness OR where a pupil’s attendance is below 90% and/or is regularly away from school
due to illness. Failure to provide evidence when requested may result in the absences being
recorded as unauthorised.

e The reporting of absence due to illness remains the responsibility of the parent/carer. Absences
due to illness which have not been reported to the school by the parent/carer on each day of
absence may not be authorised.

2. Mental Health (Code I)

e Parents/carers who have concerns about their child’s mental wellbeing can contact their child’s
Head of Year or the Assistant Head Pastoral/DSL for further information on the support available.

e Parents/carers should also contact their GP or the NHS Helpline by phoning telephone number
111 for advice if they are concerned. In case of emergency, dial 999.

3. Pupils taken ill during the school day (Code I)

e Pupils need to see the School Nurse or their Head of Year if they feel unwell. The School will liaise
with parent/carers directly to reach an agreement if a pupil is too unwell to stay in school. In such
circumstances, the pupil must be collected from the School by a parent or another authorised
adult, and sign out at Main Reception. No pupil will be allowed to leave the school site without
parent/carer confirmation.

e For their own safety, pupils will not be permitted to leave the site during the school day without
a pre-authorised reason being held on file.

4. Unavoidable medical/dental appointments (Code M)

e Allroutine (non-emergency) appointments should be made, whenever possible, outside of school
hours. Should a pupil need to have an appointment during school hours, evidence of this
appointment may need to be provided. It would normally be expected that parents/carers do not
take their child out of school for a whole day for a medical/dental appointment.

5. Religious Observance (Code R)

e Our school acknowledges the multi-faith nature of our community and recognises that on some
occasions, religious festivals may fall outside of school holidays or weekends. In accordance with
the law, the School will authorise one day’s absence for a day exclusively set apart for a religious
observance by the religious body to which the parent/carer belongs. Should any additional days
be taken, these will be recorded in the register as unauthorised absence.

6. Approved Educational Activity (AEA) (Code P)

e When pupils are attending educational activities off the school site that have been approved by
the school, the register will be marked to show this is the case.
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Appendix 3 - A Guide to Attendance Coding

Code | Description Statistical Meaning Physical Meaning
/\ Present at the school (AM or PM session) Present In for whole session
B Attending any other approved educational activity Approved Educational Activity | Out for whole session
C Exceptional circumstances Authorised Absence Out for whole session
Cc1 Regulated performance or employment abroad Authorised Absence Out for whole session
c2 Part-time timetable for compulsory school age pupil Authorised Absence Out for whole session
D Dual registered at another school Attendance not required Out for whole session
E Suspended or permanently excluded Authorised Absence Out for whole session
G Holiday not granted by the school Unauthorised Absence Out for whole session
1 lliness (not medical/dental appointment) Authorised Absence Out for whole session
" Intervi?w f0|f em.plo'yment or admission to another Authorised Absence Out for whole session
educational institution
K Attend'ing education provision arranged by the local Approved Educational Activity | Out for whole session
authority
L Late arrival before the register is closed Present Late for session
M Medical or dental appointment Authorised Absence Out for whole session
N Reason for absence not yet established Unauthorised Absence Out for whole session
(0] Absent in other or unknown circumstances Unauthorised Absence Out for whole session
P Participating in a sporting activity Approved Educational Activity | Out for whole session
Q I::; of access arrangements (e.g, transport duty not Attendance not required Out for whole session
R Religious observance Authorised Absence Out for whole session
S Study leave for public examination Authorised Absence Out for whole session
T Parent travelling for occupational purposes Authorised Absence Out for whole session
U Arrived after registration closed Unauthorised Absence Late for session
\' Attending an educational visit or trip Approved Educational Activity | Out for whole session
w Attending work experience Approved Educational Activity | Out for whole session
X Non-compulsory school age pupil not required to attend Attendance not required Out for whole session
school
Y1 Transport normally provided not available Attendance not required Out for whole session
Y2 Widespread disruption to travel Attendance not required Out for whole session
Y3 Part of school premises closed Attendance not required Out for whole session
Y4 Whole school site unexpectedly closed Attendance not required Out for whole session
Y5 Criminal justice detention Attendance not required Out for whole session
Y6 Public health guidance or law Attendance not required Out for whole session
Y7 Any other unavoidable cause Attendance not required Out for whole session
z Prospective pupil not on admission register Attendance not required Out for whole session
# Planned whole school closure Attendance not required Out for whole session
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