Attendance Policy
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Our Values:

e Teamwork — we hold ourselves and each other to account and are better when we work
together

Compassion — we act with trust, honesty, and kindness in everything we do
Inclusion - we treat each other fairly and with respect

Innovation — we encourage thoughtful, creative, and aspirational ideas
Pride - we encourage each other to be proud of who we are and what we do

Our Mission:

‘To enable young people to live and work without barriers’




1. Introduction

1.1 Improving attendance is everyone’s business. The barriers to accessing education are wide and
complex, both within and beyond college, and are often specific to individual learners and
families. By working together, the college, learners, and their families can jointly take responsibility
for encouraging good afttendance. Young people with SEND can often require personalised

approaches to access education, but the need for good attendance remains a priority.

1.2 We believe that a clear and realistic attendance policy is essential in establishing a positive
culture across the Fairfield that underpins the achievements and successes of all our learners. We
understand that there is a direct relationship with attendance and achievement and absence will
impact on progress. It has been noted that poor attendance can impact on welfare, poor mental

health and also conftribute to safeguarding concerns.

2. Underpinning Legislation and Supporting Documents

2.1 This policy should be read in conjunction with:

e Keeping Children Safe in Education (2025)
¢ Working together to improve school attendance (DfE, 2024)

e Summary table of responsibilities for school attendance (DfE, 2024)

3. Our Aim

3.1 Fairfield College is committed to meeting the obligations set out in the Department for Education’s
(DfE's) statutory guidance on Working together to improve school attendance, through our whole college

culture and ethos that values good attendance including:

e Setting high expectations for the attendance and punctuality of all learners.

e Promoting good attendance and the benefits of good attendance.

e Reducing absence, including persistent and severe absence.

e Ensuring every learner has access to the full-time education to which they are entitled.

e Acting early to address patterns of absence.

¢ Building strong relationships with families to make sure learners have the support in place to attend

college.

We will also promote and support punctuality in attending sessions.



4. Learners

4.1 Learners are expected to:
e Attend college every day, on time.
e Notify the college to record absences
e Attend all their timetabled sessions on time.

e Participate in every session to the best of their ability.

4.2 The college day starts at 9am and ends at 2.45pm. Learners must arrive by 9am every day.

If a learner is late, but arrives before close of register, they will be marked as late. If they arrive after the
register is closed, they will be marked as absent using the appropriate code. The college welcomes learners
onto college grounds at 8:40am. We record attendance twice daily, at 9:00am and 1:00pm; the register closes
after 10 minutes. This allows us to monitor and follow up absences quickly and in a timely manner.

Punctuality to sessions allows for prompt, uninterrupted learning which benefits everyone.

4.3 The electronic register also produces a ‘Fire Register’ which is essential to ensuring the safety and

whereabouts of learners who are on college grounds.

5. Parents/Guardians

5.1 Parents/Guardians are expected to:
e Make sure their child attends every day on time.
e Call the college to report their child's absence before 9.00am on the initial day of absence and any
subsequent day/s of absence, and advise when they are expected to return.
e The number to call is 01373 823028 and select option1.
e Ensure that, where possible, appointments for their child are made outside of college hours.
e Proactively engage with support offered from college to prevent, understand and remove any

barriers to attendance.

6. Tutors / College

6.1 The college will accurately complete admission and attendance registers. Education settings have a
statutory duty to record and report attendance accurately. We use an online system called SchoolPod, which
allows us to monitor, track and follow up attendance across the whole college in real time. All Tutors have
responsibility for marking the register correctly and promptly. Tutors will ensure that the correct code is used

for marking, and any late learners have reported to Reception.



6.2 Tutors have a responsibility to monitor attendance for the learners in their tutor groups. The Tutor will be
communicating with young people and their families relating to absences, lateness and if there are any
queries or concerns. The Pastoral Team have overall responsibility for championing and improving

attendance, with the support of the Tutors.

6.3 The college will share information relating to attendance with parent/ guardians, and professional
stakeholders such as the local authority and this information will also form part of any statutory meetings,

such as EHCP Annual Reviews.

6.4 The Reception Team, following our processes, will check the registers for any unknown absences; our
duty of care is to ensure we know the reason for absences; therefore, telephone call enquiries are undertaken

if the absence has not been notified.

6.5 The Pastoral Team undertake analysis of attendance and produce a termly report; attendance reports are
shared with the Tutor. Any attendance that raises concerns will be recorded as a safeguarding concern with

the Designated Safeguarding Lead.

7. Unplanned absence

7.1 Learners’ parents/guardians must notify the college of the reason for the absence on the first day of an
unplanned absence by 9.00am or as soon as practically possible, by calling 01373 823028. You will be asked
to report an absence by pressing 1 or will be answered by a member of the reception team. College will still

need to be informed of any subsequent day/s of absence.

Where absence is longer than 5 days, or there are doubts about the authenticity of the illness, the college
will ask for medical evidence, such as a doctor’s note, prescription, appointment card or other appropriate

form of evidence. We will not ask for medical evidence unnecessarily.

8. Planned absence (such as routine medical appointments)
8.1 We encourage parents/guardians to make medical and dental appointments out of school hours where
possible. Where this is not possible, the learner should be out of college for the minimum amount of time

necessary.

Parents should give prior notice of an appointment and provide evidence of the medical/dental

appointment. This will ensure their child can be marked as authorised absence on the register.



9. Authorised and Unauthorised absence

9.1 Approval for term-time absence will only be granted by the Principal. It will only be granted if a leave of
absence meets the specific circumstances set out in the Schoo! Attendance Regulations, 2024. These
circumstances are:

e Taking part in a regulated performance, activity or employment abroad

e Attending an interview

e Study leave

e A temporary, time-limited part-time timetable

e Exceptional circumstances

9.2 A leave of absence is granted at the Principal’s discretion, including the length of time the learner is
authorised to be absent for. A leave of absence will only be granted in exceptional circumstances: it is

unlikely a leave of absence will be granted for the purpose of a family holiday.

9.3 The college considers each application for term-time absence individually, considering the specific facts,

circumstances and relevant background context behind the request.

Any request should be submitted as soon as is anticipated and, where possible, at least two weeks before the
absence; A ‘Leave of Absence Request Form' can be requested from Reception or the personal Tutor either

by telephone or email. The Principal may require evidence to support any request for leave of absence.

9.4 Parents should commit to ensuring their child continues to attend college every day no matter their legal

obligation, and that holidays are only taken during the 16 weeks of allocated annual holidays.

10. Attendance monitoring

10.1 The college will monitor attendance and absence data (including punctuality) half-termly, termly and

yearly across the college for each individual learner.

Specific learner information will be shared with the DfE on request and data is available each term for

national and local authority level scrutiny.

10.2 Persistent absence, where a learner misses 10% or more of college, and severe absence, where a learner

misses 50% or more of college can have a detrimental impact on a learner’s learning.

10.3 To improve persistent and severe absence, the college will:
e Use attendance data to find patterns and trends of persistent and severe absence
e Consider potential safeguarding issues and, where suspected or present, address them in line with

Keeping Children Safe in Education.



e  Work with the parent/guardian and the learner who the college (and/or local authority) considers to

be vulnerable.

10.4 The college is committed to providing the best possible education to enable every learner to reach their

full potential.
11. Lost hours of learning

11.1 Diagram
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BY ORDER OF THE BOARD
Graeme Athey, Principal

September 2025

Appendix.

1, Leave of Absence Request Form.



Leave of Absence Request Form P

Fairfield College believes that every session is important and maximum attendance and D\ “I
punctuality are valuable life skills. Taking time out of education during term time may harm
academic progress. In line with Local Authority policy, absences may only be authorised at the discretion of

the Principal in EXCEPTIONAL circumstances.

Please tick below to indicate which exceptional circumstance applies to the reason for this request.

Family circumstance, such as a bereavement / religious observance / wedding of a close family
|:| member / family emergency

I:I Unavoidable medical / dental appointment (although it is the college’s expectation that every effort
should be made to secure routine doctor/dentist appointments out of school hours or during the

holidays)

I:I Absence, within reason, for an external exam such as ballet and music and to attend elite events
(e.g. National Youth Orchestra or a representative sport event)

Please note that family holidays will not count as a reason to authorise absence in term time, with the

exception of the children of armed forces personnel on leave from active service. Leave of absence

requests must be made at least 5 days in advance.

Name of Young

Person

Date of First Day of Absence: Date of Return:

Number of

Days requested

Please state below your reason for this absence request with details outlining your ‘exceptional

circumstance’. Please continue on a separate sheet of paper if required.

Female Genital Mutilation (FGM) is illegal in the UK. It is also an offence for UK nationals or permanent UK residents to carry out
FGM abroad or to assist the carrying out of FGM abroad. The maximum penalty for an offence is 14 years’ imprisonment. No religious
doctrine supports FGM. FGM has serious long-term health consequences for the girls and woman affected. All parents have a duty to
protect their daughters from FGM and from others who may want to practice FGM on them. The college may request further conversations|

with families about this.

| confirm that this leave of absence from school does not support any action related to FGM.

Signed: Date:

Parent/Carer (Print):

FOR COLLEGE USE:
Attendance%:

Total sessions learner absent this academic year: .............. Total unauthorised absence this year: .................

Request authorised: Yes/No Appendix 1 — Attendance Policy




