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Introduction 
 
City of London Academy Highgate Hill is committed to ensuring that every pupil reaches their full potential. Regular 
attendance at school is essential to help pupils achieve their best, build positive relationships, and develop strong routines 
for life beyond school. We expect all pupils to attend school on time, every day, in full uniform, equipped and ready to 
learn. Excellent attendance is a shared responsibility between families and the school. This policy sets out how we will 
support pupils and families to achieve high levels of attendance, in line with the updated statutory guidance from 
Department for Education — Working together to improve school attendance, effective from 19 August 2024. 
 
Legal Framework 
 
Under Education Act 1996, parents and carers are legally responsible for ensuring their child receives full-time education. 
A child must attend school until the last Friday in June of the school year in which they turn 16. Failure to ensure regular 
attendance can lead to legal action. This responsibility applies to anyone who has legal or day-to-day care of the child. 
 
Expectations of Parents and Carers 
 
We work in partnership with families to make excellent attendance the norm. Parents and carers are expected to: 
 

• Ensure their child attends school every day the school is open. 
 

• Provide more than one emergency contact number. 
 

• Maintain consistent routines at home to support punctuality. 
 

• Notify the school promptly if their child is unable to attend. 
 

• Avoid unnecessary absences (e.g. non-emergency medical or dental appointments during school hours). 
 

• Inform the school of any changes in circumstances that may affect attendance. 
 

• Work with the school to address any barriers to their child’s attendance. 
 

• Request leave of absence only in exceptional circumstances. 
 
Expectations of Pupils  
 
Pupils are expected to: 

 

• Attend school and all lessons on time, every day. 
 

• Arrive ready to learn, with full uniform and equipment. 
 

• Speak to a member of staff if they are facing difficulties affecting their attendance. 
 
Requests for Absence  
 
Requests for absences due to medical or dental appointments should be made at least 48 hours in advance. Other leave 
requests (e.g. for family events or exceptional circumstances) must be made in writing to the Principal at least one month 
in advance. Absences will only be authorised in line with school policy and statutory guidance. 



 
 

 
 

 
Responsibilities of Schools 
 
It is the responsibility of parents to ensure that their children attend school every day. The governing body supports the 
school with discharging its responsibilities by way of attendance. The governing body does this by  
 

• Ensuring that the policy is applied consistently and fairly, 
 

• Meeting regularly and reviewing attendance figures with senior staff, and 
 

• Checking that school leaders fulfill their statutory duties and adhere to all attendance related school policies. 
 
Within this framework, the school will: 
 

• Upload the attendance policy on the school website. 
 

• Complete daily admission and attendance registers. 
 

• Develop a whole school culture which promotes the benefit of full attendance. 
 

• Devise and embed a robust daily process to follow-up any absence.  
 

• Designate a senior leader to have overall responsibility for championing and improving attendance. 
 

• Work with the local authority to support children and families in cases where attendance is a concern.  
 

• Engage with children’s social care in cases where low attendance is a safeguarding concern.  
 

• Implement any SEND supportive requirements. 
 

• Monitor each child’s attendance and intervene as appropriate where attendance may be a concern. 
 
Absence Management 
 
We expect all pupils to attend school every day. If your child is unable to attend, it’s important that you let us know as 
soon as possible. You can report an absence in one of the following ways: 
 

• Through the My Child at School app 
 

• By phone: 020 7281 3536 
 

• By email: attendance@highgatehill.cola.org.uk 
 

• In person at the school reception 
 
If we do not receive a reason for an absence within five days, the absence will be marked as ‘Unexplained’ (Code N) and 
recorded as unauthorised. If your child is absent and we haven’t been contacted, the school will follow this escalation 
process to make sure your child is safe and accounted for: 
 
 



 
 

 
 

 

Absence Day School Action 

Day 1 and 2 We will send a text message to the Priority 1 contact. If there’s no reply, we will follow up with 

a phone call. 

Day 3 We will text and call the Priority 1 contact, then reach out to all other contacts. If there’s still no 
response, we will refer the absence to the Educational Welfare Officer. 

Day 4 We will text, phone, and email all contacts. A home visit may be made, and a welfare check may 
be carried out by a social worker or other external agency. 

Day 5 We will continue to try all contacts. The Local Authority will be informed so that joint enquiries 
can be made under the Child Missing in Education protocol. 

 
Authorised absence means the school has approved the reason (e.g. illness with medical evidence, religious observance, 
and exceptional family circumstances). We recognise the importance of authorising absence for close family 
bereavements and religious observance. These must be agreed in advance with the school. 
 
Unauthorised absence means either no reason was given, or the reason was not accepted by the school. Common 
unauthorised codes include: 
 
G – Family holiday not agreed 
 
N – No reason provided 
 
O – Unauthorised absence 
 
U – Late after registers closed 
 
Unauthorised absence can lead to formal action, including penalty notices or legal proceedings, in line with Education Act 
1996. 
 
In addition to the above, there are other circumstances in which absence will not be authorised without medical evidence. 
These include: 
 

• The first month of the school year 
 

• During mock or official exams 
 

• During the first and last week of a half term 
 

• When attendance for the year is below 95% 
 

• Two or more consecutive days of illness 
 

Penalty Notice Thresholds 
 
In line with national statutory guidance effective from 19 August 2024: 
 

• A penalty notice may be issued when a pupil has 10 unauthorised sessions (5 school days) in a 10-week period. 
 

• The fine is £160 per parent, per child, reduced to £80 if paid within 21 days. 
 



 
 

 
 

• If another penalty is issued within 3 years, the fine remains £160 with no reduced rate. 
 

• If a parent commits a third offence within 3 years, the Local Authority may take further legal action. 
 

• Where there is evidence of parents deliberately ‘gaming’ the system (e.g. repeatedly missing 9 sessions to avoid 
a fine), the school may still take formal action. 
 

 
Lateness and Registers 
 

• Registers close 30 minutes after the start of the school day. 
 

• Pupils arriving after this time will be marked with a U-code (unauthorised absence). 
 

• Regular lateness can lead to the same consequences as unauthorised absence. 
 
All students are expected to be on site by 8:15am sharp with the school gate closing at 08:23am and line-up commencing 
at 08.25am. Punctuality is essential, not only for safeguarding reasons but to ensure a calm and structured start to the 
day. From September 2024, the following sanctions will apply for lateness (unless reasonable adjustments are in place for 
specific students): 
 

• 1st late in a week: 30-minute same day lunchtime detention 
 

• 2nd late in a week: 1-hour same day after-school detention 
 

• 3rd late in a week: 2-hour same day after-school detention 
 

• 4th late in a week: 1 full day in the Reflection Room and a 2-hr same day after school detention 
 

• 5th late in a week: 1 full day in the Reflection Room and a 2-hr same day after school detention (REPEAT) 
 
For example - if Student A was late to school 4 times this week on Monday, Wednesday, Thursday and Friday, Student A 
would be sitting a combined detention total of 5hrs and 30 minutes and 1 full day in the Reflection Room across 4 days. If 
Student B was late to school 2 times this week on Tuesday and Wednesday, Student B would be sitting a combined 
detention total of 1hrs and 30 minutes across 2 days. Students will be responsible for checking the daily detention list, 
which will be clearly displayed in the playground during break time. They may also speak to their Head of Year or 
Attendance Officer if unsure.  
 
Please note: 
 
If your child fails to attend a scheduled detention without valid reason, the sanction will automatically escalate to the next 
tier. If your child is running late, you must inform the school before 9:00am to avoid an automatic sanction. There will be 
no exceptions to these procedures unless prior arrangements have been formally agreed. 
 
Medical Appointments 
 
Medical and dental appointments should not be booked during the school day wherever possible. If an appointment 
during school time is unavoidable, please: 
 

• Book the latest or earliest time possible, 
 



 
 

 
 

• Collect and return your child promptly, and 
 

• Provide evidence of the appointment in advance. 
 
Pupils with attendance below 96% will only have medical appointments authorised in exceptional circumstances. A Daily 
Absence Request Form must be completed at least 48 hours in advance, with evidence attached. 
 
 
Attendance Monitoring 
 
We carefully monitor every pupil’s attendance to ensure that children are safe, supported, and able to achieve their best. 
Good attendance is everyone’s responsibility — families, pupils, and the school working together. When attendance 
begins to fall, we take early action to offer support and address any barriers before they become serious. 
 

• Attendance is tracked daily using the school register. 
 

• We regularly review attendance figures for patterns of absence or declining attendance. 
 

• When concerns arise, we will contact parents and work together to identify solutions. 
 

• Persistent absence is defined as attendance below 90%. This level of absence can have a serious impact on learning 
and may lead to formal action. 

 
Depending on the circumstances, the school may: 
 

• Make a home visit to check on the pupil’s welfare. 
 

• Invite parents to meet with staff and sign an Attendance Support or Contract. 
 

• Offer Early Help support or involve other external agencies to address barriers. 
 

• Refer the case to the Local Authority for further action, including penalty notices or prosecution, if appropriate. 
 
In rare cases, and only where it is in the best interests of the child, the school may implement a short-term reduced 
timetable to support improved attendance. 
 
This will only happen when: 
 

• It is part of a planned package of support, 
 

• It is agreed with parents and other professionals involved, and 
 

• It is regularly reviewed to help the pupil return to full-time attendance as quickly as possible. 
 
A reduced timetable will not be used to manage behaviour or as a disciplinary measure. 
 
 
 
 
 



 
 

 
 

Partnership with Parents and Agencies 
 
We work closely with families to identify the root causes of poor attendance. We may involve the Educational Welfare 
Officer, Early Help, or other support services when additional support is needed. In some cases, persistent unauthorised 
absence may lead to legal action in line with Education Act 1996. 
 
Statutory Framework 

 
This attendance policy is based on and complies with national legislation and guidance. It reflects the school’s legal duty 
to promote regular attendance and safeguard pupils. The key legislation and guidance includes: 
 

• Education Act 1996 and Education Act 2002 
 

• Children Act 1989 
 

• Working together to improve school attendance (Department for Education, 2024) 
 

• Keeping Children Safe in Education (Department for Education, September 2024) 
 
These documents set out: 
 

• The legal responsibility of parents to ensure their child attends school regularly. 
 

• The duty of schools to monitor attendance, act on concerns, and work with other agencies. 
 

• The powers of local authorities to issue penalty notices or take further legal action in cases of persistent 
unauthorised absence. 

 

• The expectation that schools promote attendance as part of their wider safeguarding responsibilities. 
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Appendix 1 
 
Designated Staff at City of London Academy Highgate Hill 
 

Role Name 

Senior Attendance Champion Mr F. Ali 

Attendance Officer Miss N. Teka-Wallace  

Education Welfare Officer Mr S. Nedd 

 
Appendix 2 
 
Timings of the school day. 
 

Gates open 08:10 

Gates close 08:23 

AM Register Opens 08:30 

AM Register Closes 09:00 

PM Register Opens 13:05 

PM Register Closes 13:20 

 


