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Aims 

The aims of the College are to:                                                                                                                                                                                                                                                                                                                                       

• Ensure the children in our care are safe and that we know where they are at all times 

• Encourage all students to attend so they are able to learn and make progress  

We expect our students to attend every day, and on time. An excellent attendance is important for 

every child, in order to fully take advantage of the outstanding learning opportunities the College will 

provide, and maximise their chances of success both in the College and with their future lives. 

Parents/Carers are responsible for ensuring their child attends school regularly and punctually. 

Failure to do so is an offence punishable by law for each Parent/Carer.  

At any point of this process a parent/carer may write to the Chair of Governors to appeal against any 

part of the procedure. 

N.B. In any circumstances where there is a concern regarding attendance it may be necessary to 

progress these stages below which may involve inviting in the Parent/Carer to attend a meeting. 

Staged Response for Non-Attendance 

The College operates a formal staged response for non-attendance. We want to work with families 

to resolve any attendance concerns and ensure their child attends College every day. We will only 

make a referral to the Local Authority where students have failed to improve their attendance. 

 

The Staged Response is triggered as soon as a student is absent.  There are 6 stages of response 

involved; different staff are involved at each level 

 

The Sixth Form follows similar staged response procedures, with slight differences due to the fact 

that there is different statutory legislation for post-16 students 

  



The Stages 

Stage 1 Parents/Carers 

The student is absent.  Parents/carers must phone the College by 8.30am to inform us that the 

child will be absent and explain the reason.  This must be repeated on each day of absence.  

Please provide a written explanation in the student’s planner on their first day back to school.  The 

College reserve the right to authorise or not authorise the absence. 

Stage 2 Tutor and Student 

The student’s attendance falls below acceptable levels (95% - national expectation).                                  

A discussion between the student and his/her tutor; intervention will be recorded in student’s planner 

and the parent/carer will acknowledge that this has taken place by signing the planner. The pastoral 

team will monitor progress of Stage 2s; failure to improve will lead to the next stage in the process. 

    

Stage 3 Pastoral Lead and Student   

No improvement after three weeks.  The student’s attendance is a cause for concern.  A member 

of the pastoral team will meet with the student and parent/carer to discuss their attendance, reasons 

for absence, any noted patterns or trends in absence, any concerns the student has and will set the 

student a target for improvement.                                                                                                                                                        

Stage 4 Head of School / Attendance Manager and Parent/Carer 

The student’s absence is a significant and substantial concern.  Parents are required to attend 

a meeting with the relevant Head of School and/or Attendance Manager.  The meeting will review 

the continued lack of improvement in attendance/punctuality and to agree action needed to make 

required progress; parents will be informed about the next step should their child’s attendance fail to 

improve after this.  The outcome of this stage may be an attendance contract or referral to a Stage 

5 Panel.    

Stage 5 Stage 5 Non-Attendance Panel 

Despite the efforts of the College the student’s absence continues to be a significant and 

substantial concern.  Parents/Carers are invited to a multi-agency Non-Attendance Panel in school, 

involving Governors, Senior Management Team, Attendance Manager, Pastoral 

Leads/SEN/Inclusion input, together with additional representation from external agencies where 

possible – such as police, social services, youth crime prevention, local authority.  

The outcome of the Panel may be a recommendation to the Local Authority for the issuing of a 

Penalty Notice, or commencement of legal proceedings  

Stage 6 Referral to Gateshead Local Authority Legal Intervention Team 

Initiation of formal procedures that may lead to prosecution for the student’s non-attendance 

 

  



Fast Track 

 

What is Fast Track? 

The ‘Fast Track’ process is an early intervention aimed at improving student attendance and 

punctuality and establishing a more effective exchange of information between college and parents. 

It is intended to involve parents, students and the school. 

The government target for attendance for all students is at least 95%. ‘Fast Track’ aims to help 

students achieve this target by closely monitoring attendance over a 9 week period. At the end of 

this process a decision will be taken as how best to ensure that the student is supported to do this.  

 

Where a student’s attendance does not improve, College will refer the situation on to the local 

authority. 

 

How does Fast Track work? 

Phase 1 Week 1 - After a decision has been made to place a student on Fast-Track, the process 

begins with a letter from College expressing concern about a student’s attendance and indicating 

why they are being placed on Fast-Track. The opportunity to meet with the Attendance Manager and 

Head of School will be available at this point. 

 

Week 3 - If there has been little or no improvement in the student’s attendance then they will be 

asked to meet with the Attendance Manager and a Pastoral Lead.   

 

If there has been a noticeable improvement in attendance no meeting will be required. However, the 

student will continue to be monitored for the duration of the ‘Fast Track’ process.  

 

Phase 2 Week 6 If there has been little or no improvement in the student’s attendance at this stage 

parents will be asked to attend a meeting with the Head of School. This will be accompanied by a 

formal warning letter and a clear explanation of the work of the Gateshead Legal Intervention Team.  

 

Phase 3 Week 9 If there has been an improvement in the student’s attendance they will be taken off 

‘Fast-track; in some circumstances the monitoring period can be extended.  

 

If there is no improvement in the child’s attendance then parents will be asked to meet with the Vice 

Principal (students). The consequence of the meeting may be a referral to the local authority’s Legal 

Intervention Team. This could result in the issuing of a penalty notice or prosecution in the 

magistrate’s court 

 

 

Registration 

There are two registration sessions every day which we are legally required to be reported to the 

DfE: 

• AM registration takes place at 8.30am every day; students are expected to arrive on the College 

site by 8.25am.  

• PM registration is at 12.40pm each day  
 

  



Punctuality 

  If a student arrives after 8.30am but before 8.45am; 

• they must sign in at reception where they will be issued with a late sticker or stamp in their 

Student Planner, indicating the time of arrival. Reception staff will record the ‘late’ and time of 

arrival on the student’s attendance record. 

• three time in a week they will be placed on detention, unless the Parent/Carer has provided a 

valid reason for lateness. 

If a student arrives after 8.45am; 

• they must sign in at reception where they will be issued with a late sticker or stamp in their 

Student Planner, indicating the time of arrival. Reception staff will record the ‘late’ and time of 

arrival on the student’s attendance record. 

• they may be given a one-hour detention, unless the Parent/Carer has provided a valid reason of 

lateness. 

Any student that is late more than twice in one week will be placed on to a Punctuality Report with 

their Tutor. Failure to respond to this will lead to the student being placed on report to the relevant 

Pastoral Lead, with a view to further action. 
 

Signing out of College 

Students who need to leave school through the day will need to sign out at reception, where they 

will be issued with a slip authorising them to be out of school.  Reception staff will record the time of 

leaving and reason on the attendance record. 

Students must have a note in advance from Parent/Carer, written in their planner, and stating the 

reason and time that their child needs to leave school.  Reception staff will not sign students out 

without this. This note must also be countersigned by a student’s tutor to confirm they are aware the 

student is leaving site, and why. 
 

Absence 
If your child is absent for any reason you must: 

• phone the Student Absence Line (0191 442 2000 option 2) before 8.30am on every day of 

absence from the College 

• provide a written explanation in their planner on their first day back to school after the absence.  

Absences cannot be authorised without receipt of a note 
 

If you do not contact us we will contact you via text message/email requesting information about the 

absence. If you cannot be contacted in the above way, a telephone call home will be made by the 

Attendance Team. 
 

If we are unable to establish why your child is absent we may carry out a home visit. In the event of 

any lengthy unexplained school absence, we will request a police welfare check for safeguarding 

purposes. 
 

Medical appointments should be made outside the school day. 

If you know in advance that your child will be absent, e.g. for a medical appointment, that cannot be 

scheduled outside of the school day, you must inform the College prior to the date of the event, and 

provide an appointment card or letter.  Where possible we expect your child to attend before and/or 

after their appointment. 
 

Absences will be categorised and recorded as either authorised or unauthorised on your 

child’s record. The decision whether or not to authorise an absence lies solely with the 

College. Sending in a note does not automatically mean the absence will be authorised. 
 

Students with frequent or long-term sickness absence may also be required to produce medical 

certification to support the absence. 



 

Persistent or frequent non-attendance will be formally referred through the College’s Staged 

Response Procedures for Non-Attendance. 
 

Persistent Absence 

Persistent Absentees are students who will be identified at the earliest opportunity and intervention 

put in place to encourage improvement in attendance. An individual action plan will be drafted in 

conjunction with any relevant multiagency support teams. If attendance fails to improve, a referral to 

the Local Authority may be made following the Staged Response procedures, further details below. 
 

Holidays/Leave of Absence during the School Term 
Parents/Carers are required under the Education Act (1996) to ensure their child attends school 

regularly.  There is no automatic right to take a child out of the College during term time. The law 

does allow the Principal to consider individual requests to authorise a leave of absence in exceptional 

circumstances only. 

 

We do not authorise absence for family holidays during the school term. If Parents/Carers take their 

child out of College for this purpose, they may be referred to the Local Authority and issued with a 

Penalty Notice. 

 

If a Parent/Carer intends to take their child out of the College during term-time for any reason, they 

must complete an Absence Request Form (available from the Attendance Office), and return it to 

the Attendance Manager at least two weeks in advance of the planned absence. Parents/Carers will 

be informed in writing whether or not the leave of absence has been granted by the Principal. 

 

It is the responsibility of the Parent/Carer submitting any absence request to provide sufficient 

information in order to establish any exceptional circumstances. The Parent/Carer may be invited in 

for a meeting to discuss the request before a decision is made.  

 

Each request will be considered individually, taking into account a number of factors, including the 

child’s attendance, stage of education and progress to date, and the reason for the planned absence. 

The Principal must be satisfied that the exceptional circumstances justify the absence being 

authorised. 

 

If a child is taken out of College without submitting an absence request, or if a request for any leave 

of absence has been refused and the child is then taken out of school, the absence will be recorded 

as unauthorised. The matter may then be referred to the Local Authority requesting a Penalty Notice 

be issued against the Parent/Carer. 

 

A Penalty Notice costs £60 if paid within 21 days of receipt, rising to £120 if the notice is paid after 

21 days, but within 28 days. Where there is more than one child, each Parent/Carer may be issued 

with a Penalty Notice in respect of each child. If the penalty is not paid in full by the end of the 28-

day period the Local Authority may then prosecute for the offence to which the notice applies. 


