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Background 

The Education Act 1996, places a legal obligation on parents or guardians of pupils of 

compulsory school age to ensure that their children receive efficient, full-time education 

through attendance at school or otherwise. Under the provisions of the Education Act 1996 

(s434) and the Pupil Registration Regulations 1995 the school has a duty to monitor and 

maintain accurate attendance registers. 

The Rhondda Cynon Taf County Borough Council Education and Lifelong Learning 

Directorate Attendance Priority Update, refers to the All Wales Attendance Framework, and 

All Wales Attendance Analysis Framework. These National documents provide guidance to 

Education Welfare practitioners, and advice to Local Authorities regarding attendance 

analysis identifying good practice and systemic problems. 

The Director for Education's Cabinet report 'Raising Educational Standards in Rhondda 

Cynon Taff outlines the need to improve school attendance rates as an urgent top priority for 

the Council and its partners. In order to respond this urgent priority, three key aims have 

been identified to provide a focus to the process of change necessary to improve attendance: 

Key Aim 1 - Change parent, pupil and public awareness, attitude and behaviour towards 

absenteeism. 

Key Aim 2 -      Ensure a co-ordinated and consistent Local Authority (LA) approach to 

responding to absenteeism and the provision of support services and 

interventions to    prevent   poor   attendance   and   support   the   re-

engagement of pupils who do not attend school. 

Key Aim 3 -      Improving systems that enable us to identify and address issues behind poor 

school attendance and monitor outcomes on individual, school and authority 

levels. 

During February 2012, The Rhondda Cynon Taff County Borough Council issued the "Toolkit 

for Schools - Guidelines for Supporting Attendance in Schools" (AWS Toolkit) document. 

Intended as a practical resource for schools, it addressees the three Key Aims above and 

provides guidance which can inform school policy. The above document has provided a focus 

for this attendance policy. 

 

 

 

 



 

4 
 

Policy Aims 

The Aberdare Community Attendance Policy aims to assure compliance with current 

legislation, and provide a structured approach to monitor and support pupil attendance in line 

with School, Local Authority and National requirements. The school is committed to 

developing a positive ethos of encouraging pupils to attend school regularly, and has initiated 

a three year Strategic Attendance Plan. The plan serves to communicate and evaluate 

specific attendance initiatives. 

This policy also aims to ensure that there is an efficient system, known to all stakeholders, 

for ensuring that pupils who should be attending the school have registered twice daily, or a 

reason for non-attendance is known to the school. Stakeholders and their role are clearly 

identified to avoid misconception of such an important whole school issue. 

Targets 

Through inspection of RCT schools since 2010, Estyn have reported attendance being 

significantly below the Welsh average. Over the 2013/2014 period the LA average was 

93.14%, the average of the three schools (Aberdare girls’ School, Aberdare High School and 

Blaengwawr Comprehensive School) was 92.72%. In 2014/15 the attendance rate at ACS 

was 93% and in 2015/16 was 93.2%, showing a continuing upward trend which placed the 

school in the upper quartile when compared with similar schools across Wales.  The LA set 

attendance targets for schools, which are reported in each "Half Termly Attendance 

Monitoring Report". The target for 2016/2017 for Aberdare Community set by the LA is 93.6%. 

The school three year "Strategic Attendance Plan" shown below. 

Year Attendance Target 

2016/2017 93.6% 

2017/2018 93.9% 

2018/2019 94.2% 

Use of Sims 

Aberdare Community School will use the Lesson Monitor Attendance Module from Capita. 

The computer based systems facilitates improved management of pupil attendance 

allowing:- 

• Electronic Registration of AM and Lesson sessions by teachers 

• Specific attendance codes to be entered for pupils 

• Messages to be attached to name of pupils 

• The marking of registers by Learning Support Assistants (LSA) and cover 

     teachers 



 

5 
 

• Real time monitoring of individual pupil attendance 

• Communication of non -attendance 

• Reporting of missing pupils to central office 

• Regular and consistent reporting of attendance data 

All staff at Aberdare Community School receive training through structured staff meetings 

and workshop sessions.  

In addition the LA has produced an LA Attendance Marksheet which can be utilised by the 

AO/FEO/PL/AWS/SLT to monitor weekly attendance of each pupil in each year group. This 

sheet is maintained on a weekly basis by the Attendance Officer and Family Engagement 

Officer. 

In line with the recommendations of the AWS Toolkit the school has produced its own 

recording and tracking mark sheet. The AWS Letter Tracking Marksheet allows AO/FEO/ 

PL/SLT/PSAs to retrieve a profile of intervention for each pupil. The mark sheet is maintained 

by the Attendance Officer and Family Engagement Officer in respect of attendance data, and 

is used by PL to record decision and actions based upon their intimate knowledge of pupils. 

The process will provide documented evidence of the school actions to improve attendance. 

The AWS Toolkit Attendance Tracking Procedure is illustrated in Appendix 1. 

Stakeholders 

It is important to outline groups or individuals, who have an interest or duty within this policy 

identifying the specific role and responsibilities they hold. Identified stakeholders consist of:- 

• Pupils  
• Registration Teachers 
• Parents/Carers 
• Class Teachers 
• Governors  
• Headteacher 
• SLT  
• Attendance Officer  
• Progress Leaders 
• Family Engagement Officer 
• Re engagement Officer 
• PSAs 
• Attendance  Wellbeing   Service 
• Local Authority 
• Welsh    Assembly    Government 
 

Expectations and Procedures 

Pupil and parent expectations are detailed in planners, and re-enforced though opportunistic 

and planned events (Congratulatory/Concern Letters/Family Assemblies). Responsibilities 
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indicated below are detailed but by no means exhaustive, as emerging initiatives or 

developments may impact upon expectations and procedures. 

Pupils 

• Attend all AM and lesson sessions promptly in relation to the timings of the school 

day. 

• Supply a valid reason to the teacher on entry to the learning environment if late. 

• Inform the school of any planned absence prior to being absent. This should be 

complimented with valid written evidence. 

• Inform the school of reasons for absence in the form of an explanatory note from 

parents or guardians (specific areas in the planners can be used) 

• Work in partnership with other attendance stakeholders if required to combat 

attendance issues. 

• Attend celebratory events in relation to excellent attendance. 

Parents / Guardians 

• Support pupils to attend school emphasising the importance of attendance to allow 

progress and development. 

• Supply a note of explanation of absence to the school on the first day of 

     return. 

• Supply a reason for non-attendance on the first day of absence by telephone. 

• Make a written request for holiday absence to the Headteacher before non attending 

(This will not be an automatic right). 

• Respond to any verbal or other communication regarding pupil attendance. 

• Work in partnership with other attendance stakeholders if required to combat 

attendance issues. 

 

Governors / Link Governor 

 

• Possess an awareness of the current attendance procedures with the school. 

• Review and approve attendance policy and proposed changes. 

• Receive updates and reports from the Headteacher/Link Governor/SLT. 

• Possess an awareness of the contents of three year Attendance Strategic Plan 

• Respond to any uncertainties or developments. 

• Support the policy and its promotion throughout the school and community. 

 

Headteacher 

• Set attendance targets as part of the school development plan and target-setting process. 

• Monitor progress attendance in line with targets. 

• Ensure that strategies are in place to promote and implement the policy throughout the 

school. (Reviewing Strategic Plan) 



 

7 
 

• Determine (in collaboration with the Deputy Headteacher, PL and FEO) whether to 

authorise any proposed absences requested on the school's official form, or absences 

which have taken place for which no request was made. 

• Inform parents/carers as appropriate that if a pupil of compulsory school age fails to attend 

regularly an offence is committed. 

• Engage with appropriate staff strategies to improve attendance. 

• Liaise with the DH/LA/AWS/PL/SLT over persistent absentees 

• Liaise with the LA and police when they wish to exercise their powers to enforce truants 

to return to school. 

 

Deputy Headteacher/SLT 

• Monitor whole school percentage Authorise/Unauthorised weekly reports 

• Monitor Year group percentage Authorise/Unauthorised weekly reports 

• Monitor running percentage Authorised/Unauthorised weekly reports 

• Enter appropriate attendance codes for instances (N to a L) with comment as and when 

required. 

• Interview Parents/Guardians in response to Attendance Letter 

• Make an annual attendance report with appropriate statistics to the governing body. 

• Liaise with Headteacher and Governing Body on the progress of the Strategic 

  Attendance Plan 

 

Progress Leaders 

 

• Have a complete overview of attendance for their year group 

• Attend fortnightly attendance meetings with AWS/SMT/FEO/REO 

• Monitor their Year group percentage Authorise/Unauthorised weekly reports 

• Monitor running percentage for their year group Authorised/Unauthorised weekly reports 

• Interview Parents/Carers in response to Attendance Letter 

• Refer to AWS pupils under 86% 

• Lead on the attendance rewards and the attendance wall displaying the form groups 

  attendance and progress with the help of the PSA 

 

Attendance Officer 

 

• Maintain the First Day Absence Report year 10 and 11 (Phone Home -Daily) 

• Monitor whole school missing registers (Daily), message teachers who have not taken 

   registers. 

• Ensure whole school registers are complete and accurate 

• Maintain the whole school Continuous Absence Report (Daily) Unexplained absence 

   report 

• Maintain the Official Register Report (On-Roll - Term) 

• Be responsive to pupil report requests from attendance stakeholders, producing routine 
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reports to enable attendance monitoring or improvement. 

• Produce a pupil "Fire List" for year 10 and 11 in response to Fire Drills or real life 

   emergencies. 

• Enter appropriate codes for whole school in relation to list received from pupils on 

educational trips or other suitable reasons. 

• Check return percentages prior to RCT Attendance Collection date. 

• Attend fortnightly attendance meetings with PL/AWS/SMT/FEO/REO. 

• Identify pupils between 86% - 90% attendance for the FEO. 

 

Family Engagement Officer 

 

• Maintain years 7- 9 First Day Absence Report (Phone Home -Daily). 

• Be responsive to pupil report requests from attendance stakeholders, producing routine 

reports to enable attendance monitoring or improvement. 

• Produce a pupil "Fire List" for years 7-9 in response to Fire Drills or real life 

   emergencies. (on the Plasdraw site this will be an admin officer) 

• Attend fortnightly attendance meetings with PL/AWS/SMT/FEO/REO. 

• Allocate case studies of pupils between 86% - 90%. 

• Meet with parents whose children’s attendance are causing a concern. 

 

Pastoral Support Assistants 

 

• Produce AWS Letters in response to SMT/AO/FEO/PL requested 

• Update/Maintain pupil data in respect to contact details/admissions/leavers. 

• Assist the Progress Leaders in organising the rewards for attendance.  

• Create an attendance wall displaying the form groups attendance and progress. 

• Assist the Progress Leaders in making referrals to AWS 

 

Registration Teachers/ Class Teachers 

 

• Promote the importance of excellent attendance to all pupils 

• Support attendance improvement initiatives. 

• Mark Sims Registers using Lesson Monitor within 10 minutes of lesson beginning. 

• Mark AM Registration within suitable time as to allow for assemblies. 

• Realise the importance of the Lesson 4 Registration. This counts as the PM 

   session. 

• Enter appropriate codes for Attendance/Non-attendance/Minutes Late into Sims. 

• Enter appropriate symbols in respect of Pupil Notes/possible Telephone Conversations. 

• Message Main Office regarding any missing pupils, lesson by lesson. 

• Insert appropriate pupil comments deemed beneficial to other teachers 

• Following gaining permission for any school trip; provide a pupil list with trip details 

(departure and return times and dates) for Attendance Officer two days before intended 
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trip. A copy of list should be place on staffroom notice board, and a verbal announcement 

made in briefing. 

• Liaise with SLT regarding attendance issues, supporting intervention strategies 

• Contact PL (in first instance) of any attendance issues not apparent to any other 

  attendance stakeholder. 

NB - Supply/LSA should adopt the responsibilities above. 

Attendance Wellbeing Service 

• Identify pupils in need of support employing Sims based data and both formal and 

informal information from other sources. 

• Liaise with DH regarding specific and general pupil based issues. 

• Support pupils with positive intervention strategies. 

• Advise on best course of action in consultation with school stakeholders. 

• Monitor and record activity with Individuals and Target Groups 

• Maintain   and   communicate   details   of   pupils   receiving   support   to   required 

stakeholders. 

• Support the school with internal strategies to combat poor attendance 

• Provide a pathway to resolve on-going non attendance 

• Support the school with issues of persistent non-attendance. 

Local Authority 

• Interpret/communicate current and proposed legislation regarding attendance 

• Support the school with new initiatives regarding improving attendance. 

• Provide school with notice of remote data extraction from Sims system. 

• Monitor attendance data on a half termly basis. 

• Produce half termly attendance reports, inclusive of performance comparators and 

attendance targets. 

• Provide a legal safety net for school. 

Welsh Government (WG) 

• Formulate national policy regarding attendance in relation to external and internal 

influences and factors. 

• Produce statistical data relating to comparative performance 

• Fund and communicate research findings of best practice. 

 

Fixed Penalty Notices 

 

To comply with the Education (Penalty Notices) (Wales) Regulations 2013, the school will 

operate in accordance with the local authority’s Code of Conduct for fixed penalty notices 
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for regular non-attendance at school. It remains the discretion of the headteacher to 

authorise absences in line with The Education (Pupil Registration) (Wales) Regulations 

2010 attendance codes and supplementary guidance provided by the local authority. 

Short-term Leave 

In certain circumstances the school can legally grant short-term leave for family reasons, at 

the discretion of the headteacher. Where a pupil becomes pregnant, leave will be given of no 

more than 18 weeks after which the absence would be unauthorised. The school will do all it 

can to support any pupil remaining in school as long as possible. (See Circular 10/99 and 

Annex A Reasons for Absence) 

Dental and medical appointments are valid reasons for missing registration and constitute 

authorised absence, and should be marked with the appropriate Sims code. If the pupil leaves 

for an appointment after registering no absence needs to be recorded, but the appropriate 

code should be followed by each teacher for the duration of that absence. This will provide 

an accurate picture of pupil attendance and responsibility. 

The school may, exceptionally, sanction limited absence for young carers until other 

arrangements can be made. The Headteacher will set a time limit for such absences in 

consultation with the PL/DH. The Headteacher may also seek advice from the LA or 

appropriate agency before making any such decision. 

Religious Observance 

There is no legislation or regulation or DCSF guidance on this matter. The Headteacher will 

review each application reasonably, in consultation with attendance stakeholders. The school 

will expect advance notice of any such religious festivals, which are likely to be scheduled 

well in advance. 

Adverse Weather 

The severe winter of 2012-13 caused all kinds of problems for schools across the country 

and led to the government issuing new guidelines which came into force from September 

2010. Currently, schools will not be penalised if they are forced to close, on condition that 

every effort to stay open has been made. The attendance statistics should not suffer. 

A system of line management communication has been established. This empowers staff 

with the responsibility to inform their colleagues of any school closure. The use of the school 

website and Twitter will enable pupils, parents and guardians to be informed of any such 

closures. Strenuous efforts will be made to ensure such decisions are communicated in a 

timely fashion. 
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Taking a Pupil Off the Register 

The Headteacher will authorise the taking of a pupil's name off the register in accordance 

with the current Regulations (see QGP Documents RA1 (Pupil Registration: Points of Law 

and RA3 Pupil Attendance and Absence). The AWS will play a key role by informing the 

school of timely parental/guardian intentions and arrangement to enable the school to 

maintain accurate records and ensuring pupil traceability. 

Rewards and Celebration 

Excellent attendance is currently recognised through parents/guardians receiving a 

congratulatory letter. The letter raises the profile of attendance and acknowledges the 

support provided by parents. Eligible pupil's lists are generated by the PSA and passed to 

the PL for approval prior to being merged and posted. As with all correspondence, each 

instance is saved on the Sims system alongside each pupil profile.  

Attendance Strategies to Date 

Numerous strategies have been employed to combat poor attendance and raise our 
percentage attendance levels to enable the school targets to be achieved. The major 
initiative has been the employment of the Sims system, as a tool to support and empower 
the HOY/SLT to monitor and manage attendance issues. Training of staff to adopt and make 
effective use of the system has been well received. Other detailed developments are 
documented within the Strategic Attendance Plan. A summary of recent and current 
developments is contained within Appendix 2. 
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Appendix 1 

AWS Toolkit Attendance Tracking Procedure 

The LA Attendance Marksheet and AWS Letter Tracking Marksheet provide an accurate 

% attendance value for each pupil. A trigger level of below 86% attendance has been 

set by the LA. Identified pupils will be monitored closely by the AO/FEO/PL/AWS and 

enter into the process illustrated in the flowchart below. 
 

 

Acceptance Decision by 
EWO 

 

 

 

 

 

 

 

 

The AWS Letter Tracking Marksheet will record the outcomes at each stage, and serve to inform 

stakeholders of progress through the system. Copies of each letter sent are held on the Sims 

computer system under each pupil's individual profile. This fulfils a legal requirement to document. 

Pupil’s attendance below 95% in first 

half term, school initiates an attendance 

letter. 

Pupil’s attendance is still causing 

concern as identified in the fortnightly 

attendance meetings, second 

attendance letter sent, inviting parents 

into school for a meeting. 

Pupil’s attendance dropped to below 

86% refer to AWS 

6 Week intervention programme by 

EWO 

First warning issued by AWS 

4 weeks later, final warning issued by 

EWO 

Court proceedings 
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Appendix 2 

Attendance Strategies 2015/16 

Sims Lesson Monitor Use 

• Tool   for   monitoring   and   tracking   of   attendance/absence   at   source   

(Form Tutors/Class Teachers) 

• SMT central management facility (track/monitor and target) 

• Provision of weekly attendance reports less than 95%. 

Procedures 

• First day of Absence calls made by Attendance Officer - year 10 and 11, Family 

  Engagement Officer – Years 7-9 

• Fortnightly meetings with Attendance Officer, Family Engagement Officer, 

   Progress Leaders, AWO and DH. 

• SMT meeting with AWS Officer discussing concerns/cases (cause for concern) 

• Attendance Officer directly message teachers with non-marked registers 

• Staff training - use of SIMS Lesson Monitor 

     Taking accurate registers  

     Dealing with Late/Absent marks  

     Messaging to notify of missing 

    pupils from lessons  

• Ensure attendance has a high profile (Assemblies/School Screens/Parents 

Evenings) 

• 100% Attendance Letters generated each term 

• 100% Attendance rewards assembly half termly. 

• Form group attendance league tables with prizes for the best form group each 

  half term 

• Twelve days of Christmas Reward 

• Easter Egg hunt Reward 

• Attendance Data included within all pupil reports 

• Fortnightly Prize Draw for 100% attenders 

Adoption of AWS Toolkit Recommendations 

• Attendance Letter 1 - communicated to pupils below 95% with unauthorised 

absences. 

• Attendance Letter 2 – to pupils who fail to improve. 

• Arrange meeting with pupil and parents of target group. 

• Refer to AWS. 
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Appendix 3 

Abbreviations 

WG – Welsh Government 

LA – Local Authority 

AWS – Attendance and Wellbeing Service 

AWO – Attendance and Wellbeing Officer 

DH – Deputy Headteacher 

AO – Attendance Officer 

FEO – Family Engagement Officer 

PL – Progress Leader 

REO – Re engagement Officer 

  

 

 


