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1. Aims 
Italia Conti aims to meet its obligations with regards to school attendance by: 

• Promoting good attendance and reducing absence, including persistent absence 

• Acting early to address patterns of absence 

We will also support parents to perform their legal duty to ensure their children of 

compulsory school age attend regularly and will promote and support punctuality in attending 

lessons. 

 

2. Legislation and guidance 
This policy meets the requirements of the school attendance guidance from the Department 

for Education (DfE), and refers to the DfE’s statutory guidance on school attendance 

parental responsibility measures. These documents are drawn from the following legislation 

setting out the legal powers and duties that govern school attendance: 

• The Education Act 1996 

• The Education Act 2002  

• The Education and Inspections Act 2006 

• The Education (Pupil Registration) (England) Regulations 2006  

• The Education (Pupil Registration) (England) (Amendment) Regulations 2010  

• The Education (Pupil Registration) (England) (Amendment) Regulations 2011 

• The Education (Pupil Registration) (England) (Amendment) Regulations 2013  

• The Education (Pupil Registration) (England) (Amendment) Regulations 2016 

• The Education (Penalty Notices) (England) (Amendment) Regulations 2013 

This policy also refers to the DfE’s guidance on the school census, which explains the 

persistent absence threshold. 

3. Overview 
Italia Conti Academy of Theatre Arts aims to ensure that all pupils attend regularly so that 
they are able to take full advantage of the educational opportunities available to them.  
Unauthorised absence is discouraged as it leads to educational disadvantage and may place 
children at risk.   
 
For all pupils, attendance register must be completed at the start of morning and afternoon 
sessions. It must show whether the pupil is: 
 

• Present 

• Absent 

• Unable to attend through exceptional circumstances 

• Attending an approved educational activity outside school 

• Taking authorised absence 

• Taking unauthorised absence 
Italia Conti will keep every entry on the attendance register for three years after the date on 

https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
http://www.centralbedfordshire.gov.uk/Images/amendment-regulation-2010_tcm3-8642.pdf
http://www.legislation.gov.uk/uksi/2011/1625/made
http://www.legislation.gov.uk/uksi/2013/756/made
http://legislation.data.gov.uk/uksi/2016/792/made/data.html
http://www.legislation.gov.uk/uksi/2013/756/pdfs/uksiem_20130756_en.pdf
https://www.gov.uk/government/publications/school-census-2017-to-2018-guide-for-schools-and-las
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which the entry was made. 
 

4. Attendance Registers 
Pupils must arrive in school by 08.45 am on each school day. The register will be marked 

twice a day. 

The register for the first session will be taken at 08:55 am and will be kept open until 10:35 

am. The register for the second session will be taken at 2pm and will be kept open until 

2:40pm, unless otherwise instructed. Pupils absent after those times will be marked absent. 

Attendance registers will also be taken for every session that pupils are expected to attend 
throughout the school day, using the Information Management system, Prosolution, to 
monitor pupil engagement with both academic and vocational learning, but we will not track 
this information in the daily attendance register. 

 
Registers are legal document and must be marked clearly and accurately. No pupil should 
mark a register.  
Junior School teachers will enter one of the 3 following codes: 
/  for present 
N  for not present 
L  for late 
 
Admin staff will then follow up with the Head Teacher on the notified reasons for absence (N) 
and ensure the correct code is inputted. The following symbols should be used to indicate 
attendance and absence: 
/ Present (AM)  
B         Receiving Education offsite (remote learning) 
L         Late 
N Absence – reason unknown 
I  Illness ( authorised)                                   
J          Audition or professional work  
V         Educational Visit     
P         Present but not participating                               
M        Medical/dental appointment 
O         Unauthorised absence/Truanting    
R         Day of religious observance      
H         Holiday (Authorised)                              
S         Study Leave    
X  Covid related absence, (see the Covid-19 addendum to this policy) 
E         Excluded      
C          Personal Issue (Authorised) 
U Arrival after registration session has closed 
Y Exceptional circumstances  
W        Withdrawn 
#         Planned school closure 
 

5. Responsibilities: Attendance 

5.1 Parents 
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Parents have a legal duty to send their children to school daily and risk prosecution by their 
Local Authority if they fail in this duty. Only the school, within the context of the law, can 
approve absence, not parents. 
 

5.2 Unplanned absence 

• on the first day of a pupil's absence from school, parents or carers are expected to 
contact the school office reception before 08.45 am, by telephone, giving a reason for 
the absence and a date when their child is expected to return to school; 
 

• on a pupil's return to school parents should send an email to the Head Teacher and 
School Office Reception to explain the absence; 
 

5.3 Illness 

Absence due to illness will be authorised unless the school has a genuine concern about the 

authenticity of the illness. 

 

If the authenticity of the illness is in doubt, the school may ask parents to provide 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. 

If the school is not satisfied about the authenticity of the illness, the absence will be recorded 

as unauthorised and parents will be notified of this in advance. 

 

5.4 Planned Absence 

• parents or carers should attempt to arrange appointments for their children outside 
school time whenever possible, core school hours being 08.45am to 16.15pm, or in the 
school holidays; 
 

• when the appointment is local, the pupil will be expected to attend school before and/or 
after the appointment; 

 

• holidays should be taken during school holiday periods and not during school time; 
   

• Parents/carers are requested to contact the Head Teacher in advance by email to 
request special consideration before arranging time off, using the Leave of Absence 
Request form, giving details of the reason for this request.  The Head Teacher will 
respond to their request on an individual basis; 

 
If leave of absence is not agreed by the school, then the absence is recorded as an 
unauthorised absence. 
 
 

 

 

Absence requests will usually be  Absence requests are not usually authorised   

authorised for:    for:  

• Music/dance exams     • Occasional visits  
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• Orthodontist and hospital appointments  • Family days out 

• Emergency dental and medical   • Holidays 

appointments   

• Exceptional opportunities 

• Auditions  

Further examples of authorised absences may include: 

• taking part in a licensed performance (working);  

• the death or funeral of a close relative (parent, sibling, grandparents); 

• religious observance, where the day is exclusively set apart for religious observance 
by the religious body to which the pupil’s parents belong. 

 

5.5  Pupils: 
Each pupil should make every effort to attend school daily and punctually in order to gain the 
maximum benefit from all the educational opportunities open to them. All pupils should 
ensure that they are in their form room/assembly by 8:55am.  
 
All pupils should sign in and out of the building using the thermal facial recognition 
technology. Any pupil who does not use sign in will be marked as absent. 
 
Pupils must also attend all timetabled lessons punctually and not leave school without 
permission from the Head Teacher.   In the Head Teacher’s absence, the appointed Deputy/ 
Welfare Team will sanction permission requested on the day of unexpected illness.  Pupils 
who knowingly avoid going to a particular lesson will be placed on report and their parents 
will be informed.  (See Appendix A). 
 

5.6 School Reception: 
The School Receptionist will  

• email the Head Teacher and Form Tutor on receipt of telephone messages 
concerning an absent pupil. If the absence is due to a medical reason, the 
Receptionist will also email the School Welfare team; 

 

• check registers daily for absences, telephoning parents when an absence hasn’t 
been accounted for (O in register) 

 

• Telephone parents on the first day of unauthorised absence before 09.30 am  
 
 
Where contact cannot be made with parents via email/phone call, the Receptionist will 
inform the Head Teacher who will: 

• Alert the Welfare Team 
 

• Continue to phone parent/carer and alternative emergency contact until contact has 
been made 

 

5.7  Head Teacher/ Deputy Head Teacher  
• Monitor registers weekly for overview of any emerging attendance issues and to 

check that appropriate parties, i.e. welfare team, tutors and reception are monitoring 
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pupil attendance; and to so that parents are notified each time a pupil’s attendance or 

engagement is cause for concern;  
 

• Monitor attendance by way of regular meetings with the Welfare Officers and 
Safeguarding Lead and through staff meetings; 

 

• Discuss attendance of any pupils deemed to be at risk with welfare officer at least 
weekly to share information and action plan; 

 

• Where attendance is a cause for concern take relevant action e.g. telephone parents 
to discuss the problem or email if unable to communicate by telephone. If attendance 
does not improve, request parents attend school for a meeting with the Head 
Teacher, welfare team and pupil; 

 

• Each month, review registers for unexplained absences, contact parents where 
necessary; 

 

• Organise emails / letters to parents of pupils whose overall attendance dips below 
97% and follow up the concern raised. 

 
When truancy is discovered Head, Teacher will: 

• Inform parents and formally invite them in, to discuss action to be taken; 
 

• Discuss the reasons with the pupil offering support, if necessary; 
 

• Place the pupil on report for two weeks - to be considered on an individual basis – 
see Appendix 1; 

 

• Inform the tutor/welfare team; 
 

• Enter O in register; 

 
5.8  Academic and Vocational Teachers  

• Follow up suspicious absences by checking their register, informing the Head 
Teacher of any discrepancies immediately; 

 

• In the absence of the Head Teacher, inform the appointed Deputy and reception and 
/ or welfare team;  

 

• Query persistent or request absences with tutor to ensure that it is not selective 
truancy; 

 

• Support pupils who have been absent in making up missed work;  
 

• Have a positive attitude to returnees. 

 

6. Responsibilities: Punctuality 

• Italia Conti recognises its responsibility to encourage and expect punctuality from all 
pupils.  This includes prompt arrival at registrations, lessons and other appointments 
made with staff.  A pupil arriving late may disrupt not only their own continuity of 
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learning but also that of others.  All pupils and parents will be clearly informed of 
expectations regarding punctuality and teaching staff will endeavour to set a good 
example in their own time-keeping. 

 

• Parents have a duty to ensure that their child leaves home with enough time to arrive 
at school punctually.  If parents know, in advance, that their child will be arriving late 
to school, they should provide a note of explanation. 

 

• Pupils are late if they are not in assembly or in their tutor base by 08.55am. Pupils 
who know that they will be arriving at school late should bring a note from their 
parents containing an explanation whenever possible or contact the school. 

 

• Persistent lateness will be dealt with according to the school behavioural policy.   
 

• If a pupil has difficulty arriving at school on time due to unavoidable home or travel 
circumstances, they should discuss the problem with their tutor, welfare team and/ or 
Head Teacher. 

 
Tutors  

• Will mark a pupil absent without authorisation if they have not arrived at registration 
by 08.55 am; 

• Will query any late arrivals with pupils, asking for a reason.  If there is a problem, 
tutors will inform the Head Teacher; 

• Should keep a check on lateness and liaise with the Head Teacher to ensure that 
any pupil who is late once a week, on a regular basis, is placed in detention for one 
hour after school; 

• Should be aware of any pupil who arrives late; 

• Will generate a behaviour report and issue sanctions as appropriate.  

 
Head Teacher/ Deputy Headteacher 

• Will deal with individual cases of poor punctuality as appropriate in line with the 
school behaviour policy. 

 
Office Reception 

• Will supervise the signing in of pupils arriving after 8.45am; 

• Will ensure that the pupil sign in on the biometric system; 

• Will notify the Deputy Head Teacher via email and phone of train delays or pupils 
who have called in late. 

 
 

Subject Teachers  
• Will record the late arrival of pupils in their subject registers; 

• Will ask to see homework diaries to see if there is a message to explain the late 
arrival.  If there is no message, teachers should sign the homework diary noting the 
time of arrival; 

• Should ensure that those arriving late make up the time and copy up missed work. 

 

6. Monitoring of punctuality 

The Head Teacher/ Deputy Head 
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• Will check registers weekly, noting pupils who are arriving late, and emerging 
patterns; 
 

• Will organise a letter to parents informing them of their child’s lateness and follow up 
those from whom no reply is received; 
 

• Will follow up the lateness problems of any pupils referred by tutors, academic and 
vocational staff and Welfare, taking appropriate action e.g. formal meeting with pupil 
to discuss reasons for lateness, followed by appropriate action or liaison with parents 
(if it seems to be the result of home circumstances) as appropriate; 
 

• Carry out random attendance checks to ensure the system for monitoring attendance 
and punctuality is following the procedures outlined in the policy. 

 

7. Children missing from education 

• All children, regardless of their age, ability, aptitude and any special education needs 
they may have, are entitled to a full-time education.   Italia Conti recognises that a 
child missing education is a potential indicator of abuse or neglect and will follow 
Italia Conti procedures for unauthorised absence and for children missing education.   
 

• Italia Conti will hold at least 2 emergency contact numbers for each child and will use 
both numbers, if necessary, as part of the First Day calling process.  

 
 Parents should always inform us of the reason for any absence.  Where contact is 

not made, a referral may be made to another appropriate agency (Local Authority 
Pupil Services, Social Care or Police, particularly where children go missing on 
repeat occasions and/or are missing for periods during the school day, in conjunction 
with ‘Children Missing Education: Statutory Guidance for Local Authorities1. 
 

 Italia Conti must inform the local authority of any pupil who fails to attend Italia Conti 
regularly or has been absent without Italia Conti permission for a continuous period 
of 10 days or more. 

 
 Staff must be alert to signs of children at risk of travelling to conflict zones, female 

genital mutilation and forced marriage. 

 

8. Strategies for promoting attendance  

Strategies to promote good attendance and punctuality may include merits, emails home to 

parents, Form Tutor or Head Teacher. Commendations for excellent work and effort, end-of-

term certificates of achievement. 

9. Links with other policies 

This policy is linked to the 

• Child protection and safeguarding policy  

• School behaviour policy 

 

 
1 https://www.gov.uk/government/publications/children-missing-education 
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10. Covid19 addendum to the attendance policy 

10.1 Aim 

The aim of this addendum is to support parents/carers and pupils who are concerned about 
the return to school due to coronavirus 

This addendum applies from the start of the autumn term 2020 until the end of the 2020/21 
academic year. It sets out changes to our normal attendance policy and should be read in 
conjunction with that policy. Unless covered here, our normal attendance policy continues to 
apply.  

Italia Conti may need to amend or add to this addendum as circumstances or official 
guidance changes. We will communicate any changes to staff, parents and pupils. 

10.2 Guidance and definitions   

This policy addendum meets the requirements of the Department for Education’s (DfE’s) 
guidance on school attendance during the 2020/21 academic year.  
 
In section 10.7 of this addendum, where we refer to ‘close contact’, this means:   
 

• Direct close contacts: face-to-face contact with an infected individual for any length of 
time, within 1 metre, including being coughed on, a face-to-face conversation, or 
unprotected physical contact (skin-to-skin) 

• Proximity contacts: extended close contact (within 1 to 2 metres for more than 15 
minutes) with an infected individual 

• Travelling in a small vehicle, like a car, with an infected person 

This definition is from the DfE’s guidance on full reopening for schools. 

10.3. Attendance expectations   

It is mandatory for all pupils of compulsory school age to attend school unless: 

• They have been granted an authorised absence by the school in line with section 5.4 
of our normal attendance policy  

• They cannot attend school due to specific circumstances related to coronavirus. 

10.4. Where ‘non-attendance in relation to coronavirus’ applies  

Italia Conti will only accept ‘non-attendance in relation to coronavirus’ in circumstances 
where a pupil’s travel to, or attendance at, school would be: 

• Against guidance from Public Health England and/or the Department of Health and 
Social Care relating to the incidence of coronavirus or its transmission 

• Prohibited by any legislation or statutory directions relating to the incidence of 
transmission of coronavirus  

10.6  Pupil develops symptoms or lives with someone who does  

The pupil’s parent/carer must notify the school on the first day that their child needs to self-
isolate. The pupil will stay at home until they or the symptomatic person they live with 
receives their coronavirus test results.  

https://www.gov.uk/government/publications/school-attendance/addendum-recording-attendance-in-relation-to-coronavirus-covid-19-during-the-2020-to-2021-academic-year
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools


Italia Conti  
 

11 
Italia Conti\ Policies \Attendance and Punctuality/ Academy of Theatre Arts School/ v3 

 

If the pupil’s test result is negative: the pupil will return to school when they feel well and 
no longer have symptoms similar to coronavirus. They should continue to stay at home if 
they remain unwell (i.e. with a different illness).  

If the person the pupil lives with tests negative: the pupil will stop self-isolating and 
return to school  

 

10.7 Pupil or a ‘close contact’ of theirs receives a positive test result 

The pupil’s parent/carer must notify Italia Conti about the positive test result as soon as 
possible. The Covid-19 Officer at Italia Conti is Miranda Tatton-Brown (Miranda.Tatton-
Brown@italiaconti.co.uk). 

Pupils who test positive will be required to self -isolate in line with current government 
guidelines and / or as directed by DfE and PHE guidance to Italia Conti on reporting of the 
infection,  and must only return to school when they no longer have symptoms (other than a 
cough or a loss of sense of smell or taste).  

If a member of the pupil’s household or a ‘close contact’ tests positive, the pupil must self-
isolate for 14 days. The pupil must do this from when the member of their household first 
had symptoms, or the day the pupil last met with the ‘close contact’ who received the 
positive result.  

See the definition for ‘close contact’ in section 10.2 of this addendum.   

 

10.8 Pupil has to quarantine after travel abroad  

The parent/carer must notify the school if their child has to quarantine after travel to a 
country that is not on the government’s exemptions list.  

The pupil must quarantine for 14 days on their arrival to the UK and return to school 
thereafter.  

 

10.9  Pupil is required to shield during a local lockdown  

The parent/carer will notify the school if they are advised by the government to stay at home 
and will provide proof of their shielding letter by sending a scan to Miranda Tatton-Brown 
(Miranda.Tatton-Brown@italiaconti.co.uk), copying in the Head Teacher.  

The pupil will stay at home until the shieling measures in the local area are paused. Once 
the shielding measures are lifted, we will contact the pupil’s parent/carer to set the 
expectation that they can return to school.  

 

10.10 Remote learning provision 

If a pupil is not attending school because of circumstances related to coronavirus, but where 
the pupil is not ill, Italia Conti will provide the pupil access to remote education.  
 

https://www.gov.uk/guidance/coronavirus-covid-19-travel-corridors#countries-and-territories-with-no-self-isolation-requirement-on-arrival-in-england
mailto:Miranda.Tatton-Brown@italiaconti.co.uk


Italia Conti  
 

12 
Italia Conti\ Policies \Attendance and Punctuality/ Academy of Theatre Arts School/ v3 

 

• Italia Conti’s approach and expectations regarding remote education are set out in 
our remote learning contingency plan 

• Italia Conti will keep a record of, and monitor, pupil engagement with remote 
learning, but we will not track this information in the attendance register  

11. Recording attendance 

Italia Conti will take our attendance register at the start of the first session of each school 

day and once during the second session, as set out in section 4 of the attendance policy 

above. It will mark whether every pupil is: 

• Present  

• Attending an approved off-site educational activity 

• Absent 

• Unable to attend due to ‘exceptional circumstances’  

• Unable to attend for reasons related to coronavirus  

 

12. Following up absence  

Where any child we expect to attend school does not attend, or stops attending, we will: 

• Follow up on their absence with their parent or carer  

• Notify their social worker, where they have one 

If a pupil does not attend because they, and/or their parent/carer are concerned about 
returning to school because of coronavirus, we will aarrange a phone call/video meeting/ 
appointment between the parent/carer and a member of the SLT to explain the protective 
measures the school is taking to keep pupils safe. 

 

 

 

 

 

13. Pupil absence codes  

The following codes are taken from the DfE’s addendum to their school attendance guidance for the 
2020/21 academic year. If not covered here, our normal attendance codes apply.   

Code Definition Scenario 

X 
Not attending in circumstances 
relating to coronavirus (COVID-
19) 

Pupil has to self-isolate because they have 
symptoms or live with someone who does, 
and are waiting for their test results 

I Illness 
Pupil remains unwell following a negative 
test result (i.e. with a different illness) 



Italia Conti  
 

13 
Italia Conti\ Policies \Attendance and Punctuality/ Academy of Theatre Arts School/ v3 

 

I Illness 
Pupil has to continue to self-isolate because 
they tested positive  

X 
Not attending in circumstances 
relating to coronavirus (COVID-
19) 

Pupil has to self-isolate (for 14 days) 
because someone they live with tested 
positive  

X 
Not attending in circumstances 
relating to coronavirus (COVID-
19) 

Pupil has to self-isolate (for 14 days) 
because they are a close contact of 
someone who tested positive  

X 
Not attending in circumstances 
relating to coronavirus (COVID-
19) 

Pupil has to quarantine (for 14 days) after a 
trip to a non-exempt country 

X 
Not attending in circumstances 
relating to coronavirus (COVID-
19) 

Pupil is required to shield in the case of a 
local lockdown, or lives with someone who is 
required to shield 

X 
Not attending in circumstances 
relating to coronavirus (COVID-
19) 

Pupil is asked not to attend in the case of 
local lockdown 

 

14: Monitoring arrangements   

This policy will be reviewed as guidance from the LA or Department for Education is updated, and as 
a minimum half termly by Quality Assurance Manager and the Covid-19 Officer.  

 

 

 
 

Appendix A Report card and Absence Request Form  

Italia Conti Academy of Theatre Arts School Report Card 

Name--------------------------------------------------------     

Class…………………… Form Tutor: …………………………. 

Teachers:  
Please include comments for behaviour and initial for each session  
 

 
Period 
1 

Period 
2 

Period 
3 

Period 
4 

Period 
5 

Period 
6 

Period 
7 

Period 
8 
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Monday 
 
 

 
 
Tuesday  
 

        

 
 
Wednesday  
 

        

 
 
Thursday  
 

        

 
Friday 
 
 

        

 

Any further comments: 
 
 
 

Please return this form to the Deputy Head Teacher’s office at the end of the 
week 
 
Signed: Form Teacher /Deputy Head / Head teacher as appropriate: 
 
 
 

 

 

 

 

 

Absence Request Form 

Please complete the form below and email it to admin@italiaconti.co.uk copying in 

your child’s Form Tutor in advance of the day(s) you would like to request. 

Full Name 
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Date(s) of 
intended absence 

 

Total number of 
days missed 

 

Morning/Afternoo
n/All day 

 

                    

                     Reason for 
absence 

 

Parent/Carer 
Signature 

 

Date 
 

 

 

For School Use Only 

The request for school absence HAS been agreed 
 

The request for school absence HAS NOT been agreed 
 

Headteacher’s 
Signature 

 

Date 
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