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Polam Hall School  
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Concordia Crescimus: We Grow in Harmony  
  
Our Vision  

To create flourishing young people with ambition and integrity who are equipped 
intellectually, morally and socially to live fulfilling lives and make positive contributions to 
their communities.  

Our Mission  

It is our mission to build on the unique heritage of Polam Hall School in order to educate 
the whole child, developing leadership, compassion, character, academic ambition and 
achievement. We have high expectations and aspirations for every member of our 
school community, and an explicit focus on developing strong relationships which enable 
each individual to succeed and grow.  

Our Values  

We nurture the unique talents and ambitions of each of our pupils, developing 
confidence and aspiration in our children and young people.  

We foster a spirit of inquiry, curiosity and creativity, creating a true learning community 
that achieves excellence in the classroom, the arts, on the sports field and beyond.  

We educate both intellect and character, promoting spiritual, moral and academic 
development.  

We collaborate to create an inclusive, caring and compassionate community, rooted in 
the values of equality, respect and tolerance which were prized by our Quaker founders.  

The principles of Confidence, Creativity, Curiosity and Community underpin all we 
do. They form the core values of our Learner Profile.  

  
  
  

  
Date of Review: June 2019  

  
Date of approval:   

  
Date of review: June 

2021  

  
Approved by Principal    

  

  

  



  
 

  2  
PHS08 Attendance Policy  

  
Approved by Academy  
Council  
  

  
  

  
  

This policy relates only to children of compulsory school age unless otherwise 
indicated  

  
Principles  
Education is important. Missing school means missing out. Polam Hall is committed 
to securing the best outcomes for each of its pupils and recognises the high 
correlation identified between progress, achievement and attendance.  

  
The Education Act 1996 requires parents and guardians to ensure that their children 
receive efficient, full-time education. Parents and guardians are also responsible for 
their child’s school attendance and punctuality. Permitting absence from school 
without a good reason is an offence by the parent that can result in legal action by the 
Local Authority.  

  
We understand that children are sometimes ill or can be unhappy about attending 
school. Families can be going through unsettled times that can make regular school 
attendance difficult. Any problems with regular attendance are best sorted out 
between the school, the parents and the child at an early stage. It is never better to 
cover up children’s absences or to give in to pressure to excuse them from attending 
without good reason. This gives the impression that school attendance does not 
matter and may make things worse.  

  
The Staff Responsible for Attendance Issues  

  
Whilst all staff are committed to encouraging and supporting good attendance, the 
key staff responsible are:  

• Attendance and Welfare Officer  
• Admissions Officer   Junior School 

Administrator  

  
Targets and Monitoring  

  
In recognition of the impact attendance has on a child’s progress, the school 
encourages all pupils to aim for 100%attendance, setting a school target of above 
95%.  

  
Good attendance is encouraged and celebrated.  

  
Expectations are published in classrooms and school offices and an intervention 
flowchart is published for staff. Attendance is reviewed regularly by the pastoral leads, 
the Senior Leadership Team and Academy Council.  

  
  

Authorised/Unauthorised Absence and Leave in Exceptional Circumstances  
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Every half-day absence from school must be recorded by staff at the school as either 
AUTHORISED or UNAUTHORISED. For this reason accurate and prompt 
information about the cause of each absence is always required.  

  
Authorised absences are mornings or afternoons away from school for a reason like 
genuine illness or other unavoidable causes, or when permission has been given. 
Only the school can authorise an absence, based on what parents/carers tell us.  
Unauthorised absences are those which the staff at school do not consider 
reasonable and for which no permission has been given. These are an offence by the 
parent and include:  

  
• keeping children off school without a good reason  
• truancy before the register has been marked  
• absences which have never been properly explained  
• children who arrive at school too late to get a mark  
• taking holidays that have not been approved by the school in advance  

  
Medical Appointments: Parents are asked to make routine medical and dental 
appointments outside school time wherever possible. Where such appointments in 
school time are unavoidable, school should be informed in advance when possible, 
giving times. A present mark may still be awarded if the child attends for as much of 
the session as they can. It is always better to attend for some of the time, rather than 
missing the whole day.  

  
Leave in Exceptional Circumstances: Please note that a term-time holiday is NOT 
a parental right. Leave may be granted in exceptional circumstances but 
arrangements should not be made without the school’s agreement in advance. 
Parents who wish to apply for such leave must submit an application form to the 
Principal. Application forms are available from the main school office and on the 
website. Each application will be considered on its individual merits and a response 
given. Taking leave without permission is unauthorised absence and may be subject 
to a Penalty Notice fine or other legal proceedings by the Local Authority. Parents 
must not assume their application will be authorised.  

  
Absence Procedures  
Parents are asked to notify the school as soon as possible if they know their child 
needs to be absent.  
Unexpected absences, for example due to illness, must be reported to the school 
office by phone or email before 8.45am. A message may be left on the school answer 
phone if necessary.  
All absence must be accompanied by an explanation so that the appropriate 
authorisation may be noted in the register. This is a legal requirement.  
Pupils who need to be collected for an appointment must also provide an explanation 
and must be collected from and signed out at the school office by parents.  

  
Concerns and Persistent Absence  

  
The Department for Education requires schools to reduce the number of children 
whose attendance is below 90% over the school year. These are called “persistent 
absentees” by the Government, whatever the reason for their absence, including 
authorised absences. Special procedures may be applied to children at risk of falling 
into this category.  
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Polam Hall School applies the following procedures in deciding how to deal with 
individual absences:  

  
• First Day Calls to check any unexplained absence  
• Lateness recorded  
• Where absence is a concern parents may be asked to supply evidence of 

appointments and illness  
• Contact with parents where there are ongoing issues  
• Fortnightly review of Key Stage persistent absence, actions and interventions  
• Half termly letters where absence is above thresholds (see below)  
• Forms for requesting Leave in Exceptional Circumstances are available on the 

school website and in the main office (see above)  
• Home visits if necessary  
• Liaising with other agencies as necessary, including submitting Early Help 

Assessments  
• Parenting Contract  
• Legal Proceedings (see below)  

If difficulties with attendance cannot be resolved, the school may refer to the Local 
Authority who can use legal proceedings if required, including Penalty Notices (fines) 
or prosecution in the Magistrates Court. https://www.darlington.gov.uk/education-
and-learning/school-years/support-for- parents-and-pupils/attendance/  

  

Lateness  
  

Lateness is not acceptable and encourages poor habits and life skills. Late arrival is 
disruptive for other pupils and can be both embarrassing and distressing for the child 
themselves. If pupils are late at the start of the day they can miss important routines, 
information and work. Regular lateness has a significant impact on a child’s 
experience and progress and is monitored and followed up by staff where necessary.  

  
Pupils arriving late must report to the school office immediately on arrival and sign in.  

  
Admission Registers  

  
The Admission Register must contain the personal details of every pupil in the school, 
along with the date of admission or re-admission to the school, information regarding 
parents and carers and details of the last school attended. Parents must ensure that 
the school has at least TWO up-to-date contact numbers so we can get in touch with 
someone if, for example, your child does not arrive when expected. This is part of our 
duty to keep children safe.  

  
It is the responsibility of parents and carers to provide the school with up to date 
information which should be sent to the Admissions Officer.  

  

Pupils Moving to a New Address and /or School  
  

When a parent notifies the school that there will be a change of address and/or school 
this must be recorded in the admission register giving full details of the dates of the 
change and new information.  
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It is the responsibility of parents and carers to provide the school with up to date 
information which should be sent to the Admissions Officer.  

  

In order to prevent children from becoming Missing from Education, the school is legally 
required to notify the local authority of all children removed from our registers outside 
normal transfer times, whatever the reason. Any information the school holds will be 
passed to the relevant local authorities as required.  

  
Children at Risk of Missing Education  
All schools must inform the local authority of any pupil who fails to attend school 
regularly, or who has been absent without the school’s permission for a continuous 
period of 10 days or more.  

  
The school has a legal duty to promote good attendance. Equally, parents and 
carers have a duty to make sure that their children attend regularly. School staff 
are committed to working closely with parents to ensure as high a level of 
attendance as possible. Please work with us.  


