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Attendance Policy Local  
Procedures 

R.E.A.L. Education (RIS Mansfield and RIS Hinckley) 
 

Please refer to Main Policy A6 Attendance Policy 

 

This local procedure should be read in conjunction with Aurora’s Attendance Policy A6.  

1 Attendance register – times: 
R.E.A.L. Independent Schools run a morning and an afternoon session. The tutor facilitating the 
session has the responsibility for keeping an accurate record of attendance on the Engage platform.  

Morning Registration  

• Attendance needs to be recorded by 9.30am  
• Students arriving from 9.30am - 9.45am will be marked as late (L code)  
• Students arriving after 9.45am will be marked as an unauthorised absence 

Afternoon Registration  

• Attendance needs to be recorded by 1.15pm  
• Students arriving from 1.15pm - 1.30pm will be marked as late (L code)  
• Students arriving after 1.30pm will be marked as an unauthorised absence 

Offsite provision – if applicable 

Any student attending offsite provision of any form will still have their attendance recorded in the 
register.  This information will be gathered at the start of each session by the admin team. 

2 Unplanned absence  
The student’s parent/carer must notify us on the first day of an unplanned absence prior to 9am or 
as soon as practically possible (see also section 7). Parents can leave a voice mail message out of 
school hours or if the relevant member of staff is not available. This is then picked up by the 
administration team on arrival. It is the parents’ responsibility to notify the taxi company.  

Parents/Carers must clearly state the child’s name and the reason for absence. Failure to provide a 
reason for absence may lead to the absence being recorded as unauthorised. 

3 Planned absence  
The Head of Schools will only grant leave of absence for any reason if they are satisfied exceptional 
circumstances exist. Parents/carers are required to complete a leave of absence form 4 weeks prior 
to the leave of absence to ensure a decision can be made and communicated by the Head of 
Schools. 
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4 Lateness and punctuality  
Where there have been persistent incidents of lateness, Learning Managers/Provision Managers will 
have a discussion with the student/ parents/carers advising them of the concerns and the school will 
provide opportunities for support and advice to address these issues. 

5 Following up absence  
Where a learner is absent from school and we have not received any verbal or written 
communication from the parent, then we initiate a first day contact process and contact the 
parents/carers to check the reasons for the child’s absence. If the child is subject to a Child 
protection Plan, the Learning Manager will inform the social worker of the absence. 

 Learning Manager 
responsibilities and actions 

Head of Area responsibilities 

Day 1 Contact to parents/carers and 
reason for absence completed 
on Engage 

Monitor attendance 

Day 2 Contact to parents/carers and 
reason for absence completed 
on Engage 
Discussion and plan the home 
visit with parent/carer 

Monitor attendance  

Day 3 Home visit by LM as required 
Leave calling card if no one is 
home 
CPOMs concern raised 

Discussion between 
LM/HoA/HS 

Day 4 As previous Discussion update between 
LM/HoA/HS 

Day 5 Referral made to social care 
and/or police, and notidy L 

Discussion update between 
LM/HoA/HS 

When learners have an illness that means they will be away from school for a long time, or a 
repetitive absence, the school will do all it can to support the learner to return to school.  

Where, over the course of an academic year, a learner has repeated periods of illness, the school will 
write to parents to ask them to provide medical evidence for each future period of illness related 
absence. This evidence could be a doctor’s note, appointment card or copy of a prescription. We 
may seek written permission from you for the school to make their own enquiries. 

6 Reporting to parents  
Parents will receive regular communication on attendance through their child’s Learning Manager 
and through annual reporting. 

7 Strategies for promoting attendance and reducing persistent 
absence  
We maintain and promote good attendance and punctuality through:  

• Raising awareness of attendance and punctuality issues among all staff, parents and 
students.  

• Ensuring that parents have an understanding of the responsibility placed on them for making 
sure their child attends regularly and punctually.  
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• Equipping students with the life skills needed to take responsibility for good school 
attendance and punctuality appropriate to their age and development.  

• Maintaining effective means of communication with parents, students, staff and governors 
on school attendance matters.  

• Developing and implementing procedures for identifying, reporting and reviewing cases of 
poor attendance and persistent lateness.  

• Supporting students who have been experiencing any difficulties at home or at school which 
are preventing good attendance.  

• Developing and implementing procedures to follow up non-attendance at school. 

 
 
8 Attendance monitoring  
Attendance is logged on Engage and a clear overview is available to school leaders on the Power BI 
system. Whole school attendance forms part of the Head of Schools monitoring process and is also 
monitored by the wider Aurora Quality assurance team. Attendance is reported to LA’s and 
commissioners as required. 

9 Roles and responsibilities   
Learner Attendance and Engagement Lead (LEAL)  

The LEAL is responsible for:  

• Providing information to parents/carers/students about the importance of attendance levels 
and how they can be encouraged.  

• Assessing problems and possible solutions working with parents/carers and students.  
• Develop alternative plans and interventions to tackle/resolve/support issues that lead to 

absence and promote positive engagement and increased attendance.  
• Improving links between school/home.  
• Supporting families consistently in and out of school hours as required ensuring they receive 

all the benefits of their child’s education.  
• To share relevant information with Learning Managers and Senior Leadership Teams for 

monitoring and Quality assurance. 
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