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Academy Pupil Attendance Policy 2018 
 

Principles 
 
Promoting positive behaviour and excellent attendance is the responsibility of the whole 
academy community.  
  
The academy will promote positive behaviour and good attendance through its use of 
curriculum and learning materials. Good attendance and behaviour by pupils will be 
recognised appropriately. All children should be on time, every day the academy is open, 
unless the reason for the absence is unavoidable.   
 
Staff from the academy will work with parents or carers and the children to overcome 
barriers to regular attendance through a range of intervention strategies in order to 
resolve any problems that arise with attendance. In the unlikely event that a child is 
reluctant to attend, it is never better to cover up their absence or to give in to pressure to 
excuse them from attending. This gives the impression that attendance does not matter 
and may make things worse.  
 
Permitting absence from the academy without a good reason is an offence by the parent. 

In recognition of this, the law makes it an offence for a parent or carer to fail to secure 
the regular attendance of their child at a school at which the child is a registered 
pupil, without good reason or the agreement of the school. Penalty Notices are one of 
the sanctions available for this offence and offer a means of swift intervention, which 
can be used to combat attendance problems early, before they become entrenched. 
They will only be used where parental co-operation with this process is either absent 
or deemed to be insufficient to resolve the problem. They will also be used as a 
means to support and challenge parents to meet their legal responsibilities and where 
there is a reasonable expectation that their use will secure improved school 
attendance. The Code of Conduct that sets out the criteria that will be used to trigger 
the use of a penalty notice can be found in Appendix 1. 
 

Recording Attendance 
 
Academies are required to take an attendance register twice a day, and this shows 
whether the pupil is present, engaged in an approved educational activity off-site, or 
absent. Each half day that a pupil of compulsory school age is absent is recorded as 
either AUTHORISED or UNAUTHORISED. Only the academy can authorise the 
absence, not parents or carers. This is why information about the cause of each absence 
is always required, preferably in writing.  
 
Authorised absences are mornings or afternoons away from the academy for a 
good reason like illness or other unavoidable cause.  
 
Unauthorised absences are those which the academy does not consider 
reasonable and for which no “leave” has been given. This includes:  
 
• Parents keeping children off school unnecessarily  
• Truancy before or during the school day  
• Absences which have never been properly explained  
• Children who arrive at school too late to get a mark 
 



 

 
 

Reporting Absence 
 
If your child is going to be absent from the academy, if possible give notice of this in 
advance.  Examples of this would include – 
 

 Medical appointments 

 Dental appointments 

 Pre arranged visits or other appointments. 
 
We would hope that where possible you arrange dental appointments during holidays or 
before or after school.  
 
If your child is unable to attend the academy for any other reason, and it is not possible to 
pre warn the academy of this, we need where feasible to be informed on the first day of 
absence by phone or message from another parent. 
 
If we are not informed we will endeavour to contact you via text or phone on the first day to 
ensure that you are aware of the non attendance and that we can try to ascertain if the 
reason for absence is anything we can help and assist you with. We will make every effort 
to improve a child’s attendance but if we are unable to help improve or address the 
underlying problems we may consider the next step in our procedure. 

We recognise that our safeguarding responsibilities are clearly linked to our responsibilities 
for ensuring that appropriate responses are in place for children who are absent from 
school or who go missing from education. We will inform the local authority of any pupil 
who fails to attend school regularly, or who has been absent without school permission for 
a continuous period of 10 school days or more  

Lateness 

The school day starts at ______- should your child arrive later than this their name is 
entered in a late register;  you will be sent a letter after the third late.  Children who arrive 
after registration closes are given an unauthorised absence mark U. SEE APPENDIX 2 
FOR A STATEMENT OF THE REGISTRATION POLICY.   Any child accumulating 10 U 
codes over a period of 12 school weeks, excluding holidays will receive a Penalty Notice.  
These late episodes do not need to be consecutive.  

  



 

 

Working with Parents/carers 

Attendance letters are sent out to parents and carers every half-term to inform them what 
their child’s attendance percentage is and therefore which colour code their child is in. 

 

95% - 100% 

 

WELL DONE! THIS IS EXCELLENT 

If you are in the green group you have been absent for less than two weeks in 

the whole year or you may have attended the academy every day 

 

91% - 94% 

BE CAREFUL 

If you are in the yellow group you could be missing up to 2 weeks of learning in 

the whole year 

 

Less than 90% 

PERSISTENT ABSENCE PUPIL 

You are now a Persistent Absence Pupil and are missing more than 6 weeks of 

learning in the academy year 

 
Children that are in the Red group letters are sent out by post then invited into the 
academy for a meeting with the attendance officer from the academy. 

 
 
Term time holidays 
 
In line with Government legislation, we will issue an application form for a leave of absence 
but to accompany this form you must put your reasons in writing. Any request made 
because of exceptional circumstances can only be judged on a case-by-case basis taking 
into account individual circumstances.   Requests should be made in writing at least 28 
days before the period of requested absence.   
 
Even with the exceptional circumstances we will still consider the following before 
permission can be granted: 
 

 Current level of school attendance including punctuality. 

 The current progress being made towards academic targets. 

 The time and length of the requested exceptional absence. 

 The amount of exceptional absence that has been authorised previously. 
 

To illustrate the impact of taking holidays in term time, it was noted that if children are 
taken on a two week holiday every year and have the average number of days off for 
sickness and appointments, then during their school career they will have missed the 
equivalent of a year of school. 
 
We need to point out that, in an effort to address poor attendance and unauthorised 
absences from school, the local authority may decide to issue a Fixed Penalty fine and/or 
prosecute parents under the Education Act 1996 if a holiday is taken during term time. 
 



 

 

The Penalty is issued to each parent for each child taken out of school. Payment of a 

Penalty Notice within 21 days is £60.00 and payment after this time but within 28 days is 

£120.00.  Non-payment of the Penalty Notice may result in legal action. 

The Societas Trust has set the following attendance targets: 
 

       2018-2019 96% 
          

Summary 
 
The academy has a legal duty to publish its absence figures to parents and to promote 
good attendance. Equally, parents have a duty to make sure that their children attend. 
Academy staff are committed to working with parents as this is the best way to ensure as 
high a level of attendance as possible. 
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Appendix 1: 
 

Code of Conduct for Issuing Penalty Notices 
 
This code sets out the criteria that will be used to trigger the use of a penalty notice. 
 

Legal Framework:  
Section 444 of the Education Act 1996 (as inserted by section 23 of the Anti-Social 
Behaviour Act 2003) empowers designated Local Authority (LA) officers, head 
teachers (as well as deputy and assistant head teachers authorised by them) and the 
Police to issue Penalty Notices in cases of unauthorised absence from school.  
 

 The Education (Penalty Notices) (England) Regulations 2007  
 

 The Education and Inspections Act 2006.  
 

 The issuing of Penalty Notices must conform to all requirements of the Human 
Rights Act 1998 and the Equality Act 2010.  

 

 Section 444 of the Education Act 1996 makes if an offence if a parent fails to 
secure their child’s regular attendance at school at which they are registered, if 
that absence is not authorised by the school. Penalty Notices supplement the 
existing sanctions currently available under s444 Education Act 1996 or s36 
Children Act 1989 to enforce attendance at school where appropriate.  

 
Circumstances where a Penalty Notice may be issued:  

 A Penalty Notice can only be issued in cases of unauthorised absence.  
 

 The presence of an excluded child in a public place at any time during school 
hours in the first five days of exclusion.  

 
Penalty Notices may be considered appropriate if one of the following criteria is 
met:  

 There is unauthorised persistent absence. “Persistent” means at least 20 
sessions of unauthorised absence over a period of twelve school weeks, 
excluding holidays. These absences do not need to be consecutive.  

 

 There is a period of absence not authorised by the head teacher or in excess of 
the period authorised by the head teacher(e.g. family holiday)  

 

 Persistent late arrival at school, i.e. after the register has closed. “Persistent” 
means at least 10 sessions of unauthorised late arrival over a period of 12 
school weeks, excluding holidays. These late episodes do not need to be 
consecutive.  

 

 The presence of an excluded child in a public place at any time during school 
hours in that child’s first five days of exclusion. An “excluded child” is one who 
has been excluded from school for a given period under the Education and 
Inspections Act 2006.  

 

 A Penalty Notice will not be issued in respect of children in the care of the LA 
with whom other interventions will be used.  

 



 

Other conditions.  
 

 There will be no limit on the times a Penalty Notice for unauthorised leave of 
absence can be used in an academic year.  

 

 In cases where there is more than one pupil in a family with unauthorised 
absences, Penalty Notices may be issued for more than one child  

 

 Use of a Penalty Notice or formal warning of a Penalty Notice for unauthorised 
persistent absence / lateness will be restricted to one notice/ warning per 
parent of a pupil per academic year.  

  



 

 
 
Appendix 2: 
 
 

REGISTRATION 
A Statement of Policy 

 
Registration is a time to welcome children into school. It is a formal occasion primarily 
to identify absentees but at the same time setting the tone for the session by being 
positive, bright and enthusiastic.  
 
1. The register will be called as soon as possible after the bell to start the session.  
 
2. Registration times are:  
 
Morning:        FS, KS1 & KS2 - 8.55am to 9.05am  
Afternoon:      FS & KS1 - 12.45 pm to 12.55 pm  

KS2 - 1.25 pm to 1.35 pm  
 
3. Children in attendance to be marked with a tick in pencil (not pen).  
 
4. Children not in attendance at the time the register is called to be marked an O.  
 
5. Once completed, the register is to be sent to the school office at 9.05 a.m in the 
morning and 12.55pm (FS & KS1) or 1.35pm (KS2) in the afternoon.  
 
6. Children arriving late are to report to the office where the office staff will mark them 
present.  
 
7. Children arriving after 9.30 a.m. will be classed as having unauthorised absence 
(U).  
 
8. If children are away for any reason, parents are requested to contact the school 
office on the first day of absence, notifying them of the reason for the absence.  
 
9. If the class teacher has any concern about a pupil be it lateness or regular absence, 
this should be brought to the attention of the Headteacher or Attendance Officer.  
 
 
 
 


