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The attendance of the academy has improved year on year, this is due to the high expectations set 

of all those in our community. We aim to improve this further to ensure we continue to be above 

national expectations for overall attendance. To do this we aim to create an environment where 

every student wants to attend school every day throughout the year. For all our students to achieve 

their very best and reach their potential it is vital that they attend regularly and on time. 

This guidance sets out how we can work together to achieve this. 

 

Any absence from school disrupts the learning pattern of students. One day’s absence can put a 

student behind in five lessons and causes misunderstanding to occur in the next lesson. This causes 

learning to be lost which can never be gained back at the same level of expertise.  In some lessons, 

where group work is vital, the learning of other students is also hindered. This is particular acute in 

years 10 and 11. 

Ensuring your child attends school every day is your legal responsibility. Permitting absence without 

good reason could result in fines or prosecution.  It is a criminal offence under Section 444 of the 1996 

Act to fail to secure the regular attendance at school of a child who is a registered pupil at the school.  

On conviction, the magistrates’ court may impose a fine of up to £2,500 or imprisonment for up to 3 

months, or both.  In addition, you would obtain a criminal record.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Introduction 

Why regular attendance is so important 



 

Helping to create a pattern of regular attendance is everybody’s responsibility: the school, parents, 

guardians and students.  To help us all in this, as a school we will: 

 Report to you at least three times a year on where your child’s attendance is at and how this 

is impacting on their progress. 

 Celebrate 100% and improving attendance through assemblies and the yearly awards 

evening. 

 Reward 100% and improving attendance through weekly checks, postcards, badges and 

reward trips. 

 Run promotional events throughout the year, including at parents evening to highlight the 

importance of attendance. 

 This diamond is an easy way to see where your child is at with their attendance.  It is 

displayed on the website under the attendance tab, it is also displayed in all classrooms and 

forms the basis of discussions with your child. Encouraging your child to stay green is 

important for their overall progress in school. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Every half-day absence from school has to be classified by the school, as either authorised or 

unauthorised. This is why information about the cause of any absence is always required in writing. 

The Academy will decide based on the information provided whether to authorise or unauthorise 

the absence. 

Promoting Regular attendance  

Understanding types of absence  



 Authorised absences are mornings or afternoons away from school for a good reason like 
illness, medical/dental appointments which unavoidably fall in school time, emergencies or 
another unavoidable cause.  

 Unauthorised absences are those which the school does not consider reasonable and for which 
no “leave" has been given. This type of absence can lead to the Academy using sanctions 
and/or legal proceedings.   Unauthorised absences include:  
 

 Parents/guardians keeping children off school without an acceptable reason 

 Truancy before or during the school day  

 Absences which have never been explained  

 Students who arrive at school after 9am 

 Shopping, looking after other children or birthdays 

 Day trips and holidays in term time.   

 

Whilst any child may be off school because they are ill, sometimes they can be reluctant to attend 

school. Any problems with regular attendance are best sorted out between the school, the parents 

and the child.  If your 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 usually make things worse.  

Persistent Absence (PA, 10% absence or attendance of 90% or below): 

A student becomes a ‘persistent absentee’ when they miss 10% or more schooling across the 

school year for whatever reason. Absence at this level is doing considerable damage to any child’s 

educational prospects and we need parents’ fullest support and co-operation to tackle this. 

We monitor all absence thoroughly. Any case that is seen to have reached the PA mark or is at risk 

of moving towards that mark is given priority and you will be informed of this immediately. 

PA students are tracked and monitored carefully through our pastoral system, in particular through 

the inclusion team and your child’s Pastoral leader.  You may receive a visit from a member of the 

team, a letter to inform you that your child is getting close to the PA mark or child may be placed 

on an attendance monitoring report. 

Any absence resulting in attendance of 90% or below, regardless of the circumstances is a serious 

concern and may result in the Academy taking further action. 

 

 

If your child is absent you must: 

 Contact school, in particular the attendance officer, on the first day of absence. 

 Contact school on any further days of absence. 

 On your child’s return to school, provide a letter explaining the absence or a medical note.  

This must be provided even if you have telephoned the school. 

If your child is absent, the school will: 

 Telephone you or text you on the first day of absence if you haven’t contacted school. 

 Visit you at home on the second day of absence. 

Absence procedures  



 If your child has been off previously, the home visit will be on the first day of absence if you 

haven’t contacted school. 

 Invite you in for a meeting to discuss absences if absences are a regular occurrence. 

 Remind you of regular attendance and where your child is at if it falls to 90% through a 

letter. 

 Send fines home for attendance causing concern or for unauthorised leave of absence. 

 Refer you to the Local authority for prosecution if your child’s attendance shows no 

improvement despite attempts to resolve concerns with you. 

Telephone numbers: 

To ensure your child’s absence is reported to you quickly, please ensure you keep the school 

informed of any telephone changes. It is helpful for a mobile number so that texts can be sent. 

 

Taking holidays in term time is not permitted by the academy. You may request time off through 

completing the application form requesting leave which can be obtained from the Attendance 

Officer. In exceptional circumstances, the Principal may agree to authorise a holiday.  All other 

requests will be denied. 

In addition to holidays, parents may see it fit to request to take their child out of school during term 

time for other reasons. The Principal may not grant leave unless there are exceptional 

circumstances. Examples of exceptional circumstances are: 

 Death of parent / guardian or sibling of the student 

 Life threatening or critical illness of the parent or sibling 

 Leave for armed forces personnel who are prevented by operational duties to take their 

leave at any other time 

 Leave of absence granted at a previous school within the last six months (supporting 

documentation form the previous school is required) 

 Religious observances – 1 day in the academic year will be granted for religious observance.  

The principal will consider the circumstances the leave is being requested for along with the 

following factors: 

 Student’s current attendance record 

 Year group the student is in 

 How close to examinations the request falls 

 The duration of the absence 

All requests should be handed in to the Attendance Officer who will contact the parent / guardian 

with the final decision made. 

 

 

 

 

Requests for leave of absence 



 

Poor punctuality is not acceptable, to school or to lessons. Late students disrupts the learning of 

those around them and the late student themselves misses vital explanations of the day’s work.  A 

student who is only 5 minutes late to each lesson, misses three and half weeks of learning each year 

– learning which is lost and can never be made up for. 

 

Late to school: 

The first session of the school day begins at 8.35am, therefore all student are expected to be in 

school ready to start this session at 8.30am.  Any student who arrives after 8.30am will be signed in 

late for school.  This will result in an automatic detention the same day after school.  You will be 

informed of this detention via a text message. 

 

Punctuality  


