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Document provenance 

This policy was approved as follows – 

Executive Leadership Team Date: Sept-18 

Frequency of review: Every two years Next review date:  Sept-20 

ELT Owner: Director of Education 
Author: National Attendance System Leader 
Midlands  

 

Summary of changes at last review: 

▪ Review of academy roles and responsibilities 

▪ Review of attendance practice  

▪ Additional of attendance practice for students in alternative provision  

▪ Addition of Off-rolling legislation and good practice  

 

Related documents: 

▪ Child protection and safeguarding policy 

▪ Online safety 

 

Summary of policy: 

Definitions: 

A child reaches compulsory school age on or after their fifth birthday. If they turn 5 between 1    
January and 31 March, then they are of compulsory school age on 31 March; if they turn 5 between 1 
April and 31 August, then they are of compulsory school age on 31 August. If they turn 5 between 1 
September and 31 December, then they are of compulsory school age on 31 December. A child 
continues to be of compulsory school age until the last Friday of June in the school year that they reach 
sixteen. 

A child who is classified as Persistently Absent (PA) has an absence rate of 10% or more (i.e. attends for 
90% or less of the time) and will be defined as a persistent absentee. 

Parental responsibility is defined in s.3(1) Children Act 1989 as: 

‘…all the rights, duties, powers, responsibilities and authority which by law a parent of a child has in 
relation to the child and his property.’ 

 

 



Attendance for Learning Policy 

1. Introduction and purpose   

1.1. This policy outlines a shared responsibility within each academy, the Regional Team, The Extended 
Leadership Team and Trustees to encourage high levels of attendance and punctuality for all pupils. The 
values of the trust reflect the importance of attendance and belonging and the provision of a welcoming, 
caring environment where all members of the academy community feel safe and secure.   

1.2. Clearly defined roles and responsibility and the consistent implementation of procedures ensure that 
attendance and punctuality are promoted effectively to support successful learning.   

1.3. Effective partnership and liaison with outside agencies provide support, advice and guidance for pupils and 
parents/carers.   

1.4. Intervention is triggered by systematic approaches to the monitoring and analysis of attendance data.  
Patterns of good attendance and punctuality are celebrated and rewarded and pupils who make every 
effort to improve are encouraged and recognised.  We are fully committed to safeguarding and 
promoting the welfare of children and young people and follow best practice procedures to ensure their 
safety.   

1.5. This policy ensures that all staff in our academies are fully aware of and clear about the actions necessary 

to promote good attendance.  

1.6. Through this policy we aim to: 

• Improve pupils’ achievement by ensuring high levels of attendance and punctuality 

• Create an ethos in which good attendance and punctuality are recognised as the norm and seen 
to be valued by the academy 

• Raise awareness of parents, carers and pupils of the importance of uninterrupted attendance 
and punctuality at every stage of a child’s education 

• Ensure that our policy applies to all education phases across the trust to promote good habits 
from an early age 

• Work in partnership with pupils, parents, carers, staff and the Local Authority so that all pupils 
realise their potential, unhindered by unnecessary absence 

• Promote a positive and welcoming atmosphere in which pupils feel safe, secure, and valued, and 
encourage in pupils a sense of their own responsibility 

• Establish a pattern of monitoring attendance and ensure consistency in recognising achievement 
and dealing with difficulties 

• Recognise the key role of all staff, but especially class teachers, in promoting good attendance 

• Ensure that awareness of attendance is embedded within the curriculum, teaching and learning 
and behaviour for learning. 

2. Scope 

2.1. This policy applies to all staff in every academy and should be adopted as a whole academy approach to 
reducing levels of absence.  It is consistent with statutory and legal requirements and is significant to 
ensure that all pupils are safeguarded.     

 



3. Legislation and regulation 

3.1. The policy fully adheres to statutory and legal requirements regarding attendance and the registration of 
pupils.  The Education Act and The Education (Pupil Registration) (England) Regulations 2006. 

3.2. Each academy must follow all procedures set out in the Department of Education (DfE) document ‘School 
Attendance: Guidance for maintained schools, academies, independent schools and local authorities 
November 2016’, this includes guidance on keeping pupil registers, the correct use of attendance and 
absence codes including guidance for those pupils who attend alternative provision, guidance on the 
school day and school year.   

3.3. Each academy must follow the DfE guidance’  ‘Children Missing Education: statutory guidance for local 
authorities, September 2016’,                                                             

3.4. Each academy must follow The Education Act 1996 sections 434(1)(3)(4) & (6). 

3.5. Each academy must follow the Pupil Registration (England) Regulations 2006 which state the reasons a 
child can be legally deleted from the academy roll.    

3.6. Other useful legislative and regulatory links: 

DfE (September 2016) Keeping Children Safe in Education  
DfE (July 2018) Working Together to Safeguard Children  

4. Policy statement  

4.1. Regular and punctual school attendance is important. Pupils need to attend school regularly if they are to 

take full advantage of the educational opportunities available to them by law. E-ACT Academy Trust fully 

recognises its responsibilities to ensure pupils attend school and on time, therefore having access to 

learning for the maximum number of days and hours.  

4.2. The government expects all schools and academies to: 
 

• Promote good attendance and reduce absence, including persistent absence 
• Ensure every pupil has access to full-time education to which they are entitled 
• Act early to address patterns of absence 
• Parents to perform their legal duty by ensuring their child of compulsory age who is registered at 

school attend regularly 
• All pupils to be punctual to their lessons 

4.3. This policy applies to all pupils registered at an E-ACT Academy. This policy is made available to all 

parents/carers of pupils who are registered at our academies and is included on each academy website 

4.4. Although parents/carers have the legal responsibility for ensuring their child’s good attendance, the 

Headteacher and members of the Regional Team, Extended Leadership Team and Trustees work together 

with other professionals and agencies to ensure that all pupils are encouraged and supported to develop 

good attendance habits. Procedures in this policy are followed to ensure this happens. 

4.5. Children who are persistently late or absent soon fall behind with their learning. Children who are absent 

from school frequently develop large gaps in their learning which will impact on their progress and their 

ability to meet age related learning expectations.  

https://www.legislation.gov.uk/ukpga/1996/56/contents
http://www.legislation.gov.uk/uksi/2006/1751/regulation/8/made
https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/children-missing-education
https://www.legislation.gov.uk/ukpga/1996/56/section/434
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2


 

 Attendance during one school 
year  

Equals this number of days 
absent  

Number of weeks absent   

90%  19 days  4 weeks  

80%  38 days  8 weeks  

70%  57 days 11.5 weeks  

4.6. Absence from school, whether authorised (valid reason) or unauthorised (no valid reason) affects an 

individual’s ability to form positive peer and adult relationships and develop social skills. The habits of 

regular and punctual attendance are important in their own right: they enable individuals to participate in 

social organisations and shared arrangements, to take on commitments, and to contribute at work as well 

as at school   
 

5. Promoting Attendance 

5.1. We maintain and promote good attendance and punctuality through: 

• Raising awareness of attendance and punctuality issues among all staff, parents, carers and 
pupils 

• Ensuring that parents and carers understand the responsibility placed on them for making sure 
their child attends regularly and punctually 

• Equipping children with the life skills needed to take responsibility for good school attendance 
and punctuality appropriate to the child’s age and development 

• Maintaining effective means of communication with parents, carers, pupils, staff and the 
regional team on school attendance matter 

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

• Supporting pupils who have been experiencing any difficulties at home or at school which are 
preventing good attendance through the Early Help process 

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

5.2. Expectations for good attendance   

5.3. We expect that all pupils will:  

• Attend the academy every day 

• Attend punctually 

• Attend appropriately prepared for the day 

• Discuss promptly with their class teacher or Head of House any problems that may affect their 
school attendance.  

5.4. We expect that all parents/carers will 

• Uphold the academy/home agreement 

• Ensure regular school attendance and be aware of their legal responsibilities  

• Ensure that their child arrives punctually and prepared for the school day 

• Ensure that they contact the school daily of absence or if known in advance whenever their child is 
unable to attend  



• Contact the academy promptly whenever any problem occurs that may keep their child away from 
attending  

• Notify the academy of any home circumstances that might affect the behaviour and learning of their 
child 

• Notify the academy immediately of any changes to contact details. 
• Attend meetings as requested   

• Provide medical evidence for absence as requested (this may be in the form of a date stamped 
compliment slip confirming the visit, prescription or medicine bottle or hospital letter) 

• Not arrange any term time leave absence. 

5.5. We expect that the academy will:  

• Provide a welcoming atmosphere  

• Provide a safe learning environment 

• Provide a sympathetic response to any student’s or parent’s/carer’s concerns  

• Keep regular and accurate records or morning and afternoon attendance and punctuality and 
monitor each Individual student’s attendance and punctuality  

• Contact parents/carers each day when a student fails to attend and where no message has been 
received to explain the absence  

• Follow up all unexplained absences to obtain explanations from parents/carers.  

• Although parents/carers may offer a reason, only the academy can authorise the absence. In the 
case of long term or frequent absence due to medical conditions, verifications from a GP or other 
relevant body may be requested 

• Encourage good attendance and punctuality through a system of reward and recognition 

• Regularly inform parents/carers of the percentage attendance of their child  

• Make initial inquiries regarding pupils who are not attending regularly 

• Refer irregular or unjustified patterns of attendance to the Local Authority. Failure by the family to 
comply with planned support set by the Local Authority may result in further actions, e.g. a 
Parenting Contract, parental prosecution or an application for an Education Supervision Order. 

 

 

 

 

 

 

6. Registration  

6.1. The attendance register must be taken at the start of the first session of each school day and once during 

the second session.  On each occasion the academy must record whether every pupil is: 

• Present 

• Attending an approve educational activity 

• Absent; or, 

• Unable to attend due to exceptional circumstances. 
 
 

AM registration: 

• Start Time 8.50am 

• Late (L) after: 9.05am 

• Late (U) after: 9.25am 

Exceptional attendance 100% 

Good attendance 95 – 99% 

Attendance level is a cause for concern 90 – 94% 

Poor attendance and is classified by the Government as Persistent Absence Less than 90% 



 
 

PM registration: 

• EYFS Start Time: 12.45 

• KS1 Start Time: 1.00pm 

• KS2 Start Time: 1.15pm 

 

6.2. The academy must follow up on any absences to: 

• Ascertain the reason 

• Ensure the proper safeguarding action is taken 

• Identify whether the absence is approved or not; and 

• Identify the correct code to use before entering it on to the academy’s electronic register, or 

management information system which is used to download data to the School Census. 

7. Absence from the academy 

7.1. Absences are either authorised or unauthorised. 

7.2. Authorised absence 

• Authorised absence is where the school has either given approval in advance for a pupil to be out 

of the academy or has accepted an explanation offered afterwards as satisfactory justification for 

absence. 

7.3. Unauthorised absence  

• An absence is classified as unauthorised when a child is away from the academy without their 

permission.  Therefore, the absence is unauthorised if a child is away from school without good 

reason, even with the support of a parent. 

7.4. Leaving during the academy day  

7.5. Academy staff are legally in loco parentis and therefore must know where the students are during the 

academy day.  

• Pupils are not allowed to leave the premises without prior permission from the academy  

• Whenever possible, parents/carers should try and arrange medical and other appointments outside 

of the academy day   

• Parents/carers are requested to confirm, by letter, email or telephone call, the reason for any 

planned absence, the time of leaving, the expected return time. 

• Pupils must be signed out on leaving the academy and be signed back in on their return at the 

student reception.  

• Where a pupil is being collected from the school, parents/carers are to report to the academy 

reception before the pupil can leave the site.  

• If a pupil leaves the academy site without permission and we are aware of it, their parents/carers 

will be contacted.  



7.6. Parental Request for Term Time Leave 

7.7. With effect from September 2013 the government abolished the right of Headteachers to authorise 

absence specifically for holidays of up to 10 days per year if special circumstances existed. 

7.8. Currently Headteachers are only allowed to grant leave of absence for any reason if they are satisfied 

exceptional circumstances exist.  

7.9. If an academy declines the request for term time leave then a request may be made to the Local Authority 

to issue a Penalty Notice to each parent, for each child.  This is a £60.00 fine per parent if paid within 21 

days and £120 if paid after 21 days but within 28 days. 

7.10. If the Penalty Notice is not paid the matter is usually referred to the Magistrate Court for prosecution 

under section 444 (1) of the Education Act 1996 by the local authority.   

7.11. Academy procedures to support good attendance 

7.12. The academy will undertake to follow the following procedures to support good attendance: 

• To maintain appropriate and accurate registration processes. 

• To maintain appropriate and accurate attendance data. 

• To communicate clearly the attendance procedures and expectations to all staff, ambassadors, 
parents and pupils. 

• To have consistent and systematic daily records which give detail of any absence and lateness. 

• To follow up absences and persistent lateness if parents/carers have not communicated with the 
academy  

• To inform parents/carers what constitutes authorised and unauthorised absence 

• To strongly discourage unnecessary absence through holidays taken during term time. 

• To work with parents and carers to improve individual pupil’s attendance and punctuality using a 
variety of strategies including an Early Help Assessment 

• To refer to the Local Authority any child whose attendance causes concern and where 
parents/carers have not responded to academy initiatives to improve. 

• To report attendance statistics to the Local Authority and the DfE where requested. 

7.13. All staff should raise any attendance or punctuality concerns to the team with responsibility for monitoring 

attendance  

7.14. Addressing Attendance Concerns                       

7.15. It is important for children to establish good attendance habits early on in their education career. It is the 

responsibility of the academy and the Trust to support good attendance and to identify and address 

attendance concerns promptly. 

7.16. Initially concerns about attendance are raised with parents/carer via letter or by telephone conversation.  

There will be opportunities for the parent/carer to discuss reasons for absence through meetings to 

identify any additional support to be given by the academy with the aim to improve attendance. Where a 

child’s attendance record does not improve over a period of time after support has been put in place, 

then the academy may consider referring to the Local Authority.   

http://www.legislation.gov.uk/uksi/2013/756/pdfs/uksiem_20130756_en.pdf
https://www.legislation.gov.uk/ukpga/1996/56/section/444


8. Children Missing Education 

8.1. All academies have a duty to inform the local authority of any student who is going to be deleted from the 

admission register, who fails to attend school regularly, or has been absent for a period of 10 school days 

or more. This duty does not apply when a pupil’s name is removed from the admission register at 

standard transition points – when the student has completed the final year of education normally 

provided by that school – unless the local authority requests that such returns are to be made.   

8.2. A referral to the Local Authority Multi Agency Safeguarding Hub (MASH) may be considered if there are any 

safeguarding concerns when a child is missing.  

Punctuality 

8.3. The academy is instrumental in recognising and encouraging good attendance and punctuality.  Good 

attendance is acknowledged and rewarded in many ways. Senior leaders should take responsibility for 

ensuring that all staff, pupils and parents understand the reward system.   

9. Rewarding attendance and punctuality 

9.1. Children who are persistently late miss a significant amount of learning, often the most important aspect, is 

the beginning of the day is where the teacher explains the learning and what each child is expected to 

achieve.  Where there have been persistent incidents of lateness parents/carers will receive a letter 

advising them of the concerns and the school will provide opportunities for parents/carers to seek 

support and advice to address these issues.  Each academy will have appropriate sanctions in place where 

there is persistent lateness to lesson and at the start of the academy day.   
 

10. Training 

Training for staff in applying attendance practice will be delivered in region by the System Leader.   
 

11. Responsibilities 

11.1. All members of academy staff have a responsibility for identifying trends in attendance and punctuality and 

taking swift action with senior leaders to tackle any issues of concern. The following includes a more 

specific list of the kinds of responsibilities which individuals might have.   

11.2. Class teacher/tutors are responsible for: 

• Keeping an overview of class and individual attendance looking particularly for either poor overall 
attendance, anomalies in patterns of attendance and/ or unusual explanations for attendance offered 
by pupils and their parents/ carers 

• Informing the Attendance Team where there are concerns and acting upon them 

• Providing background information to support referrals 

• Monitoring follow-up once actions have been taken to correct attendance concerns 

https://www.gov.uk/government/publications/children-missing-education


• Emphasising with their class the importance of good attendance and promptness 

• Following up absences with immediate requests for explanation  

• Discussing attendance issues at consultation evenings 

11.3. Leads for attendance are responsible for: 

• Overall monitoring of whole academy attendance 

• Identifying trends in authorised and unauthorised absence 

• Contacting families where concerns are raised about absence including arranging meetings to 
discuss attendance issues 

• Monitoring individual attendance where concerns have been raised 

• Making referrals to the local authority 

• Providing reports and background information to inform discussion with the local authority  

• Liaising with other professionals to determine potential sources of difficulties and reasons for 
absence such as Early Help. 

11.4. Attendance Team / Pastoral Team staff are responsible for: 

• Staff in the Attendance Team are responsible for: 

• Collating and recording registration and attendance information. 

• Taking and recording messages from parents regarding absence 

• Ensuring that lateness is accurately and promptly recorded  

• Contacting parents of absent children where no reason has been provided for absence  

• Keeping an overview of class and individual attendance looking particularly for either poor overall 

attendance, anomalies in patterns of attendance and/ or unusual explanations for attendance offered 

by children and their parents/ carers and reporting concerns to the Attendance Lead  

• Sending out standard letters regarding attendance on the direction of the Attendance Lead. 

 

12. Monitoring and compliance 

12.1. Each academy has the responsibility for ensuring that attendance data is accurately recorded.  The Regional 
Team System Leader for Attendance meets with Attendance Leads in the academy.  The academy 
attendance is also scrutinised through the six weekly Raising Achievement Boards (RABs)meetings chaired 
by the Regional Education Director (RED).  There is further quality assurance and scrutiny by the Extended 
Leadership Team at Regional Performance Boards (RPBs), which in turn report Trustees. 
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