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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.   
 
All children are sometimes reluctant to attend. Any problems that arise with attendance 
are best resolved between the Academy, the parents, and the child. If 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 Academy without a good reason is an 
offence by the parent.  
 
The attendance policy includes procedural referral agreements that are designed to 
promote and safeguard the welfare of pupils. The Academy has a duty in law to refer any 
absence of 10 days or more, where they have been unable to make contact with the 
parent/child or have general concerns about the absence, to the Education Welfare 
Service. 
 
Academys 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. If a pupil of compulsory Academy age is absent every half-day absence from 
Academy has to be classified by the Academy, as either AUTHORISED or 
UNAUTHORISED. Only Academy can authorise the absence, not parents. This is why 
information about the cause of each absence is always required, preferably in writing.  
 
Authorised absences are mornings or afternoons away from 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 Academy unnecessarily  
• Truancy before or during the Academy day  
• Absences which have never been properly explained  
• Children who arrive at Academy too late to get a mark 
 
Parents whose children are experiencing difficulties should contact the Academy at an 
early stage and work together with the staff in resolving any problems.  This is nearly 
always successful. If difficulties cannot be sorted out in this way, the Academy or the 
parent may refer the child to the Education Welfare Officer from the Trust.  He/she will 
also try to resolve the situation with voluntary support, if other ways of trying to improve 
the child’s attendance have failed, these Officers can issue Penalty Notices or use court 
proceedings to prosecute parents or to seek an Education Supervision Order on the 
child.  The maximum penalty on conviction is a fine of £_____ and/or __ months 
imprisonment. 



 

 
Alternatively, parents or children may wish to contact the EWO themselves to ask for help 
or information. They are independent of the Academy and will give impartial advice.  
Their telephone number is available from the Academy or Trust office. 
 
Procedures 
The Academy applies the following procedures in deciding how to deal with individual 
absences: 
 
If your child is going to be absent from 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 Academy.  
 
If your child is unable to attend Academy for any other reason, and it is not possible to pre 
warn 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. 

Academy starts at ______- should your child arrive later than this their name is entered in 
a late register by the parent and 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 1 FOR A STATEMENT OF THE REGISTRATION POLICY.  If a child has 
been identified as a persistent late child as such, our Headteacher has instructed us to 
record any further lateness as a U code which is used for unauthorized lateness.  Any 
child accumulating 20 U codes over two terms will receive a Penalty Notice. 

Once a month Attendance letters are sent out to Parents to inform them what color 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 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 EWO. 

Persistent late arrival at Academy Penalty Notice Information 

After the registration period has closed, in the current and previous term. “Persistent” 
means at least 20 sessions of late arrival with a U code. This could result in the parents 
receiving a Penalty Notice can be considered for persistent late arrival at Academy.             
i.e after the register has closed where there are at least 20 sessions of late arrival in the 
current and previous term.  

It is not appropriate for the Academy to authorise absences for shopping, looking after 
other children, haircuts etc.  Leave may be granted in an emergency (e.g. bereavement) 
or for medical appointments which must be in Academy time. 
 
The Societas Trust has set the following attendance targets: 
 

       2016-2017 96% 
          

The Head Teacher is not able to condone term time holidays 
 
In line with this new 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 Academy 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 Academy career they will have missed the equivalent 
of a year of Academy. 
 
We need to point out that, in an effort to address poor attendance and unauthorised 
absences from Academy, 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. 
 



 

If the absence request is unauthorised, Education welfare will be notified of the 

holiday taken and a Penalty Notice will be issued.  The Penalty is issued to each parent for 

each child taken out of Academy. 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. 

Changes to the Code of Conduct for Penalty Notices Commencing 23rd February 
2015 
 

 Removes the requirement for attendance to be below 87% before a Penalty Notice 
can be issued. 

 Clarifies that a parent can now receive more than one Penalty Notice per academic 
year. 

 Confirms that ten sessions of authorised absence do not have to be consecutive 
and only last two sessions have to be for unauthorised leave of absence (i.e. 2 G 
codes rest can be O or U) 

 Confirms that the period for calculating the ten sessions will be based on the 
previous rolling calendar year. 

 Parents will now only receive ONE warning notice period (20 day notice) in an 
academic year after which the Local Authority can automatically consider other 
statutory actions if unauthorised absence re-occurs in the remainder of the 
academic year. 

 A penalty notice can be considered for persistent late arrival at Academy i.e after 
the register has closed where there are at least 20 sessions of late arrival in the 
current and previous term. These latest do not have to be consecutive. 

 
  
Summary 
 
The Academy has a legal duty to publish its absence figures to parents and to promote 
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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