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The purpose of this a policy is to promote outstanding attendance in order to allow students to achieve their 
full potential. 
 

Principles 
Skills for Life Trust is committed to providing a full and efficient education to all students and embraces the 
concept of equal opportunities for all. To this end, we aim to: 
 

 Provide an environment in which all students feel safe and valued. 

 Develop skills for life within our students including punctuality and time keeping. 

 Work with parents to remove any barriers to learning. 

 Work towards a goal of 100% attendance for each student. 

 Work with our Attendance Advisory Practioner, South East Attendance Advisory Service (SEAAS) and 
Medway attendance advisory practitioner to intervene where a student’s attendance falls below 
acceptable levels. 

 Comply with all government legislation and guidance relating to school attendance. 
 
Pupil absence rates are carefully monitored.  Skills for Life Trust is keen to work with parents to increase the 
amount of time a child spends in school.  In such cases, the Attendance Officer will invite parents in to 
discuss the reasons for the absences and consider possible solutions.  Where there is no improvement , a 
penalty notice may be issued.  
 
Religious Observance 
Skills for Life Trust will treat absence as authorised when it is due to religious observance.  Following DfE 
guidance, the day must be exclusively set apart for religious observance by the religious body to which the 
parents belong.  Where necessary, Academy staff will seek advice from the parents’ religious body about 
whether it has set the day apart for religious observance.  The Academy will expect to be notified by 
parents in advance if their child will be absent for religious observance. 
 
Interviews at other educational institutions 
Following DfE guidance, schools should be satisfied that the interview and/or test is linked to transfer to 
another educational institution.  Absence should be limited to the time taken to complete the test and 
travel to and from.  Parent/carers will be asked to provide evidence of appointments in advance. 
 

 
 
 
 
 
 



 

 

 
 
Greenacre Academy  
 
Practice 
Any student who is absent from school at the morning or afternoon registration period must have their 
absence recorded as being authorised, unauthorised or as an approved educational activity. Definitions of 
these terms can be found in Appendix A. Only the Headteacher or a member of staff acting on their behalf 
can authorise absence. If there is no known reason for the absence at registration, then the absence must be 
recorded in the first instance as unauthorised. 
 
Attendance information is shared on termly reporting documents to parents. Occasionally parents may be 
asked to give permission for their child to attend attendance clinics to discuss barriers to good attendance at 
school. 
 
‘Good’ attendance is any attendance figure exceeding 96%, any attendance below this figure is classified as 
‘poor’. 
 
Good attendance increases a student’s successful attainment outcomes. At Greenacre Academy we will 
support students and their families in attaining and retaining good attendance. 
 

Registration 
AM Registration will take place at the start of school at 8.30am. The registers will remain open for 20 minutes. 
Any student arriving after this time will be marked as having an unauthorised absence unless there is an 
acceptable explanation i.e. school transport was delayed. In cases for example, where the absence at 
registration was for attending an early morning medical appointment, the appropriate authorised absence 
code will be entered. PM registration will take place at 1.50pm by the P5 subject teachers. The registers will 
close at 2:10pm. Friday PM registers will be taken during P4 prior to Students leaving at 13.10pm 
 
Attendance will be logged using a computerised system using national codes to categorise attendance. These 
codes can be seen in Appendix A. Only authorised members of staff have access to attendance records and 
these records are backed up on a daily basis.  
 

Lateness 
Pupils arriving after the start of school but before the end of the registration period (8.50am) will be treated 
for statistical purposes, as present, but will be coded as late before registers close. Pupils arriving late in the 
morning without an authorised reason will be issued a same-day 30 minute detention during lunch time.  
 



 

 

If a student is persistently late, or fails to attend late detentions it may be necessary for a parental meeting 
or a referral be made to Medway Advisory Practioner. 
 
Heads of House and the attendance officer will monitor late statistics regularly, this may result in additional 
sanctions or meetings with parents to inform and improve student attendance to school. 
 

Absence Procedures 
First Day If a student is absent for any reason, their parent/carer is expected to contact the Attendance 

Office to give an explanation of the absence on the first day by 9.30am, and each subsequent 
day of absence (by 9.30am). Upon their return to school, they should also send their son/ward 
with a note explaining the absence and a copy of any medical evidence if appropriate. 
 
If no contact with the school has been made regarding a student’s absence, a text message 
to will be sent to the student’s primary parent/carer asking them to explain the absence. If 
there is no reply, the Attendance Officer will follow up with a phone call. The absence will be 
recorded onto the school system. 

Third Day The Attendance Officer will continue daily to try to make contact but if this has not been 
achieved a letter will be sent asking them to contact the school. From the third day of absence 
medical evidence will be required for the Academy to authorise the absence. Medical 
evidence can be in the form of copy of prescription, a copy of Doctor/Hospital letter or the 
pharmacy label on the medication. 

10 Days If any student is absent for a period of 10 days and no contact has been made a Child Missing 
Education (CME) will be raised with Medway Council. 

Below 
95% 

Any Student whose attendance falls below 95% will be referred to Medway Attendance 
Advisory Practioner for additional support to improve their attendance. 

Persistent 
Absence 

All absences are monitored and should the absences become a concern a referral to Medway 
Attendance Advisory Practioner will be made for them to start intervention with the 
possibility of court action being taken. 

 
In the event that the Academy is open to students but a student is unable to attend due to health and safety 
issues (ie snow and ice), we would expect them to work at home on current projects, coursework and 
homework etc. 
 
Notes received from parents explaining absence should be kept for the remainder of the academic year. If 
there are attendance concerns about the student that may require further investigation, then the notes may 
need to be retained for a longer period. These notes will be kept in the student’s record file. 
 

Leave of Absence during Term Time 
Greenacre Academy does not authorise leaves of absence during term time. Parents will be reminded of the 
effect that absence can have on a student’s potential achievement. The Headteacher will not grant a leave of 
absence unless in exceptional circumstances. The application must be made in writing in advance and the 
Headteacher must be satisfied that there are exceptional circumstances which warrant leave. Where a leave 
of absence is granted the Headteacher will determine the number of days a pupil can be away from school. 
If an unauthorised leave of absence is taken, a referral will be made to the Local Authority for a Fixed Penalty 
Notice to be issued.  Standard information provided with each Penalty Notice states that a £60 fine is payable 
within 21 days of the Notice being issued, rising to £120 if paid between the 21st and 28th day.  If neither of 



 

 

these sums if paid within these periods, the Local Authority may consider a prosecution for an offence 
contrary to Sec. 444(1) Education Act 1996. 
 
If any Student is absent for a total of 10 days they will be referred to Medway Attendance Advisory Practioner 
for them to consider the issue of a Fixed Penalty Notice. 
 
Please note that the Education (Pupil Registration) (England) (Amendment) Regulations 2013, which came 
into effect on 1st September 2013, removes references to family holiday and extended leave as well as the 
statutory threshold of ten school days.  The amendments make clear that Head Teachers may not grant leave 
of absence during term times unless there are exceptional circumstances. 

 
Authorised Absence 
A student shall be considered for authorised absence from the academy: 
 
At any time when he was prevented from attending by reason of sickness or any unavoidable cause. 
An unavoidable cause is an incident of a serious nature in the immediate family of the student concerned.  
Where something of this nature has occurred, we ask that the family contact the academy at the earliest 
opportunity, so that the academy can provide support, the length of absence from the academy can be 
agreed and that the student can be correctly registered. 

 
On any day set apart for religious observance by the religious body to which the parent/carer belongs. 

 
The academy recognises all religious beliefs and actively seeks to support families on these occasions.  Where 
a family wishes to exercise this entitlement, the academy asks that the family contact the academy office in 
writing at the earliest opportunity, requesting a religious observance day, so that the length of absence from 
the academy can be agreed and the student can be correctly registered. 
 
If a parent/carer wishes to take a student out of the academy during term time, they should seek permission, 
in writing, from the Headteacher at the earliest opportunity.  Each case will be treated on its merits, but it 
is not the policy of the Academy to authorise such absences, except in the most exceptional circumstances. 

 
Illness and medical appointments 
Medical and dental appointments should be made outside of school hours wherever possible. If this is 
impossible, the absence will only be authorised when the appointment card is shown. The child should 
be returned to school immediately after the appointment, unless advised otherwise by medical 
professionals. 
 

Rewards 
We place a high importance on regular and punctual school attendance and we do our best to promote and 
reward good attendance for all our pupils.  We regularly celebrate above target attendance (96%) and 100% 
attendance in house assemblies to reward the form with the highest attendance.  A termly certificate if 
issued and an annual prize for the highest attendance is awarded annually. In addition we like to encourage 
improved attendance, rewards and recognition are awarded in the event of significant improvement. 
 

In conclusion 
Academy attendance and attainment are closely linked. 



 

 

It is extremely important that all of our children attend the academy on a regular basis, so that they 
receive the education to which they’re entitled. This ensures that our children have the best 
opportunities in later life. 
 
If a child misses one day at the academy per week over their school life; that is 80% attendance and is the 
equivalent to missing two full school years by the time they reach the end of secondary education. That is a 
lot of missed learning! 
 
We expect any parents or carers who are having problems with their child’s school attendance, to make an 
appointment to speak to the school so that we can provide advice and strategies to assist. 
 
Parent/carer co-operation is important. 
We all want the best education for our children. 
 

Medway Attendance contact is Claire Thomas 01634 334337, Home school support Katherine Thompson 
Greenacre ext 263 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

 
 
 
Walderslade Girls’ School 
 
Introduction 
At Walderslade Girls’ School we believe that high attendance rates are a significant factor in maintaining the 
quality of education that we provide. If we are to ensure the continuity of education for our students, support 
students in reaching their potential and prepare them for the world of work, we must ensure that 
absenteeism is kept to an absolute minimum.  
 
Regular attendance to school is a legal requirement. Under Section 44 of the Education Act 1996 parents and 
carers of a child of compulsory school age are under a legal duty to ensure the regular attendance of their 
child at the school where they are a registered pupil. 
 
Section 7 of the Education Act 1996 requires parents and carers to secure education of their children of 
compulsory age either by regular school attendance or otherwise. 

 
What is Good Attendance?  
At Walderslade Girls’ School our target is 96% attendance.  
 
Government research shows students who have less than 90% attendance (20 or more days missed in a year) 
achieve, on average, a whole grade lower than expected in examinations. An adult with day to day care has 
a legal responsibility to ensure that their child attends school regularly. Failure to fulfil this responsibility can 
lead to prosecution or enforcement.  
 

What are the benefits of good attendance to the students? 
 

 To develop and maintain new relationships within the school community. 

 To participate in new experiences. 

 To learn and excel within all subject areas. 

 To build resilience and skills for adult life. 

 To improve their chances of a good career. 

 To develop independence, including being punctual. 

 To feel safe and listened to. 
 

How can home support with attendance?  
 

 Tell your child how important school is.  

 Praise your child for working hard and attending school.  

 Organise non-urgent medical appointments outside of school time.  

 Check that your child is organised for school (with a bag to carry their things).  



 

 

 Make sure your child has a good night’s sleep and wakes up in good time for the school day, arriving 
no later than by 8.20 am.  

 Take time to talk to your child about what they have done in school.  

 Contact the school at the first opportunity if your child is genuinely ill or is unable to attend. 

 Talk to someone at the school if there is a problem or reason why your child finds it difficult to attend 
regularly.  
 

Aims and Principals 
 

 To develop an ethos in which students' attendance is valued as a key component of advancing their 
educational achievement and progress. 

 To make attendance and punctuality a priority so that students have the opportunity to make progress 
and achieve outstanding educational outcomes.  

 To improve the overall attendance percentage of students at WGS and reduce persistent absence.  

 To provide support and guidance to students and parents and carers in matters relating to attendance 
and punctuality.  

 To provide a strategic approach to gathering, analysing and interpreting attendance and punctuality 
data and share this data with Heads of Year and the Senior Leadership Team.  

 To provide and regularly review the system of rewards and sanctions (eg House points, and 100 Club) 

 To work closely in an effective partnership with the Attendance Advisory Service for Schools and 
Academies (AASSA) for the Local Authority in addressing attendance/punctuality problems.  

 To work in an effectively with parents/carers.  

 To provide a 'first day' contact using the Schoolcomms system and personal telephone calls.  
 

Roles and Responsibilities  
 
Attendance Advisory Service for School and Academies (AASSA)  
he AASSA works closely with Walderslade Girls’ School and may arranged home visits, warning letters and 
Pre Proceedings Panels to which parents and carers and students are invited, in the event of attendance 
problems. The AASSA may enforce the 1996 Education Act to instigate legal proceedings if required.  

 
The Governing Body  
The Governing Body is responsible for ratifying and reviewing the school’s Attendance Policy and for regularly 
monitoring attendance and punctuality data.  

 
The Assistant Headteacher: Head of Lower School is responsible for:  
 

 Implementing the school’s Attendance Policy. 

 Ensuring that the policy is notified to all staff and complied with at all levels. 

 Ensuring that the policy is made available to all staff appointees and to parents and carers who request 
it. 

 Ensuring that the policy is regularly reviewed and, where necessary, revised. 

 Authorising termly attendance reports to the DfE.  

 Leading strategies to improve attendance. 

 Responsible for regularly liaising with the Attendance Officer.  



 

 

 Providing documentation regarding attendance and punctuality as required by the Headteacher to 
Governors. 
 

The Heads of Schools are responsible for:  
 

 Rewards and sanctions for attendance and punctuality within the school.  

 
The Attendance Officer is responsible for:  
 

 Day to day management of the attendance office. 

 Communicating with parents/carers in the event of unauthorised absence. 

 Communicating with school staff to promote improved attendance. 

 Links with Head of Year in order to seek support in monitoring attendance. 

 Meeting regularly with AASSA, keeping a record of the meetings. 

 Links with other outside agencies as a means of support. 

 Producing weekly and termly attendance figures as required.  

 Producing attendance and punctuality data for the Headteacher, SLT and the Governing Body. 

 Keeping data updated on a daily basis.  

 Informing AASSA of third day of absence. 
 

Heads of Year are responsible for: 
 

 Knowledge of the attendance figures for the year group. 

 Liaising with families of students with medical conditions or poor attendance. 

 Meeting with the Attendance Officer every two weeks to analyse and share information. 

 To celebrate good attendance across the year group. 

 
Form Tutors are responsible for: 

 

 Ensuring that they report any attendance and punctuality concerns to the Attendance Officer. 

 Checking and monitoring the attendance register of their tutor group and following through contacts 
with families. 

 Ensuring that their form are aware of the contents of the Attendance Policy.  

 Celebrating good attendance. 

 Taking appropriate action within current guidelines to counteract lateness to registration.  
 
Teachers are responsible for: 

 

 Taking an accurate register at the start of every lesson  

 Notifying any attendance and punctuality concerns to the Attendance Officer.  

 Contacting the Attendance Officer immediately if a ‘flagged’ student does not arrive in lesson. 

 Taking appropriate action within current guidelines to counteract lateness to class e.g. detentions, 
phoning home etc  

 
 



 

 

 

All Staff are responsible for  
 

 Supporting and implementing the Attendance Policy. 
 

AASSA  
AASSA has the right to consider taking legal action or the issue of a penalty notice against parents or carers 
who repeatedly fail to accept their responsibility for sending their children to school on a regular basis. 
Penalty notices are issued by the Local Authority to each parent/carer of the child.  
 
The register is taken every session. AM and PM is designated for attendance reporting.  
 

Authorised and Unauthorised Absence  
The Education Act 1996 is clear about absence from a school and the fact that it must differentiate between 
authorised and unauthorised absence. In addition, the Anti-Social Behaviour Act (2003) now gives the Local 
Authority the power to issue penalty fines for unauthorised holidays in term time.  
 
Authorised absence is where the Headteacher has either given approval in advance for a student of 
compulsory school age to be out of school or has accepted an explanation offered afterwards as satisfactory 
justification for absence. All other absences must be treated as unauthorised. (ref. DFES 0628-2003)  
 
Parents and carers cannot authorise any absence, only the Headteacher can do this. However, parents and 
carers can provide reasons for absence for the Headteacher to consider by completing an Absence Request 
Form. 
  
Parentally-condoned absence can be a problem as it means disruption to a student’s education. The school 
does not have to accept a parental explanation for a student’s absence whether written, telephoned or given 
in person. However all absences, authorised or not, count against the school statistics.  
 
The Attendance Officer will closely monitor attendance and punctuality throughout the school in conjunction 
with the Head of Year. Ongoing concerns will result in telephone contact/text messages and/or attendance 
clinics and home visits. Should attendance/punctuality not improve a referral will be made to the AASSA who 
will proceed with the issue of a Penalty Notice at a fixed rate per child per adult which is reduced if paid 
within 21 days. Failure to pay will result in prosecution in Medway Magistrates Court.  
 

Leave of Absence during Term Time  
Parents and carers must not take students out of school during term time except in exceptional 
circumstances. Authorisation for leave of absence in term time may only be given by the Headteacher.  You 
can show that the reason for the leave of absence satisfies exceptional circumstances and evidence is 
required. Permission sought after a leave of absence has been taken will not be granted.  
 
A formal application needs to be made in writing or by completing the Absence Request Form to the 
Headteacher prior to the leave of absence and handed in to the Attendance Officerr. The Headteacher will 
advise their decision in writing.  
 
The school requires written medical evidence of any absence of more than 48 hours, otherwise the absence 
will not be authorised.  



 

 

 
If a leave of absence is taken after it was declined or if it is taken without notice, a Penalty Notice may be 
issued to each parent. These Penalty Notices require the recipient to pay a fine of a fixed amount which is 
reduced if paid within 21 days. The procedures and consequences outlined above are applied equally to 
persistent lateness. Non-payment of these fines will result in the case being presented at the Medway 
Magistrates Court.  
 

Illness, Medical and Dental Appointments  
As far as possible medical appointments should be made outside school hours. Medical appointments count 
as authorised absence if evidence is provided. Students should obtain a pass from the Attendance Officer 
before leaving for the appointment and should sign back in with the Attendance Officer upon their return.  
 
Medical appointments do not necessitate a full day of absence unless substantial travel is required. Proof of 
time and place of appointment may be requested. Medical evidence will be requested by the Attendance 
Officer as proof of illness, this could be an appointment card or photocopy of a prescription or box of 
medication. 
 
If the authenticity of illness is in doubt the AASSA may in certain circumstances consult the student's GP, once 
parental consent has been obtained.  
 

Days of Religious Observance  
This is absence to take part in any day set aside exclusively for religious observance by the religious body to 
which the student belongs. Parent and carers must give advance notice. This is recorded as an authorised 
absence.  

 

Interviews with Prospective Employers / FE provider  
Walderslade Girls’ School asks for advance notice and proof of the appointment, for example a letter of 
invitation. 
  

Exclusions 
Walderslade Girls’ School aims not to externally exclude students and will always attempt to exclude 
internally within the Inclusion Exclusion room in preference to an external exclusion. Internal Exclusion has 
been developed as part of the Behaviour and Conduct Policy as a strategy to avoid the need for external 
exclusions which are detrimental to the education of our students.  We hope that parents/carers and students 
will realise that this provision has been put into place to reduce interruptions to learning.  

 
Fixed Term Exclusions  
In situations where exclusion is the only option, a student excluded for a fixed term remains on roll and the 
absence is recorded accordingly. Parents and carers have a duty to ensure that their daughter is not present 
in a public place within school hours during the first 5 days of exclusion. Under the regulations parents and 
carers may be prosecuted or receive a penalty notice from the Local Authority if their daughter is present in 
a public place on the specified dates without reasonable justification, as these will be recorded as 
unauthorised.  
 
From the 6th day of a student's exclusion until the expiry of their exclusion students will be required to attend 
another school provision. Arrangements for this will be made by Walderslade Girls’ School. From this 6th day 



 

 

of exclusion attendance is shown as a 'B' meaning educated off site. Non attendance at the alternative 
provision will be unauthorised.  
 

Permanent Exclusions  
Permanent exclusions are rare but during the period of appeal or review the absence is authorised.  
 
A student's name may be removed from the school roll on the first day after the day on which:  
 
(i)  the independent appeal panel upholds the permanent exclusion  
 
(ii)  the independent appeal panel does not uphold the permanent exclusion, but does not direct the 

student's reinstatement  
 
(iii)  the prescribed period for lodging an appeal has expired and the parent has not lodged an appeal  
 
(iv)  the parent and carer has, before the expiry of the prescribed period advised the Clerk to the Governors 

in writing that she does not intend to appeal.  
 

Punctuality to School  
All students are required to be punctual to school. Punctuality to school is a legal requirement and regular 
punctuality checks will be undertaken.  
 
Morning  
Students must arrive at the school and be in their tutor room in time for registration at 08.20 Students who 
arrive after 8.25 will be marked 'late.' Those who arrive after 9.00 will be marked as Unauthorised and this 
will affect their attendance figure. 
 
Afternoon  
For the PM session students will register in lessons at the start of period 5 at 1.10pm.  
 
Attendance and punctuality will be monitored and individuals causing concern will be supported by the 
Attendance Officer and Pastoral Support Team. Further issues will be reported to the AASSA.  
 
If a student is late for 11-30 minutes over a week, they will receive a 30 minute Whole School detention, and 
if they total over 30 minutes, they will receive a 60 minute Whole School detention. This is outlined in our 
Behaviour and Conduct Policy. 
 

In School Truancy  
Lesson by lesson checks will be made around the school and of the electronic systems in order to identify and 
sanction in school truants. A list of known truants will be kept by the Attendance Officer who will monitor 
these children lesson by lesson and keep appropriate staff and parents fully informed.  

 

Rewards and Incentives 
 

 25 House Points for each complete terms attendance 

 100 House Points for a complete Academic Year 



 

 

 100 Club prize (trip/lunch) 

 Year Group competitions 

 Tutor Group certificates 

 
Reduced Timetables 
As part of a Pastoral Support Plan (PSP) or due to a medical condition, it may deem necessary to place a 
student on a reduced timetable. The hours of which are decided between a member or SLT, SENCO or Head 
of Year in conjunction with the students’ parents or carer. 
 
If a student completes their agreed times they will receive both of their registration marks. In some cases 
students will be provided with work to complete at home. In this instance they will be marked as B, as to not 
affect their percentage. 
 

Pregnancy  
In cases where a student is pregnant the student should be advised that the Headteacher will need to be 
informed.  
 
If the school finds out a student is pregnant, a meeting will be arranged with the student and her parents and 
carers in order to set up a Risk Assessment and to discuss how her educational needs are to be met.  
 
If a female student is absent with a pregnancy related illness, this will require a medical note.  A student who 
is pregnant is entitled to 18 calendar weeks' authorised absence to cover the time immediately before and 
after the birth of the child. If health allows the student should return to school with minimum interruption. 
After the maximum length of authorised absence (18 weeks) the school should follow normal guidelines on 
non-attendance. Absence for ante-natal classes and if the baby is ill, should be classified as 'authorised'.  
 
Section 7 of the Education Act 1996 requires parents and carers to secure education of their children of 
compulsory age either by regular school attendance or otherwise. Parents and carers of teenage parents are 
obliged therefore to ensure their child attends the provision arranged by the school.  
 
 

 
 
 
 
 
 
 
 
 



 

 

 
 

 
 

Chantry Community Academy 
 
Practice 
All children are entitled to receive an effective full-time education suitable to their age, ability and 
aptitude. It is the joint responsibility of the Academy and parents/carers to ensure that our children 
receive that education. 
Chantry Community Academy expects all children to attend the academy every day that the academy is 
open, in full school uniform, arriving on time, registering for the morning and afternoon sessions and 
remaining for the full academy day. 
Only the Academy has the right to authorise absence. The Academy will not do this if they believe that a 
child’s attainment is being significantly impaired by his/her level of attendance. 
As part of the Academy attendance policy, referrals will be made to our Attendance Advisory Service the 
South Eastern Attendance Advisory Service (SEAAS) where there are concerns about a child’s 
attendance which has not been resolved by the school and/or 
when the school believes that the child’s attainment is significantly impaired by his/her level 
of attendance. 

 

Punctuality 
Punctuality is very important. Arriving late for school is a poor start to the day, causing embarrassment to 
a child, disruption to the class, unnecessary difficulties for teachers who are teaching, and most 
importantly, disturbance to learning for other children. At Chantry Community Academy, the school gates 
open at 8.40 am, school starts at 8.50 am and the registers close at 9.00am. Children who arrive after this 
time are considered late. 
Most primary age children are brought to school by parents or carers. Therefore, poor 
punctuality is the sole responsibility of the parents or carers. If children are not brought to school on 
time they come to believe that education is not considered to be important, which often leads to 
truanting when they are older. 

 

Illness and medical appointments. 
Medical and dental appointments should be made outside of school hours wherever possible. If this is 
impossible then absence will only be authorised when the appointment card is shown. The child should 
be returned to school immediately after the appointment, unless advised otherwise by medical 
professionals. 

 

Sickness 
If your child is unwell, they should not attend school. We ask that you notify the school by 



 

 

9.30am on the first day of absence if your child is unwell and that you provide a letter of explanation 
when your child returns to school. If the school has not been contacted we will ring home to find out the 
reason for absence. 
The Academy is very concerned for the welfare of our children. Where there are persistent or prolonged 
periods of sickness, the academy may refer the matter to SEAAS so that the correct advice and assistance 
can be put in place to support the family through this difficult period. 
There may be occasions where medical evidence is needed to support the reasons for a child’s absence 
from school. The academy and SEAAS will not approach a family doctor to obtain evidence. However, it 
is the responsibility of a parent/carer to provide a medical certificate or doctor’s letter, as appropriate. 
For contagious illnesses such as chicken pox, where children may have a longer period of absence, 
parents may request work from the academy when their child is well enough to complete it. 

 

Authorised Absence 
A child shall be considered for authorised absence from the academy: 

 
At any time when he/she was prevented from attending by reason of sickness, as described above, or 
any unavoidable cause. 
An unavoidable cause is an incident of a serious nature in the immediate family of the child 
concerned. Where something of this nature has occurred, we ask that the family contact the academy at the 
earliest opportunity, so that the academy can provide support, the length of absence from the academy can 
be agreed and that the child can be correctly registered. 
 
On any day exclusively set apart for religious observance by the religious body to which the 
parent/carer belongs. 
The academy recognises all religious beliefs and actively seeks to support families on these 
occasions. Where a family wishes to exercise this entitlement, the academy asks that the family contact 
the academy office in writing at the earliest opportunity, requesting a religious observance day, so that 
the length of absence from the academy can be agreed and that the pupil can be correctly registered. 

 
If a parent/carer wishes to take a child out of the academy during term time, they should seek 

permission, in writing, from the Headteacher at the earliest opportunity. Each case will be treated on its 
merits, but it is not the policy of the Academy to authorise such absences, except in the most 
exceptional circumstances. 

 

Leave during Term time 
Please note that the Education (Pupil Registration) (England) (Amendment) Regulations 
2013, which came into effect on 1st September 2013, removes references to family holiday and extended 
leave as well as the statutory threshold of ten school days. The amendments make clear that head teachers 
may not grant any leave of absence during term time unless there are exceptional circumstances. 
 
If a parent/carer wishes to request such leave, they should make a written application at the earliest 
opportunity. The Headteacher and senior staff will consider each request and inform the parent/carer as 
soon as possible, in writing, whether the request has been granted or not.  If a request for such leave is 
not granted, any absence from school during the above dates will be recorded as unauthorised. 
If unauthorised leave during term time is taken, the school will consider issuing a Penalty 
Notice to each parent for each child that is taken out of school. Standard information provided with 
each Penalty Notice states that a £60 fine is payable within 21 days of the Notice being issued, rising to 



 

 

£120 if paid between the 21st day and 28th day. If neither of these sums is paid within these periods, the 
Local Authority may consider a prosecution for an offence contrary to Sec. 444(1) Education Act 1996. 

 
Levels of attendance 
The academy and the Attendance Advisory Officer (AAO) monitor the attendance of each child on a 
regular basis. Parents will be notified by the academy when attendance is less than 96% or a regular 
pattern of absence is noted and you will be invited to discuss any concerns or problems that you have. 
Attendance is also monitored and discussed weekly at SLT meetings. 
If there is still no improvement and we believe that the child’s attainment may be impaired by his/her 
level of attendance, a formal referral will be made to SEAAS. Parents will then be asked to attend a 
meeting with the Attendance Advisory Officer in order to address the attendance concerns for your child. 
The academy will also notify parents when improvements have been seen. 

 

Rewards 
We place a high importance on regular and punctual school attendance and we do our best to promote 
and reward good attendance for all the children. We run a weekly celebration assembly to reward 100% 
attendance and the class with the highest attendance wins ‘Attendance George’ for the week. All pupils 
with 100% attendance during the previous week receive a gold attendance sticker and one child’s 
name is pulled at random to receive a small prize. ’Punctuality Pup’ is presented to a class/classes with 
no children late. We present certificates each term and rewards through our ‘Good to Be Green’ scheme 
that operates to support both attendance and behaviour throughout the academy.  A weekly prize is 
awarded to a randomly selected pupil with 100% attendance.   A yearly prize is awarded at the end of 
term six. 

 

In conclusion 
Academy attendance and attainment are closely linked. It is extremely important that all of our children 
attend the academy on a regular basis, so that they receive the education to which they’re entitled. This 
ensures that our children have the best opportunities in later life. 
 
If a child misses one day at the academy per week over their school life; that is 80% attendance and is the 
equivalent to missing two full school years by the time they reach the end of secondary education. That is 
a lot of missed learning! 
 
We expect any parents or carers who are having problems with their child’s school 

attendance, to make an appointment to speak to the school so that we can provide advice and strategies 
to assist. 

 
Parent/carer co-operation is important. 
We all want the best education for our children. 

 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 

 
 
 
 
 
 
 

 
 

Warren Wood Primary Academy 
 
Practice 
All children are entitled to receive an effective full-time education suitable to their age, ability and 
aptitude. It is the joint responsibility of the Academy and parents/carers to ensure that our children 
receive that education. 
Warren Wood Primary Academy expects all children to attend the academy every day that the academy is 
open, in full school uniform, arriving on time, registering for the morning and afternoon sessions and 
remaining for the full academy day. 
Only the Academy has the right to authorise absence. The Academy will not do this if they believe that a 
child’s attainment is being significantly impaired by his/her level of attendance. 
As part of the Academy attendance policy, referrals will be made to our Attendance Advisory Service the 
South Eastern Attendance Advisory Service (SEAAS) where there are concerns about a child’s 
attendance which has not been resolved by the school and/or 
when the school believes that the child’s attainment is significantly impaired by his/her level 
of attendance. 

 

Punctuality 
Punctuality is very important. Arriving late for school is a poor start to the day, causing embarrassment to 
a child, disruption to the class, unnecessary difficulties for teachers who are teaching, and most 
importantly, disturbance to learning for other children. At Warren Wood Primary Academy, the school 
gates open at 8.30 am, the whistle is blown at 8.45am, school starts at 8.50 am. Children who arrive after 
this time are considered late. 
Most primary age children are brought to school by parents or carers. Therefore, poor 
punctuality is the sole responsibility of the parents or carers. If children are not brought to school on 
time they come to believe that education is not considered to be important, which often leads to 
truanting when they are older. 

 

Illness and medical appointments 
Medical and dental appointments should be made outside of school hours wherever possible. If this is 
impossible then absence will only be authorised when the appointment card is shown. The child should 
be returned to school immediately after the appointment, unless advised otherwise by medical 
professionals. 



 

 

 
 

Sickness 
Every effort should be made to send children to school.  Coughs and colds should not be a reason for 
children to not attend school.  If your child is very unwell, they should not attend school. We ask that you 
notify the school by 9.30am on the first day of absence if your child is unwell and that you provide a letter 
of explanation when your child returns to school. If the school has not been contacted we will ring home 
to find out the reason for absence. 
The Academy is very concerned for the welfare of our children. Where there are persistent or prolonged 
periods of sickness, the academy may refer the matter to SEAAS so that the correct advice and assistance 
can be put in place to support the family through this difficult period. 
There may be occasions where medical evidence is needed to support the reasons for a child’s absence 
from school. The academy and SEAAS will not approach a family doctor to obtain evidence. However, it 
is the responsibility of a parent/carer to provide a medical certificate or doctor’s letter, as appropriate.  
For contagious illnesses such as chicken pox, where children may have a longer period of absence, 
parents may request work from the academy when their child is well enough to complete it. 

 

Authorised Absence 
A child shall be considered for authorised absence from the academy: 
 
At any time when he/she was prevented from attending by reason of sickness, as described above, or 
any unavoidable cause. 
An unavoidable cause is an incident of a serious nature in the immediate family of the child 
concerned. Where something of this nature has occurred, we ask that the family contact the academy at the 
earliest opportunity, so that the academy can provide support, the length of absence from the academy can 
be agreed and that the child can be correctly registered. 

 
On any day exclusively set apart for religious observance by the religious body to which the 
parent/carer belongs. 
The academy recognises all religious beliefs and actively seeks to support families on these 
occasions. Where a family wishes to exercise this entitlement, the academy asks that the family contact 
the academy office in writing at the earliest opportunity, requesting a religious observance day, so that 
the length of absence from the academy can be agreed and that the pupil can be correctly registered. 

 
If a parent/carer wishes to take a child out of the academy during term time, they should seek 
permission, in writing, from the Headteacher at the earliest opportunity. Each case will be treated on its 
merits, but it is not the policy of the Academy to authorise such absences, except in the most 
exceptional circumstances. 

 

Leave during Term time 
Please note that the Education (Pupil Registration) (England) (Amendment) Regulations 2013, which came 
into effect on 1st September 2013, removes references to family holiday and extended leave as well as the 
statutory threshold of ten school days. The amendments make clear that head teachers may not grant any 
leave of absence during term time unless there are exceptional circumstances. 
If a parent/carer wishes to request such leave, they should make a written application at the earliest 
opportunity. The Headteacher and senior staff will consider each request and inform the parent/carer as 



 

 

soon as possible, in writing, whether the request has been granted or not.  If a request for such leave is not 
granted, any absence from school during the above dates will be recorded as unauthorised. 
If unauthorised leave during term time is taken, the school will consider issuing a Penalty 
Notice to each parent for each child that is taken out of school. Standard information provided with each 
Penalty Notice states that a £60 fine is payable within 21 days of the Notice being issued, rising to £120 if 
paid between the 21st day and 28th day. If neither of these sums is paid within these periods, the Local 
Authority may consider a prosecution for an offence contrary to Sec. 444(1) Education Act 1996. 

 

Levels of attendance 
The academy and the Attendance Advisory Officer (AAO) monitor the attendance of each child on a regular 
basis. Parents will be notified by the academy when attendance is less than 96% or a regular pattern of 
absence is noted and you will be invited to discuss any concerns or problems that you have. Attendance is 
also monitored and discussed weekly at SLT meetings. 
If there is still no improvement and we believe that the child’s attainment may be impaired by his/her level 
of attendance, a formal referral will be made to SEAAS. Parents will then be asked to attend a meeting 
with the Attendance Advisory Officer in order to address the attendance concerns for your child. 
The academy will also notify parents when improvements have been seen. 

 

Rewards 
We place a high importance on regular and punctual school attendance and we do our best to promote 
and reward good attendance for all the children.  We present certificates each term and rewards through 
our ‘Good to Be Green’ scheme that operates to support both attendance and behaviour throughout the 
academy. Badges are awarded for children completing one term, two terms and four terms without 
absence from school.  A shield is awarded for children who attend every day for the academic year. 

 
In conclusion 

Academy attendance and attainment are closely linked. 
It is extremely important that all of our children attend the academy on a regular basis, so that they 
receive the education to which they’re entitled. This ensures that our children have the best 
opportunities in later life. 
If a child misses one day at the academy per week over their school life; that is 80% attendance and is the 
equivalent to missing two full school years by the time they reach the end of secondary education. That is a 
lot of missed learning! 
We expect any parents or carers who are having problems with their child’s school attendance, to make an 
appointment to speak to the school so that we can provide advice and strategies to assist. 
 
Parent/carer co-operation is important. 
We all want the best education for our children. 
 
 
 
 
 
 
 
 
 
 



 

 

 
 

 
 
 
 
 
 

 
 

Hilltop Primary Academy 
 

Who is responsible for children attending school? 
Every pupil needs to attend regularly and punctually if s/he is to take full advantage of the 
educational opportunities available at Hilltop School. Both parents and the school have a moral 
responsibility to support and encourage regular attendance, but it is the parent who is actually 
responsible in law for ensuring that their child: 

 
     Attends and remains in school 
     Arrives on time 
     Is suitably dressed for work at school 
     Is in a condition to learn (i.e. not over-tired or unwell) 

 

Why is regular attendance at school important? 
Having a good education will help to give your child the best possible start in life If your child does not 
attend school regularly, he or she will not be able to keep up with the work. Large amounts of absence can 
cause friendship groups to change and your child could be left feeling isolated. 
 

What is the daily routine? 
Morning school starts at 8.50am. The gates open at 8.30am each morning and children should not come 
on to the premises before that time. The children enter the building as soon as they arrive. The school gate 
closes at 8.50am and class registers will close at 9am. 
 

What if my child is late? 
A pupil arriving late may seriously disrupt not only his/her learning but also that of others. Whilst 
occasional problems may arise due to bad weather or transport difficulties, persistent lateness is 
unacceptable. Children arriving late after 8.50am must be brought to the school office to ensure that the 
child’s arrival in school is noted and the register updated.  Late arrivals must be entered in the late book 
for health and safety reasons. They will be given a late mark which will be recorded in the class register. 
The following late codes will be used: 
 

     L             =            If a child is late and arrives between 8.50am and 9am; 
     U            =            If a child is late and arrives after 9am 
     O            =             unauthorised absence 
     G            =            unauthorised holiday 

 

Registration 
Hilltop uses an electronic registration system. The registers are legal documents and as such are kept for 
a period of six years. 



 

 

 
If your child is unable to attend school, please phone in on the first morning of the absence before 9.00am 
and leave a message on the answerphone stating your child’s name, class, reason for absence and 
estimated date of return. If you do not know the estimated date of return, please phone the school and 
leave a message each day your child is absent. When your child returns to school please send in a note 
with the reason for the absence. 

When a child is absent from school the register will be marked as either authorised or unauthorised. 

Appendix A in section 12 outlines the categories for authorised/unauthorised absence. However, the 
decision as to whether the absence is authorised or unauthorised is the responsibility of the headteacher. 
If no explanation is given for the absence then it will be automatically recorded as unauthorised. 
 
A summary of the yearly attendance is provided on the annual pupil reports to parents.  Children who have 
managed 100% attendance are awarded with a certificate, which is usually presented by the Headteacher. 
 

What about a holiday in term time? 
Please note that the Education (Pupil Registration) (England) (Amendment) Regulations 2013, which came 
into effect on 1st September 2013, removes references to family holiday and extended leave as well as the 
statutory threshold of ten school days. The amendments make clear that headteachers may not grant any 
leave of absence during term time unless there are exceptional circumstances. 
 
If a Parent/Carer wishes to request such leave, they should make a written application at least 2 weeks 
prior to the first day of absence. The Headteacher and senior staff will consider each request and inform 
the Parent/Carer as soon as possible, in writing, whether the request has been granted or not.  If a request 
for such leave is not granted, any absence from school during the dates requested will be recorded as 
unauthorised. 
 
No holiday will be considered during SAT’s week, the dates of which are notified to parents well in advance.  
 

The decision whether to authorise an annual holiday request is at the sole discretion of the Headteacher. 
 

If parents take unauthorised holiday during term time (5 days or more), the school will refer to Sandra 
Franklin at the Attendance Advisory Service for Schools and Academies (AASSA) with a view to issuing a 
Penalty Notice for the Unauthorised absence. 
 

Current Penalty Notices are issued to each parent for each child. The fine will be £120 if paid within 28 
days, reduced to £60 if paid within 21 days. 
 

Failure to pay the fine in full at the end of the 28 day period may result in prosecution. 
 

Dental and medical appointments 
Please avoid appointments during the day. However, if an appointment during the day is unavoidable, 
parents will need to provide a copy of the appointment letter or correspondence to the school office. A 
copy will be taken and placed in the pupil’s file. Dental and medical appointments will only be 
authorised if a copy of the appointment has been brought in school.  In the event of a Medway Council 
Truancy Sweep, appointments can be verified by the school to prevent any formal warnings being issued. 
Where possible children should be sent into school before and after medical appointments to avoid 
missing registration marks, which impacts on overall attendance of the pupils 
 



 

 

 
What happens if there are problems with absences? 
If your child is unable to attend school, please ring the school on 01634 710312 option 1 by 9am on the 
first day of absence, with your child’s name, class reason for absence and likely return date. If you 
unable to provide a return date then a call needs to be made each day your child is off. Failing to call and 
report your child’s absence could result in the absence being recorded as unauthorised.  A written note 
must be provided on your child’s return on your child’s return.  If you child has a communicable disease, 
which you think the school should be aware of, please let us know.  Medical evidence should be provided 
if your child has had 3 or more days absent due to illness, in one period for it to be authorised. Medical 
evidence includes GP compliments slip with appointment details on and details of any treatments 
prescribed or advised to take i.e. Calpol, prescribed medication brought into school so labels can be 
photocopied 
 
If problems do occur with persistent lateness or absence, then the school will invite parents to attend a 
formal meeting to discuss the situation and offer support if necessary. If a satisfactory response is not 
received, then the Attendance Advisory Practitioner will be contacted. 
 

8a Penalty notices for unauthorised attendance 
 
Should any pupil have 10 or more unauthorised sessions (5 full days) in a 6 week period, and no 
acceptable reason or medical evidence supplied to substantiate the absence a referral will be made 
to the Attendance advisory service and an automatic fine will be issued by the Attendance advisory 
service at Medway Council.  Unauthorised absence is defined, whereby no reason for pupil absence is 
given or if no evidence of a medical appointment is provided prior to pupils attending appointments 
is provided. Pupils who are late after our registers close at 9am will receive a u code which is 
recorded as unauthorised.  This is in accordance with changes that have been made by the 
Attendance Advisory Service September 2017 
 

In the early stages of casework an Attendance Advisory Practitioner might form the opinion that the 
serving of a Penalty notice is appropriate e.g. in cases where a parent continually fails to provide an 
explanation for their child’s absence in accordance with the school procedures and absence is 
recorded as unauthorised in the register of at least 10 sessions in any previous six week period 
 

What is the Attendance Advisory service (formerly Education Welfare Service)? 
The Education Welfare Service is provided by Medway Council and each school is allocated a Attendance 
Advisory Practitioner (AAP).  The AAP visits schools regularly to make a random check on attendance 
registers and follow up requests from Headteachers. If there are problems then you may receive a letter 
or visit from the AAP. If the situation does not improve then the AAP will not hesitate, on behalf of 
Medway Council, to take action through the magistrates’ court where parents can face significant fines 
and/or imprisonment. 
 

Truancy Watch Scheme 
Medway Council regularly operates a Truancy Watch Scheme within the Medway Area. On certain days, the 
Attendance Advisory Practitioner staff, accompanied by the police, visit random areas such as shopping 
centres and will make enquiries of any school age children found there. 
 

Reporting to parents 
Each year parents will be provided with a record of their child’s attendance. This will usually accompany 
the annual pupil report. 
 



 

 

A copy of the attendance sheet will also be placed in the pupil’s school record folder and forwarded to any 
further school e.g. secondary school. 

 

Authorised or Unauthorised Absence? 
The following are examples of authorised / unauthorised absences: 
 

Reason Authorised/unauthorised 
Lateness until 9am Authorised as late 
Lateness after 9am without explanation Whole session unauthorised 
Lateness after 9am with adequate explanation Authorised 
Illness of pupil Authorized 
Illness of sibling/parent Unauthorised 
Medical/dental appointments Authorised 
Exclusion from school Authorised 
Family holiday Unauthorised 
Days of religious observance for the religious body 
to which parents belong 

Authorised 

Other circumstances (bereavement, agreed special 
occasions) 

Authorised 

School educational visit Authorised 
Sporting activity Authorized 
Shopping  Unauthorised 
Day off for birthday unauthorised 

 
 

Pointers that will support good attendance habits with your children: 

Make sure that your child goes to school regularly, arrives punctually and keeps to the school rules.  Start 
these habits at an early age while your child is in primary school.  Make sure that your child understands 
that you do not approve of him or her missing school.  If your child has a good reason to be absent please 
ring in on the first day of absence and send a letter on his/her return.  Support the school in its efforts to 
promote regular school attendance and good behaviour. 
 
 

The Advisory Attendance Practitioner for the school is: 
Sandra Franklin She can be contacted at; Medway Council (Schools AAP), Gun Wharf, Chatham. 
Phone: (01634) 306000 
 
School Attendance Officer:  Georgina Spratt 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 

 
Appendix A: Categorisation of Absence 
 
Any student who is on roll but not present in the school must be recorded within one of these categories: 
 
Á Unauthorised Absence - This is for those students where no reason has been provided, or whose absence 

is deemed to be without valid reason. 
Á Authorised Absence - This is for those students who are away from school for a reason that is deemed to 

be valid under the Education Act 1996. 
Á Approved Educational Activity - This covers types of supervised educational activity undertaken off site 

but with the approval of the school. Students recorded in this category are deemed to be present for 
attendance returns purposes. This would include: 

Á Work experience placements 
Á Field trips and educational visits 
Á Sporting activities 
Á Link courses or approved education off site  
Á Most types of dual registration  

 
Attendance will be categorised using the following codes: 
 

CODE DESCRIPTION MEANING 

/ Present (AM) Present 

\ Present (PM) Present 

B Educated off site (NOT Dual registration) Approved Education Activity 

C Other Authorised Circumstances not covered by another Code Authorised absence 

D Dual registration (i.e. pupil attending other establishment) Approved Education Activity 

E Excluded (no alternative provision made) Authorised absence 

F Extended family holiday (agreed) Authorised absence 

G Family holiday (NOT agreed or days in excess of agreement) Unauthorised absence 

H Family holiday (agreed) Authorised absence 

I Illness (NOT medical or dental etc. appointments) Authorised absence 

J Interview Approved Education Activity 

L Late (before registers closed) Present 

M Medical/Dental appointments Authorised absence 

N No reason yet provided for absence Unauthorised absence 

O Unauthorised absence (not covered by any other code/description) Unauthorised absence 

P Approved sporting activity Approved Education Activity 

R Religious observance Authorised absence 

S Study leave Authorised absence 

T Traveller absence Authorised absence 

U Late (after registers closed) Unauthorised absence 

V Educational visit or trip Approved Education Activity 

W Work experience Approved Education Activity 

X Untimetabled sessions for non-compulsory school-age pupils Not counted in possible attendances 

Y Enforced closure Not counted in possible attendances 

Z Pupil not yet on roll  Not counted in possible attendances 

# School closed to pupils Not counted in possible attendances 

 
 



 

 

 


