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Attendance Policy 
 1. Introduction  

1.1. It is vital that students attend the Academy regularly in order to learn and progress. Any absence has a 
negative impact on a child’s learning; regular absence has a significant impact on achievement and 
opportunity.  
1.2. Ideally, all students would have an attendance rate of 100% although, clearly, we recognise that 
occasionally students may not be able to attend. For this reason, attendance of 95% and above is considered 
as acceptable. Attendance below 95% is a concern. A child with an attendance rate below 90% is classed as a 
Persistent Absentee.  
1.3. This policy document sets out the procedures we have in place to:  

• encourage all students to attend regularly;  
• monitor student attendance and intervene as necessary; and  
• provide advice and support to parents and students.  

 
2. Legal Framework  

2.1. Under Section 7 of the Education Act 1996, parents are responsible for ensuring that a child, of 
compulsory school age, attends school regularly and punctually. A parent is described by the DfE as both 
natural parents, whether married or not, any person who has parental responsibility for a child or young 
person, or any person who cares for a child or young person.  
2.2. The Education Act 1996 also places a statutory responsibility on the Local Authority to ensure that parents 
secure education for children of school age and allows for the Authority to use legal enforcement as necessary.  
2.3. The Education (Student Registration) (England) Regulations 2006 requires schools to take the attendance 
register twice a day, once at the start of the morning session and then again during the afternoon session. 
Register must be marked in accordance with DfE regulations using the designated attendance codes.  
 

3. Daily attendance procedures  
Our daily attendance procedures are led by two Attendance Officers who are supported by the Izone attendance 
team (See appendix 1). 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3.1. Reporting a student absence  
3.11. We hope and expect that all parents will encourage students to attend regularly and 
punctually. If a child is unable to attend school, for whatever reason, parents should contact 
the Academy by 8:30am to explain the reason for their absence. Reception is open to take 
calls from 8.00am. Clearly, students should only be absent when absolutely unavoidable.  
3.12. Parents are asked to contact the Academy on each day of absence and may, in certain 
circumstances, be asked to provide medical evidence as to why their child is off school.  
3.13. Parents will be contacted, and home visits made where appropriate, if we do not 
receive any notification of a student absence; as detailed in section 5.  
3.14. When a student is absent, the Academy will decide whether the absence is authorised 
or unauthorised depending on the reason given and any other circumstances as appropriate. 
3.2. The start of the day  
3.21. School starts at 8:50am and AM Registers are taken by 9.10am although the Academy 
is open from 8am for morning breakfast. 
3.22. If a phone call or message about a student absence is taken by Reception then the 
appropriate code is entered in the register. The entry in the register is flagged and initialled 
to indicate that we have had a phone call from parents/carers about the absence. The 
Attendance Officer will check these marks and query those where there are attendance 
concerns about a particular student.  
3.23. Students arriving late, between 9.00am and 9:10am sign in with a member of Izone 
and are given a late slip. A member of SLT is also present each morning to speak with the 
students as they arrive. At 9:10am, the member of Izone enters any late marks in registers 
as appropriate.  
  

 
 



 
 
3.24. Students arriving after 9:10am sign in at Reception. Registers close at 9:30am; students arriving before 
9:30am receive a late mark in the register and students arriving after 9:30am receive a U mark. A Sims Intouch 
text/email is sent to inform parents/carers of their lateness. 
3.25. Any student in receipt of an L mark in the register receives a 20 minute HERO detention served at lunch 
time. Any student who is late on two or more occasions in any particular week is required to attend a 40mins 
detention on the Friday evening of that week.  
3.26. Attendance Officers checks that all registers have been completed and saved during P1 and when 
appropriate, a tannoy announcement is given to remind staff to send their registers.  
 
3.3. Absent students (refer to Appendix 1) 
 
4.9 Education off school site: 
Students may be involved in educational activities off the school site, such as sport, Welfare Office 

3.31. The Attendance Officer reviews all registers at 9:00-9.20am and documents the lates and 
authorises the absences from the messages left on the system. Truancy call is issued. Year lists of 
unauthorised absences are generated.   
3.32. If a student is absent, a phone call home will be made by the Izone attendance team 
between 9.20am -9.40am.  
3.33. If the Izone attendance team are able to contact parents and ascertain the reason for 
absence, then this is marked and the list is communicated to the Attendance Officer.  
3.4. Home visits  
3.41. At 9.40am, home visits may be made to vulnerable students, PA, RAP students or other 
students who we are concerned about even if we have received a message from parents/carers. 
This is at the discretion of Attendance Officer and the Home Visit Team.  The team researches the 
addresses using a paper folder or SIMS.  The identified home visit team prioritises who to visit.  
3.42. Before the Home Visit Team leave, they cross reference the ‘violent and volatile’ list of 
parents and follow the Home Visit Procedures (refer to Appendix 2).  
3.43. During an Attendance Blitz, home visits will be made to all students who are absent 
irrespective of whether there has been communication with home or not.  
3.44. Home Visits teams when arriving back indicate whether contact has been made with 
parents/carers or not and the outcome of the visit.  

 
4. Monitoring and managing Attendance  

4.1. The Attendance Officer maintains an attendance spreadsheet detailing all those students with 
attendance below 96%. Weekly attendance data is recorded for each student; a cell on the 
spreadsheet will be shaded in green if a student’s attendance has improved that week and red if it 
has dropped. The spreadsheet is also annotated to indicate any interventions or actions. A student 
will remain on the spreadsheet until his/her attendance is above 96%. Similarly, a student will be 
added to the spreadsheet if his/her attendance drops below 96% during the year. Students on the 
spreadsheet are discussed at weekly meetings with Year Managers. 

4.2. Weekly attendance meetings are held each Friday with the AVP, Attendance Officers and 
Education Welfare Officer.   
4.3. Attendance is discussed during weekly SLT meetings 
4.4. Attendance % percentage rates are given to Coaches for their Coaching Group every week. 
4.5. Attendance is discussed every Community and Year Assemblies. 
4.6. Attendance is reviewed through termly Academy Way Assemblies (Horizontal years) 
4.7. Individual attendance is annually reviewed through a target setting evening.  
4.8. Monitoring of Year 7 attendance every Tuesday via the Y7 Meet and Greet.  
4.9. On ECm days, cumulative attendance and past attendance on the last ECM day is given to    
Coaches to discuss in Goal Time.  
 

 
 



 
4.10 Education off school site: 
Students may be involved in educational activities off the school site, such as sport, residential, work 
experience, college link courses, field trips etc or are educated at an alternative provider. If students fail to 
attend education off site, it is still deemed as an academy attendance issue and the register will reflect as to 
whether any absence is authorised or not. The circumstances of which may be referred to the Education 
Welfare Officer. 

 
5. Formal proceedings  
The Academy operates a staged approach to encouraging good attendance.  

Stage 1  
5.1. Coaches, Year Managers, Heads of Community will normally speak with children if their attendance falls 
below 95% unless there are known, and genuine, circumstances for any absence. A phone call may be made to 
parents/carers to advise them that we are concerned, offer support if appropriate and inform them that the 
child’s attendance will be monitored over the coming weeks. A letter will be automatically be sent home.    
Stage 2  
5.2. If a student’s attendance drops below 95%, he/she may be identified at benefiting from a Community 
Coaching Programme.  A letter will be sent home.   

5.3. If there is no improvement in the child’s attendance, then parents/carers may be invited 
to attend a Stage 2 Attendance Panel Meeting where they will meet with the Year Manager 
and Attendance Team to discuss our concerns and formulate an Attendance Improvement 
Agreement. A letter will be sent to parents/carers if they fail to attend the meeting 
expressing our concerns. 
Stage 3  
5.4. If a child’s attendance drops below 90% he/she will be classed as a Persistent Absentee.  
5.5. If there are known, and genuine, circumstances for the persistent absence, then the 
child will remain at Stage 2 and his/her attendance monitored closely.  
5.6. If there are unauthorised absences and parents/carers are condoning absence from 
school and failing to work with us to bring about any sustained improvement, then 
parents/carers will be invited to attend a Stage 3 Attendance Panel Meeting. If 
parents/carers choose not to attend this meeting then we will initiate a case for prosecution. 
5.7. Education Welfare Officer referrals are made. Also attendance review meeting can be 
arranged at the Educational Welfare Department.   
Stage 4  
5.8. The Attendance Officer will initiate procedures to prosecute parents/carers if they fail to 
attend the Stage 3 Attendance Panel Meeting or, having attended the meeting, fail to 
support the Attendance Agreement put in place and there is no improvement in their child’s 
attendance.  
 

6. Leave of absence in term time  
6.1. Following changes in legislation in 2013, parents are no longer entitled to take leave of 
absence during term time. Leave of absence during term time will only be granted under 
exceptional circumstances; this does not include family holidays or weddings.  
6.2. Requests for leave of absence in term time should be put in writing to the Principal by 
letter or email. The Principal’s decision is final and cannot be appealed. If parents take their 
children out of school without making a request, or if parents still take their child out of 
school after a request has been denied, the absence will be marked as unauthorised. 

 



  
7. Encouraging good attendance  

7.1. The Academy is open to students from 8.00am and provides a free breakfast.  
7.2. 100% termly attendance students are put into a hat and are randomly selected for fiscal prize.  
7.3. 100% annual attendance students are invited to attend an Awards evening where they are awarded a 
specially commissioned mug and fiscal voucher.    
7.4. The Academy also runs a number of Reward Schemes to encourage good attendance; these include early 
lunches, merits, certificates, text messages and chocolate selection boxes and Easter eggs.   
7.5. Periodically, the Academy may hold an “Attendance Blitz” where visits are made to the homes of all 
absent students and reminders given about the importance of good attendance. The visits are usually 
accompanied by a member of SLT, PCSO, PC linked with the school and EWO who will patrol the local 
community, question any children found out of school and, if appropriate, return them to school.  
7.6. The attendance Office to offer Y6 transition attendance clinics.  
 

8. Support for Parents and Students  
 
8.1. The Academy understands that all students and families are unique and may have their own challenges and 
barriers to attendance to deal with. As such, support and advice on a range of issues is available through the 
Attendance Team, Head of Community/Year, Year Managers and the Academy Attendance Officers. We are also 
able to signpost or refer parents/carers or families to external agencies who may be able to offer additional 
support. These may include:  

• The School Nurse 
• YPDP (Drug & Alcohol Support Service)  

 Early Help  

 NSPCC  
• Children’s Social Care  
• Children & Adolescent Mental Health Service  
• Counselling Services  
• STAR 
• Peer Mediators 

 
9. Roles and Responsibilities  
 
9.1. The Governing Body will:  

• set targets for whole Academy attendance and persistent absenteeism in agreement with the 
Principal;  

• support this policy; and  
• monitor attendance through the regular termly attendance updates.  

 
9.2. The Principal will:  

• set targets for whole school attendance and persistent absenteeism in agreement with the 
Governing Body;  

• support this policy and ensure it is implemented consistently across the Academy;  
• monitor attendance data on a daily, weekly and half termly basis;  
• consider requests for leave of absence in term-time; and  
• sign off the appropriate documentation in the event of any legal proceedings.  

 
9.3. The Attendance Officers will:  

• ensure registers are completed accurately and on time and follow up, as appropriate, if there 
are concerns or issues;  

• check register marks at the end of each day to ensure that there are no missing or unexplained 
(N) absence codes;  
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• carry out all those actions as detailed in section 3 of the policy on daily attendance 
procedures and assist the Izone attendance Team  with home visits;  

• carry out all those actions as detailed in section 4 of the policy on monitoring and managing 
attendance;  

• organise and administer the necessary meetings and documentation in line with our staged 
approach to attendance and any formal proceedings, including Penalty Notice warnings(if 
appropriate)  and prosecutions, as appropriate; and  

• provide attendance data as requested by the Heads of Community, Year Managers and SLT. 
• Organise and deliver Coaching Attendance Clinics 
• Be alert to signs of Female Genital Mutilation (FGM) especially when girls either go or return 

from holidays abroad particularly from places like Africa, Middle East and Asia.  To be vigilant 
to those girls who are having difficulty walking, sitting or standing, spending longer than 
usual in the toilet, having unusual behaviour after an absence from the Academy or are 
reluctant to take the holiday (refer to the Academy’s Safeguarding Policy). 

• To complete all safeguarding paper work when a child is missing from education and to 
understand the vulnerability of students with poor attendance and to share concerns with 
the designate Safeguarding Officers.   

  
9.4. The Izone Attendance Team will:  

• take incoming calls regarding absence and record reasons on SIMS  
• assist  with making daily telephone calls to parents of absent students 
• assist in recording of the lates and staffing the detentions. 
• make home visits and record the outcomes  
• staff the general daily meet and greet 
• support the Year 7 Meet and Greet. 
• attend Attendance Panel meetings if appropriate for students in their year group; and  
• offer support and signposting to other services for parents who request it. 

 
9.5. Heads of Community/Year:  

• monitor attendance data on a weekly basis through assemblies 
• support this policy and those responsible for implementing it; and  
• promote excellent attendance in their Community/Year and provide opportunities for 

students to celebrate good attendance.  
 

9.6. Coaches will:  
• monitor attendance data and share this information with students;  
• promote excellent attendance within their Coaching group;  
• discuss concerns about attendance and punctuality with individual students below 95% and 

encourage them to improve;  
• pass any medical evidence or letters relating to attendance to the school Attendance Officer; 

and  
•  Set and challenge attendance  targets through the Target Setting Evening 

 
9.7. The AVP inclusion will:  

• line manage the Attendance Officers and ensure that the appropriate staff fulfil their 
responsibilities in accordance with our agreed procedures;  

• work with and support the Attendance Officers in monitoring and managing attendance and 
in initiating our formal procedures;  

• review and develop our attendance policy and procedures as appropriate  
• provide attendance data and the appropriate reports as requested by the Principal  and 

Governing Body; and  
• intervene where there are issues with registers being completed incorrectly.  
• Regularly meet with the EWO  
• is aware of their legal responsibility regarding school attendance, and understand that the 

Academy will use legal sanctions such as Penalty Notices and prosecution where necessary 
• to discuss any barriers to attendance with their HOC, Izone team, Coach or Attendance 

Officers.  
 

 
 



 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
9.8. Collectively, We expect students:  

• to attend school regularly and punctually;  
• not to leave the Academy during the school day without prior permission from a member of 

Senior Management Team and without signing out; and  
• to discuss any barriers to attendance with their HOC, Izone team, Coach or Attendance 

Officers.  
 

9.9. We hope that Parents/Carers will support this policy and encourage their child to attend the 
Academy regularly and punctually. In particular, we ask that Parents/Carers:  

• contact school on every day of their child’s absence;  
• provide medical evidence for any absence if requested;  
• arrange medical appointments out of school time or, if this is not possible, collect 

students from school and/or drop them back off after the appointment rather than keep 
their child off for the whole session;  

• do not book holidays in term time;  
• put requests for leave of absence during term time, in writing, to the Principal; and  
• are aware of their legal responsibility regarding school attendance, and understand that 

the Academy will use legal sanctions such as Penalty Notices and prosecution where 
necessary.  

 

REVIEW  

 

This policy will be reviewed every two years or as soon as possible after any changes in the 

most recent advice, guidance or legislation. 

 

Adopted by the Academy   ............................................................................................ 

Chair of Academy’s Governors                 ........................................................................................... 

Principal    .............................................................................................. 

Review Date    .............................................................................................. 



Appendix 1 Attendance Flow Chart  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ISP and Mentor Rota 

 Home Visit Teams Identified 
Staff not 
attending 
Briefing 

YM to  
register  

Isolations 

9.00 – 9.20 Late Gates 
Supporting DB and JH 

Monday MA and JH, VS and JB CH and MC JOD MA and IK 

Tuesday AC and JOD MG and IA JOD AC and IK 

Wednesday JOD and PT SCL and SNC JOD DBP and IK 

Thursday IK and AC JCG and SH JOD JOD and IK 

Friday DPB and JH, VS and JB NL and HC JOD VS and IK 

 

 

8.50am – 9.00am: Student entrance opens – students arrive. One way system (Izone corridor blocked). Mentors (X3), YM’s 

(X4), HOC (X1 see rota) and SLT (X1 see rota) to meet, greet, support and challenge with respect. All other SLT members 

who are not teaching P1 also need to support at the entrance. Students presenting with additional uniform/emotional 

needs should be taken down to the Izone.  Nominated ISP to meet and register students in isolation (immediate paper copy 

sent to JH – see rota). YM (AC) to support Y7’s in the hall. PT and MA to attend briefing and feedback relevant information.   

9.00am - 9.10am: Late gates with one SLT out at the front of the Academy and one remaining at the student entrance 

supporting DB with the lates. IK and ISP to also support DB with the lates (see rota).  20 minute lunch time late detention 

issued and to be served on the same day.  If students gain two or more lates then ½hr Friday afternoon detention issued.  

All class registers to be complete (tannoy speaker to remind if necessary). CP listens to absent messages and authorises 

absents.   

9.10am – 9.20am. DB and IK documents the lates. CP notes unsent registers and the designated mentor and ISP chases 

(see rota). JH continues to listen to absent messages and authorises absents. DB prints out the absent list and issues the 

list and note books to the attendance team on duty. DB issues Truancy Call.   

 

9.20am – 9.40am. All of the attendance team, based in the main office, identify home visits prioritising students using a 

95% attendance list, a Y11 RAP list and a vulnerable list.  They cross reference for violent and volatile parents. These 

parents must not be visited but rang instead.  The team research addresses using SIMS/folders. DB continually updates 

the team with her responses from Truancy Call and lates. Team communicate with the identified support staff on rota for 

home visits and decide together who to prioritise. CP completes the fire regulation documentation.  

9.40am – 10.30am.  Attendance team, now on a rota (see below), complete home visits in teams of two. They provide 

reception with a list of names before they leave so that phone calls can be made to the team if a student arrives late. MG 

to be on Izone break duty Monday to Friday. Home Visit teams pass back their log book to DB on return to the Academy. 

DB documents the team’s findings.  All YM’s and Mentors engage in home visits on Enrichment days. SLT to support with 

home visits.    

Phone Calls Teams: 

 Y7 AC and PT 

 Y8 DBP and JH 

 Y9 JOD and IK 

 Y10 VS and JB 

 Y11 MA 

   

  



 

Appendix 2   Home Visits  

1. Before you leave the work place: 

A. Ensure that (DB/reception) knows your whereabouts; leave details of the name and address you are 

visiting.   

B. Ensure that you leave your contact numbers (always carry a mobile phone). 

C. Ensure that reception or the person monitoring your whereabouts knows your estimated time back. If not 

back by the time given, then DB/receptionist must ring you.  

D. A code word is needed in case of an emergency, for example  

 “Amber” – This means that you are alerting staff that there is problem or a potential problem. 

 “Ruby” – This means that 999 needs to be called, as it is an emergency situation.  

 These words can be used in a sentence for example, “Can you call Ruby to tell her I am running late, I 

am stuck on a home visit at address….” In this way they do not arouse suspicion with clients.   

2. Risk Assessment: 

Before you knock on a door, please consider the following: 

A. The property – Look at the property to see if there are any dangers i.e. rubbish, is the entrance clear, any 

sharps around etc.   

B. Family Relationships – Identify areas of concern, this will be highlighted in the attendance sheets 

produced by Julie Holdcroft.  This looks at who lives at the property and if there are any known risks, who 

may also visit the property.    

C. Neighbourhood – Is it known for ASB, crime, deprived area etc.  

D. Parking – Staff must always ensure that they turn their vehicles around to face the exit, to ensure that 

they can get away from the location quickly if needs be. If parking is restricted outside the property then 

assess if it is safe to leave your car a distance away, or whether you abandon visiting.  

E. Additional Info - Look for pets, dogs especially can be extremely dangerous.  If there are pets to the front 

of the property, then assess if it is safe to even knock on.   

If you consider there to be any risk to your person or your car then do not                                    proceed with a 

knock on. 

3. Whilst out visiting  

A. Only visit in pairs.  

B. Look at the neighbourhood/area are you safe getting out of the car? 

C. Parking (detailed as above) taken into consideration.  

D. Assess the house from its appearance, is it safe to approach? 

E. Look for hazards (as above) 

F. Knock at the property in pairs; stand back from the door when it is answered. 

G. Never go into the property as it is not thoroughly risk assessed. 

H. If you are collecting a child, please ensure that they sit seat belted in the back of your car. Transporting a 

child should an exception and not the norm.   

  

4. On Return 

A. Please write up your notes of your home visit clearly stating the outcome of your visit. 

B. Pass your notes/findings on to DB.  

 


