
 

– 1 – 

Attendance Policy October 18 

 
 

Attendance Policy 

Ermine Street Church Academy 

 

First approved by Governors 30th November 2016 

Policy to be reviewed biannually 

Reviewed by Governors 17th October 2018 
 

Aims 

• To emphasise the importance of, and secure from children, maximum attendance at school 

to enable them to take full advantage of their educational opportunities; 

• To make explicit to all relevant parties the school’s expectations over attendance levels; 

• To promote a consistent approach across the school to all matters relating to attendance; 

• To clarify the roles and responsibilities of all parties with respect to attendance; 

• To communicate to all relevant parties (teachers, parents, children) the legal position with 

respect to attendance and the categories of absence which are deemed "authorised"; 

• To emphasise the need for home and school to work in close partnership to achieve high 

attendance. 

Introduction 

Regular attendance at school is vital. Without it the learning process becomes fragmented and 

unsatisfactory; put simply: absence means missed learning. It is also a legal requirement that 

children of compulsory school age receive full-time education and this, with the exception of those 

educated at home or elsewhere, means regular attendance at school. Irregular attendance leads to 

pupils missing important lessons and therefore not fulfilling their true potential; it also places 

children at risk and may result in their being drawn into patterns of anti-social or criminal 

behaviour. Therefore we take the issue of attendance very seriously and do all we can to obtain 

very high attendance from all our children. 

Attendance is a national priority and, like all schools, Ermine Street Church Academy has to submit 

attendance data electronically. It is a key indicator of an effective school and, as such, will be 

scrutinised by OFSTED. National data clearly shows a correlation between high attendance and 

progress. 

  



 

– 2 – 

Attendance Policy October 18 

The National Perspective 

The Department for Education states that ‘Central to raising standards in education and ensuring 

all pupils can fulfil their potential is an assumption so widely understood that it is insufficiently 

stated – pupils need to attend school regularly to benefit from their education. Missing out on 

lessons leaves children vulnerable to falling behind. Children with poor attendance tend to achieve 

less’. 

The government expects schools to: 

• promote good attendance and reduce absence , including persistent absence 

• Ensure every pupil has access to a full time education to which they are entitled 

• Act early to address patterns of absence. 

The government expect parents to perform their legal duty by ensuring their children of 

compulsory school age, who are registered at school attend regularly and for all pupils to be 

punctual. 

As of September 2015 the Persistent Absence threshold has been 10%. This was set by the 

Department for Education. This means that if a child/young person has an overall attendance of 

90% or less over a given period, they will be classified as a persistent absentee pupil. If attendance 

fails to improve during a monitoring period, the case may be referred to Cambridgeshire County 

Council for a Penalty Notice fine to be issued to parents/carers. These Penalty Notices currently 

stand at £60 per parent per child if paid within 21 days or £120 if paid within 21 and 28 days. 

Our School Target 

Our target for all pupils is an attendance of 97% throughout the year (approximately 6 days). 

Sickness comes usually in a block of time over a continuous period; what we look for are unbroken 

weeks (ie those where the pupil is marked present on all ten sessions); pupils should not have 

more than one or two broken weeks in the course of an academic year. Regular broken weeks are 

a cause for concern and will be followed up by the school. 

Authorised Absences 

Authorised absences include those where: 

• A child is ill or receiving medical attention; 

• Approved sporting activity  

• Approved interview or visit to another school  

• Leave of Absence for Exceptional Circumstances – agreed by the Headteacher. This may 

include a day for religious observance or a family bereavement for example. 

We expect absences to be kept to a minimum: routine medical and dental appointments should be 

arranged out of school hours wherever possible. 

Sickness 
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Not every illness needs to keep a child away from school.  

Asking these questions may help parents when deciding whether or not their child should attend 

school.  

• Is your child well enough to do the activities of the school day? If not, keep your child at 

home.  

• Does your child have a condition that could be passed on to other children or school staff? If 

so, keep your child at home.  

• Would you take a day off work if you had this condition? If so, keep your child at home.  

 

The Public Health England provides guidance for all schools and child care settings. This guidance 

can be found on also be accessed on our website. 

Ermine Street Church Academy has adopted this PHE guidance in relation to the absence period 

following an incidence of sickness or diarrhoea.  Therefore children must not return to school until 

48 hours from last episode of diarrhoea or vomiting have elapsed. 

A child’s health is of paramount importance to us all and we must do all that we can to ensure that 

illness does not spread to other children and staff. 

Unauthorised Absences 

Unauthorised absences are those where: 

• No explanation is provided by parent (s)/carers by 9.30am on the day of the absence; 

• An explanation is received before 9.30am on the day of the absence but does not fall into 

one of the categories of authorised absence above. 

The guidance from the County Council and the Department for Education makes it clear that only 

exceptional occasions should be classified as authorised. 

We ask parents to notify the school in advance (at least 2 weeks’ notice) of any proposed special 

occasion to ascertain whether the school would view the reason for absence as valid or not. 

Individual cases will need to be judged on their merits and fine judgements will have, on occasions, 

to be made. 

Home learning to cover missed lessons will not be provided for unauthorised absence. 

The Governments guidelines make it plain that, in the final analysis, it is the school that judges 

whether an absence is authorised or not.  

In some circumstances, unauthorised absence can result in a Penalty Notice being applied (£60 if 

paid within 21 days, increasing to £120 if paid after 21 days and before 28 days. After this time 

legal action may be taken). The decision to issue a Penalty Notice is the Headteacher’s. Penalty 

Notices are administered by the County Council Education Welfare Officer 
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Leave of Absence 

The Education (Pupil Registration) (England) Regulations 2006 Amendments to the 2006 

regulations remove 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. Where this is the 

case, head teachers should determine the number of school days a child is granted leave. 

Parents should complete a ‘Leave of Absence’ form in advance of the absence to apply for leave. 

Home/School Partnership 

Securing a high level of attendance requires the school and home to work closely together. To this 

end, we ask parents to: 

• Do all they can to ensure their child arrives on time. The school day begins at 8.40 am.  

• Notify the school by 9.30am on the first day if their child is unwell with details of the illness 

and an estimation of the likely length of absence; the school should be notified every day of 

a child’s absence  

• Get in touch at an early stage about any concerns they have about their child's motivation 

to attend school. 

In return the school will: 

• Contact home on the first day of absence if no explanation has been received from home 

and on subsequent days if the child does not return as expected; 

• Contact home over any unexplained absences. 

• Follow up promptly any concerns that parents pass on to us that may be affecting their 

child’s attitude to, or feeling of wellbeing in, school; 

• Involve staff and outside agencies to help pupils re-integrate into school after illness or 

other individual circumstances; 

• Regularly and consistently remind pupils of the importance of good attendance and 

punctuality through whole school assemblies; 

• Reward good or improving attendance and action any concerns promptly. 

Reporting 

Attendance is included in the mid-year report in February, the annual report issued in July and it is 

also discussed at the Parents’ Evening hosted in Autumn and Spring. 

The Process of Recording & Monitoring Absences 

• Electronic registers are taken at the beginning of the morning and afternoon sessions. 

Where a reason for an absence is not been provided, the absence will be recorded as ‘N’. 

• The school expects parents and carers to contact the school by 9.30am on the first day of 

absence (and on subsequent days if the child’s expected return is delayed) to account for 
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their child’s absence; this does not need to be supported by a letter. Such calls will be 

recorded within the registration system on Pupil Asset. Where an absence has not been 

explained by 9.30am the absence will be recorded as ‘unauthorised’. 

• The school office will contact parents to determine the reason for the absence to be 

satisfied the child is accounted for although the absence will be recorded as unauthorised. 

• The Family Worker will provide a report to the Headteacher once per month highlighting 

where attendance has fallen below 95% or where there has been a pattern of absence or 

continuous lateness. 

• If a child’s attendance falls below 95% the school will follow this process: 

1) Review the reasons for attendance being below 95% and annotate the report. 

2) If the school deems that the reasons given for the absence require it, the parents 

will be advised of the school’s concern. This will be done informally by the class 

teacher in the first instance. 

3) If attendance does not improve over the next month, the Family Worker will 

speak with the parents and set an attendance target.  

4) If, within a reasonable margin, the target is not achieved after 1 school month the 

Headteacher will contact the parent in writing. They will state an attendance 

target for the next month, the steps that must be taken and reasons for them and 

the potential consequences. 

5) If the target is not achieved and the Headteacher will contact the EWO. 

6) In addition, if a child has either 8 sessions of unauthorised absence within an 8 

week period or attendance is 90% and below due to a considerable amount of 

unauthorised attendance over a long period of time, a referral will be made. 

• The Headteacher will meet with the Education Welfare Officer on an annual basis, as per the 

SLA, and contact the EWO as necessary to discuss cases. 

• ‘Leave of Absence Forms’ for exceptional circumstances will be considered by the 

Headteacher in line with this policy and the form will be returned advising parents of his/her 

decision. 

• Where a child is transferring to another school, their attendance record will be shared with 

new school. 

• The Headteacher will report attendance trends to the Governing Body termly. 

• If a child is away from school for a period of four weeks or more, the school may have the 

option to take the child off roll subject to the Education (Pupil Registration) (England) 

Regulations 2006. 

Lateness 

Refer to registration procedures section for definitions. 

When attendance data is reviewed each month, lateness will also be reviewed. Where regular 

lateness is evident and causes a concern, the school will follow this procedure: 

1) Class teacher to speak with parent. 

2) If lateness does not improve over the next 2 school weeks, the Family Worker will speak 

with the parents and set a target.  
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3) If the target is not achieved, within a reasonable margin, the Headteacher will contact the 

parent in writing. They will state a 2 school weeks target and next steps. A copy of the Late 

Letter can be found in the Appendices. 

4) If the target is not achieved, within a reasonable margin, Headteacher to inform EWO. 

The above actions will be recorded on the central system operated by the Family Worker.  

Registration Procedures 

Each day children should be on the school premises ready to come into school at 8.40 a.m. 

Children are entitled to enter the playground from 8.30 a.m. At 8.40am the classroom 

doors/Reception playground gate are opened by the class teacher/TA. 

An electronic register is completed by each class teacher on a daily basis at the beginning of the 

morning and afternoon sessions. The class teacher will take the register at 8.40am and again at 

1.40pm. 

If a child arrives between 8.40am and 9am they will be marked as late with an ‘L’ code. The 

registers close at 9am and any children who arrive after this time will be marked as absent for that 

session, either with a ‘U’ if they arrive in school or with an ‘N’ if they do not arrive at all. All children 

who arrive at school after 8.50am must report to the front office. 

Expected absences would show as the appropriate code on the electronic register. 

If there is any doubt about the whereabouts of any child, including a child who is subject to a Child 

Protection Plan, the class teacher should take immediate action by notifying the school office. As a 

result, the school will make swift arrangements to contact the parent or guardian, in order to check 

on the safety of the child. 

Children arriving and leaving school with a parent/carer during normal school hours are signed in 

or out from the school office. The Inventry system is used for this purpose and it then provides a 

record in the case of an emergency/drill. 

Procedure for Administration Team 

Parents are expected to email or telephone the school by 9.30am on the morning of the day of 

absence to inform the school that their child will be absent. They are asked to state a reason. These 

absences are recorded on Pupil Asset. 

When established, the reasons provided for any absence will be recorded on Pupil Asset. Any ‘N’ 

codes will be updated to show the appropriate code for the absence. 

The most common codes (other than the late codes referred to above) are: 

C (Exceptional Circumstances) 

G (Unauthorised Holiday) 
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H (authorised holiday) 

I (Illness/ recuperation from an operation) 

L slightly late (before registers close)  

M (Medical/dental appointment) 

O (Unauthorised absence) 

P (approved sporting activity) 

R (absence due to religious observance)  

U late 

V (School trip / visit) 

Y (Forced and Partial Closure – school office only) 

# (schools closed to pupils – school office only) 

 

The electronic registers remain accessible via Pupil Asset and letters explaining absence filed in the 

child’s school file. 
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Appendices 

Example attendance letter from the Headteacher 

XX XX XXXX 

Dear Parent  

Re: Name of pupil  DOB:  

 

I am writing to advise you that «forename»’s school attendance is causing concern as it has 

fallen to «percentage_attendance»% and as a result we are becoming concerned that «forename» 

is missing a significant part of learning. I have enclosed a copy of «forename»’s attendance record 

which shows an analysis of attendance, punctuality and whether the absence is authorised or 

unauthorised.  

 

Regular attendance is extremely important as missing school can have an impact on 

learning, and as I am sure you are aware it is a legal requirement. Good attendance enables 

children to learn well.  

 

So far we have raised this issue through…… 

 

However, the situation has not improved and so I am now setting a formal target for X 

attendance over the next month……  

 

If this target is not achieved…..  

 

In the meantime, I will be monitoring X’s attendance very closely.  

 

If there are any particular circumstances that the school may not be aware of which are 

having an influence on X attending school regularly, please do not hesitate to contact me because 

together we can make a difference.  

 

Yours sincerely, 

 

 

 

 Mr Adrian Shepherd 

Headteacher 
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Example letter regarding lateness 

XX XXXX 2019 

 

Dear , 

 

I write to inform you that, over the last xxx weeks, your child has been late by a total of X 

minutes. 

 

Does being a few minutes late to school really matter? Yes it does. In every class, the 

children have early morning learning tasks as soon as they enter the classroom. Arriving after 

8.40am, even by a few minutes, causes disruption to the whole class as they settle and means 

learning is missed. 

 

As stated in our Attendance Policy (available on our website), if a child arrives between 

8.40am and 9am they will be marked as late. The registers close at 9am and any child who arrives 

after this time will be marked as absent for that session. The school gates are closed at 8.50am and 

so children who arrive after then must report to the front office. 

 Please ensure that your child arrives at school by 8.40am every day. 

 As a result of this situation, I am setting a target of…… 

 Thank you in advance for your help and support in this matter, it will make a difference to 

your child’s learning. 

 Yours sincerely, 

 

 

 

 Mr Adrian Shepherd 

Headteacher 

 


