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1. Principles and Ethos

1.1 Children cannot learn as effectively if they do not attend school - attendance at school is a
prerequisite to learning and to pupils achieving their full potential.

1.2 Excellent attendance is a learned behaviour. Therefore, we place equal importance on high
attendance and excellent punctuality to all our pupils, including those who are not of
statutory school age (the law states that children must get an education between the school
term after their 5th birthday and the last Friday in June in the school year they turn 16).

1.3 Matrix Academy Trust believe that excellent attendance and punctuality in the early years
of school develops and establishes attitudes towards school attendance which impacts on
future school attendance and ultimately academic success and social and emotional well-
being. Similarly, excellent attendance and punctuality post 16 establishes and develops
attitudes to towards attendance in the workplace and thus lifelong achievements.

1.4 Academies within the Matrix Academy Trust aims for our pupils’ attendance to be in line or
above national averages.

Excellent = 97% and above (no more than 6 days/12 sessions absentin any one year)
Good =95% and above (no more than 10/20 sessions days absent in any one year)

Persistent Absence = 90% and below (19 days/38 sessions or more absent in any one
year)

Severely Absent = 50% and below (97 days/195 session or more absent in any one year)

NB: There are 390 possible attendance sessions/195 days (5 of which are INSET days) in one
academic year. Each day being divided into 2 sessions.

1.5 Therefore, each child enrolled at each of our schools is expected to attend every day, on
time so that they can achieve their full potential. We monitor and manage attendance and
punctuality across all year groups according to this policy and statutory guidance. It is
acknowledged however, that parents/carers of children who are not of statutory school age
cannot be subject to legal processes if their child has poor school attendance.

1.6 Parents/carers are individuals classed as having parenting responsibility as described in
Parental rights and responsibilities: Who has parental responsibility - GOV.UK
(www.gov.uk)

1.7 Parents/carers have a legal responsibility to make sure that their child receives an education
at school or by education otherwise than at school.

1.8 Where parents/carers decide to have their child registered at school, they have an additional
legal duty to ensure their child attends that school regularly.

1.9 This means their child must attend every day that the school is open, except in a small
number of allowable circumstances such as being too ill to attend or being given permission
for an absence in advance from the school. Department for Education — ‘Working together
to improve school attendance’ August 2024 ( paragraph 11)



https://www.gov.uk/parental-rights-responsibilities/who-has-parental-responsibility
https://www.gov.uk/parental-rights-responsibilities/who-has-parental-responsibility

1.10 Both parents/carers, with parental responsibility, are equally liable for ensuring that their
child attends school regularly and on time, regardless of who the child resides with or who
is the main carer. Therefore, they may both be contacted when deemed necessary in
managing attendance and punctuality. Similarly, where it is necessary to enforce statutory
action (such as issuing of Fixed Penalty Notices) both parents/carers will be liable.

1.11  Where there are concerns about a child’s attendance or attendance is a challenge, it is
our aim to work with our pupils and their families in a supportive manner to improve
attendance by removing any barriers. The Matrix Academy Trust and our schools recognise
the importance of building strong relationships with our pupils and their families.

1.12 Where a pupil has a medical condition (physical or emotional), a disability, a special
educational need or indeed any other factor which may present a barrier to attendance we
uphold our expectation of excellent attendance. We endeavour to work with these pupils
and their families, taking into account their individual needs, in order to make reasonable
and supportive adjustments to facilitate excellent school attendance.

2. AIMS

2.1 To develop attitudes and behaviours that enable pupils to take an active and responsible
role in the adult world.

2.2 To recognise the importance of attendance to the overall achievement of pupils in school.

2.3 To promote a positive attitude towards attendance and punctuality with pupils and
parents/carers and to reward good attendance.

2.4 To monitor and organise procedures to encourage good attendance.

2.5 To create a climate which gives attendance a high profile and ensures that absence for any
reason is kept to a minimum.

2.6 To ensure that non-attendance and poor punctuality are effectively monitored_and
followedup.

3. ROLES AND RESPONSIBILITIES

3.1 ltis the responsibility of all staff, parents/carers and pupils to ensure good attendance and
punctuality at school.

3.2 Each school has a named senior leader responsible for the strategic lead of attendance

3.3  Pupils should:
¢ Be waiting outside their form room for the start of morning registration as published
on the school website. Details can be found in appendix A of the school policy
e Sign in at either the House office or Reception as directed by the school if they arrive after
the close of am registration (as in appendix A)



3.4

3.5

¢ In line with the current guidance Workin her to improv:
if pupils arrive after the close of the registration period (see appendix A) they will be
coded as U (late after registration has closed, which is an unauthorised absence -
pupils are on site, but this is legally recorded as an absence).

¢ Note that afternoon registration is completed from the times specified in appendix A
and pupils must arrive for the start of that registration period

o Present reasons for absence to their Form Tutor / House PA on their return to school.

o Arrive on time for all lessons.

o If available, pupils to record current attendance in planners.

Parents/carers should:

o Contact the school on the first day of absence and on each subsequent day of absence
by telephone before the start of the morning registration period (published on the
school website), giving reasons for absence, followed by a medical evidence, if
applicable, confirming reasons and dates of absence. Please note that the time
required to take a course of medication (such as antibiotics for example) does not
constitute medical approval for that period of time to be taken off school.

o Complete an ‘Absence from School’ request form for any known absence 2 weeks prior
to a known absence. Any application must be made in advance by a parent the pupil
normally lives with (or the pupil if they will be over compulsory school age by the time
of the absence).

¢ Avoid taking their child out of school during term time and especially when school tests
or examinations are taking place.

¢ Phone if their child arrives after the end of the morning registration period ( see appendix A)
Make medical appointments before or after the school day where possible.

¢ Note that they risk being prosecuted by the Local Authority if they fail to ensure their
child attends school regularly.

Teachers/Form Tutors will:

o Promote positive attitudes by pupils towards education and their attendance.

¢ Monitor attendance and punctuality and inform Head of House / Assistant Head of
House of any concerns.

¢ Be vigilant and inform the Head of House / Assistant Head of House if any pupil is
giving cause for concern or if there are patterns of authorised or unauthorized
absence.

¢ Inform pupils of weekly attendance and punctuality and ensure this is written into pupil
planners.

o Ensure that all registers are up-to-date, accurate and completed on time, in accordance
with school procedures and statutory requirements.

e Set a detentions for those pupils who arrive to form after the start of the morning
registration without a validated reason and have not gone through the late gate
(secondary).


https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf

3.6

3.7

Head of House/Assistant Head of House will:

e Maintain effective systems for tackling absence

o Monitor registers on a regular basis to check for trends in absence and punctuality.

o Liaise with Leadership; Attendance Officer/Education Welfare Officer  and other
agencies.

o Ensure that all staff are following procedures on completing registers and refer any

concerns/problems to the Head of House or Leadership.

Check with leadership if pupil absences can be authorised.

Generate data that will produce 100% Attendance Certificates for pupils.

Distribute individual attendance summaries to pupils in their House when required.

Host School Attendance Review Meetings with the Attendance Officer.

Monitor late pupils/vulnerable groups/pupils at risk of becoming persistently absent

(attendance rate under 92%)

¢ Monitor persistently absent pupils (attendance rate under 90%)

¢ Inform the Local Authority if any pupil fails to attend school regularly, or has been
absent without the school’s permission for a continuous period of 4 school days or
more.

e Organise which pupils receive ’keeping in touch’ checks from the Attendance
Officer/Education Welfare Officer.

o Refer to "Keeping children safe in education (2024) statutory guidance for schools and
colleges’ Part One: 'Information for all school and college staff”.

Attendance Officer/Education Welfare Officer will:

¢ Promote positive attitudes by pupils and families towards education

e Engage with and supporting pupils and families in overcoming barriers to
attendance/punctuality, using innovative strategies.

e Visit and work with families in order to pursue concerns about attendance and other
welfare issues. During such visits, formulating strategies, as appropriate, to the family.

e Facilitate effective partnerships between pupils, parents/carers families, the school and
external agencies.

o Liaise between student’'s home and school involving other support agencies as
appropriate, including social services, education, psychologists, medical and
counselling services.

¢ Provide pupils, parents/carers and schools with an effective advice and support service
to develop best practice.

o Advise school staff and parents/carers on the implications of attendance legislation

e Develop and review Attendance Action Plans/Attendance Contracts to support the
improvement of pupil attendance/punctuality

e Support schools in innovative strategies of rewards, incentives and competitions to
encourage good attendance

e Process referrals for pupils who will miss 15 days due to illness ( ensuring that the
council is provided with the name and address of appropriate pupils as required)

e Ensure that all paperwork is completed to process fines

o Liaise with the Designated Safeguarding lead to ensure that a pupil’s social worker and
or youth offending team worker are informed if there are unexplained absences from
school

¢ Facilitate school attendance review meetings with the Head of House/Assistant Head
of House
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Administrators/Head of House PAs will:
Provide a first day phone call to absent pupils in line with good safeguarding practice
Take telephone messages when pupils are absent from school and inform their Head
of House and Assistant Head of House.
Encode current school information system (e.g. SIMS) to explain absences.
Provide Heads of House / Assistant Heads of House with a weekly update of all form
groups’ attendance and punctuality for monitoring.
Provide 100% attendance data for Heads of House and other data as required.
Provide weekly accumulative attendance/punctuality data.

Leadership will:
Set a clear vision for improving and maintaining good attendance
Establish and maintain effective systems for tackling pupil absence

Ensure that parents/carers are informed about the importance of high levels of
attendance and the procedures and criteria for authorising absence.

Consider applications for absence from school and communicate with parents/carers
if the absence is unauthorised.

Collate attendance data at the end of each term and the end of the academic year, or
as required, and set annual attendance targets.

Develop and update strategies to promote and reward good attendance and
punctuality.

Deploy resources (such as pupil premium) appropriately to promote excellent
attendance

Maintain and regularly update attendance leaflet displayed on the school’s website for
all pupils, parents/carers to see. If parents/carers cannot access this online, they can
collect a hard copy from the school’s reception.

Liaise with the Attendance Officer to develop initiatives and strategies to
improve/maintain attendance.

Ensure that the school’s daily attendance data is shared with the DFE

In line with paragraph 36 of Working together to improve pupil attendance 2024, ensure
that every entry is preserved on the attendance and admissions register for 6 years
from the date the data was entered

Monitor and analyse attendance, providing whole school data for internal and external
use.

Inform the Governing Body about rates of attendance, making them aware of the
strategies used to maintain and improve attendance and punctuality.

Chair meetings with Leadership, House Personal Assistants, Assistant Heads of
House, Heads of House and/or the Attendance Officer for pupils with attendance and
punctuality concerns.

Include an Attendance Summary in pupils’ Termly Report to parents/carers

Attend attendance meetings with external agencies

Inform the Local Authority of any pupil who is going to be deleted from the admission
register and those pupils who may be deemed missing in education (in line with
guidance for children missing from education in ‘Keeping children safe in education
2024

Arrange the 100% attendance assembly for each academic year.

Ensure the consistent implementation of this policy and that is does not discriminate
on any grounds

Handle any complaints regarding this policy in line with the school's complaint
procedures
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CEO will:

Provide strategic leadership across the Trust on the national attendance agenda and
leading on the development of, and compliance with, the Trust’s Strategic Plan for
Attendance

Lead on a strategy that supports pupils and families to ensure at least good attendance
and tackle barriers to attending across the Trust, it's schools, specific cohorts of pupils
and individual pupils.

Ensure that each school in the Trust consistently implements current statutory
guidance, legislation, Matrix Academy Trust Policy, procedures and ethos

Set and monitor overall Trust and individual school targets for attendance including
vulnerable groups

Hold schools within the Trust to account for compliance with attendance policies,
processes and strategies.

Be accountable for attendance data, developing and implementing robust data
collection and analysis to identify attendance patterns and trends, providing
recommendations on action.

Design and implement systems for monitoring compliance across the Trust
Report to the Trust Board and other relevant groups within the Trust

Trustees will:

Recognise the importance of school attendance and promoting it across the school’s
ethos and policies.

Ensure school leaders fulfil expectations and statutory duties.

Regularly review attendance data, discussing, and challenging trends, and helping
school leaders focus improvement efforts on the individual pupils or cohorts who need
it most.

Ensure school staff receive adequate training on attendance.
Share effective practice on attendance management and improvement across schools.

Provide support, challenge and accountability to the Trust Strategic Attendance
Manager regarding attendance across the trust.

Have an understanding of the attendance trends across the trust and the actions in
place to improve/sustain high attendance including for vulnerable groups.

Have an understanding of trust attendance performance in comparison to national
averages and progress towards targets

Receive regular reports on an attendance from the CEO



4. Persistent/Severe Absence

4.1 If a pupil’s attendance falls below 90%, they will become a ‘persistently absent’ pupil
and will be monitored closely by the school/Attendance Officer.

4.2 If a pupil’s attendance falls below 50%, they will become a ‘severely absent’ pupil and will
also be monitored closely by the school/Attendance Officer.

4.3 Our academies will work with the local authority and other partners to engage all relevant
services needed to identify and address the wider barriers to attendance these pupils
are facing.

4.4 Academies within the Matrix Academy Trust will inform the Local Authority of any pupil who
fails to attend school regularly, or has been absent without the school’'s permission for
a continuous period of 4 school days or more.

4.5 There are various groups of pupils who may be vulnerable to high absence and become
persistently absent (e.g. Looked after children etc.)

4.6 The school will ensure it provides support to pupils at risk of PA, in conjunction with all
relevant external authorities where necessary.

4.7 The school will use a number of methods to help support pupils at risk of persistent absence
to attend school. These may include:

o Offering catch-up support to build confidence and bridge gaps in learning.

¢ Meeting with the pupil and their parent to discuss patterns of absence, barriers to
attendance, and any other problems they may be having.
Establishing plans to remove barriers and provide additional support.
Leading weekly check-ins to review progress and assess the impact of support.
Making regular contact with the pupil’s parent to discuss progress.
Assessing whether an EHCP plan may be appropriate.
Considering whether an Early Help Assessment may be appropriate
Considering what support for re-engagement might be needed, including with
regard to additional vulnerability.

4.8 Where a pupil at risk of persistent absence is also at increased risk of harm, the school will
work in conjunction with all relevant authorities, e.g. social services, to support the pupil
in line with the school’s duty of care.

4.9 The school will also bear in mind that the continuation of severe or persistent absence
following intervention may, in itself, constitute neglect, and will escalate any concerns in
this regard in line with the Child Protection and Safeguarding Policy.
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5.2

5.3

5.4

5.5

5.6

5.7

5.8

5.9

5.10

5.11

5.12

5.13

5.14

5. Requests for Leave of Absence

Requests for leave in exceptional circumstances should be made at least 2 weeks in
advance of the event and in writing using the Leave of Absence Request Form given in
appendix B.

Retrospective approval for absence cannot be granted. Parents/carers do not have the
right of appeal if a request for a leave of absence is declined, the head teacher’s decision
is final.

Leave of absence will NOT be granted for pupils who are at a level of persistent absence
(less than 90%) or where attendance/punctuality are a concern.

Leave of absence will NOT be granted during periods of public examinations or internal
school assessments.

Leave of absence will NOT be granted for holidays during term time regardless of
circumstances.

Where leave of absence is NOT authorised and parents/carers decide to take pupils out
of school despite the school’s decision, absence will be recorded as unauthorised and
subject to a fixed penalty notices (fine).

If the schools grants a leave of absence request and subsequently obtains evidence that
indicates an application was falsified, the school reserves the right to amend the child’'s
attendance records to record the absence as unauthorised and apply for the issuing of
a fixed penalty notice.

Where a pupil fails to return to school after an agreed period of leave of absence,
absence will be recorded as unauthorised, a fixed penalty notice (fine) requested and
they may be reported to the Local Authority as ‘A Child Missing in Education’ and
potentially lose their place at the school.

Please note that there is now a national framework for penalty notices and a clear
escalation process for repeat offences, with a two penalty notice limit ( appendix C)

A penalty notice is an out of court settlement which is intended to change behaviour
without the need for criminal prosecution. If repeated penalty notices are being issued
and they are not working to change behaviour they are unlikely to be most appropriate
tool. Therefore, from autumn term 2024, only 2 penalty notices can be issued to the same
parent in respect of the same child within a 3 year rolling period and any second notice
within that period is charged at a higher rate:

The first penalty notice issued to a parent in respect of a particular pupil will be charged
at £160 if paid within 28 days. This will be reduced to £80 if paid within 21 days.

A second penalty notice issued to the same parent in respect of the same pupil is charged
at a flat rate of £160 if paid within 28 days.

A third penalty notice cannot be issued to the same parent in respect of the same child
within 3 years of the date of issue of the first. In a case where the national threshold is
met for a third time (or subsequent times) within those 3 years, alternative action should
be taken instead. This will often include considering prosecution, but may include other
tools such as one of the other attendance legal interventions.

Once 3 years has elapsed since the first penalty notice was issued a further penalty
notice can be issued, but in most cases it would not be the most effective tool for
changing what may have now become an entrenched pattern of behaviour.



6.3

6. Holidays

6.1 The Headteacher will not be able to grant any leave of absence during term time except
under exceptional circumstances. The Headteacher may consult with the CEO for approval,
considering the specific facts and circumstances and relevant background context behind each
request.

6.2 This applies to all pupils who are required to be in statutory education.

If a parent/carer decides to take a holiday in term time and it has not been authorised, the
academy will request from the local authority that they receive a Fixed Penalty Notice (FPN)
and have to pay £80 for each child removed from school. This would need to be paid
within 21 days and, if not paid within this time, the charge will rise to £160 per parent
per child and must be paid within 28 days to avoid potential prosecution. An escalation
process for repeat offences will be followed as outlined in section 5 and appendix C.

7. Managing Absence
A range of strategies will be used to support pupils in achieving excellent attendance
Our schools will:

e Establish a range of specific, evidence-based interventions to address barriers
to attendance.

¢ Monitor the implementation and quality of escalation procedures and seek robust
evidence of the escalation procedures that work.
e Consider if an Early Help Assessment is appropriate
e Attend or lead attendance reviews in line with escalation procedures and develop
an Attendance Support Plan
e Establish robust escalation procedures which will be initiated before absence
becomes a problem by:
- Sending letters to parents/carers.
- Engaging with LA attendance teams.
- Using fixed penalty notices.
- Creating attendance clinics.

Pupils with attendance below 90% will be required to provide the school with medical
evidence to be able to authorize further absence (please note for schools within the
Birmingham local authority ,fast track procedures will be followed with regards to requiring
medical evidence).

Schools are under no obligation to provide work for pupils who are absent from school,
unless pupils are taking part in sporting/arts/theatre events as part of professional
organisation and permission has been received from the local authority.

Remote learning for pupils unable to attend school will only be provided in exceptional
circumstances (e.g. long-term iliness supported by medical evidence, unexpected school
closure).



8. SEND and Health-Related Absences

We recognise that pupils with SEND and/or health conditions, including mental health
issues, may face greater barriers to attendance than their peers, and will incorporate
robust procedures to support pupils who find attending school difficult.

In line with the SEND Policy and Supporting Pupils with Medical Conditions Policy, the
school will ensure that reasonable adjustments are made for pupils with disabilities to
reduce barriers to attendance, in line with any EHCP plans that have been implemented.

The school will secure additional support from external partners to help bolster
attendance where appropriate.

Where the school has concerns that a pupil’'s non-attendance may be related to mental
health issues, parents/carers will be contacted to discuss the issue and whether there
are any contributory factors to their child’s lack of attendance.

Where staff have a mental health concern about a pupil that is also a safeguarding
concern, they will inform the Designated Safeguarding Lead and the Child Protection and
Safeguarding Policy will be followed. All pupils will be supported with their mental health
in accordance with the school’s Social, Emotional and Mental Health (SEMH) Policy.

If a pupil is unable to attend school for long periods of time due to their health, the school
will:

¢ Inform the local authority if a pupil is likely to be away from the school for more
than 15 school days.

e Provide the local authority with information about the pupil’'s needs, capabilities
and programme of work.

o Help the pupil reintegrate at school when they return.

o Make sure the pupil is kept informed about school events and clubs.

e Encourage the pupil to stay in contact with other pupils during their absence.

The school will implement an Attendance Support Plan to help any pupils with SEND
and/or health issues cope with the stress and anxiety that attending school may cause
them. Such plans will be regularly monitored and reviewed until the pupil is attending
school as normal and there has been signs of significant improvement.
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1.3

11.4

1.5

9. Legal Intervention

The school will allow sufficient time for attendance interventions and engagement
strategies to improve pupils’ attendance; however, where engagement strategies to
improve attendance have not had the desired effect or parents/carers fail to engage in
the support being offered, the Attendance Officer will consider statutory action.

This may involve requesting the local authority to issue a fixed penalty notice (fine);
referring to the LA for prosecution as a final resort and referring to children’s social care
where there are safeguarding concerns.

Further information on legal intervention can be found in the DFE statutory guidance
‘Working together to improve school attendance’ 2024

10. Children Missing in Education

Where a pupil has been absent from school for a period of 20 consecutive school days
without authorisation or has not returned within 10 days after an authorised absence a
pupil can be removed from the admissions register when the school and LA have failed
to establish the whereabouts of the pupils.

11. Reduced Timetables

Placing a pupil on a reduced timetable may be used as a strategy to support a pupil who
is finding attending school a challenge.

The use of part time or reduced timetables are used as a short term (ideally for no more
than 6 weeks) measure to ensure the successful return to full time education.

The decision to place a pupil on a reduced timetable must be approved by the
Headteacher.

Reduced timetables will be reviewed every two weeks, with the aim of increasing the
timetable at each review point.

These pupils must also be reported to the local authority.


https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf

12.1

12.2

12.3

12. Elective Home Education

Parents/carers are within their rights to make requests for home educate their children
however, it is the ethos of the Matrix Academy Trust that children are best placed to learn
in school and therefore requests for flexi-schooling arrangements will not be granted and
home education discouraged.

Any such requests should be placed in writing to the Headteacher.

The school will liaise with the Elective Home Education team within the local authority
prior to removing any pupil from the school roll

13. Other documents and legislation which relate to this

policy include:

o Working Together to Improve School Attendance — Department for Education
2024

e Equality Act 2010

¢ UN Convention on Rights of The Child 1992

e Education Act 1996

¢ Keeping Children Safe in Education - Department for Education 2025

e Children Missing in Education - Department for Education 2016

e Ensuring a good education for children who cannot attend school because of
health needs - Department for Education 2013

o Education (Pupil Registration) (England) Regulations 2006

e Education (Pupil Registration) (England)(Amendment) Regulations 2013

e Education (Pupil Registration) (England) (Amendment) 2012 & 2013

o Education (School Attendance Targets) (England) Regulations 2007

e Education (School Attendance Targets) (England) (Amendment) Regulations
2010

e Education for Children with health needs who cannot attend school 2023

e Safeguarding Policy

e Behaviour Policy

e Special Needs/Inclusion Policy/Core Offer

e Supporting pupils at school with medical conditions 2015

o Pupil Premium Strategy

e Complaints Policy



Appendix A — School Procedures — Etone College

Morning Registration

The school gates open to welcome pupils at 8:15 am and close at 8.45 am. Pupils arriving after the gates
have closed will receive a ‘late gate’ detention if they arrive between 8.45 am and 9:15 am. This ‘late gate’
detention is served at break time with a member of the pastoral team. If they miss the breaktime detention,
then they sit the detention at lunch on the stage. If they miss the lunch detention, then they are set an after-
school detention. Pupils who are late, after the gates have closed, will be marked as late before the
register closes (L code). If pupils are persistently late, this will result in a parent meeting with the pupil's
Head of House.

Morning registration is open from 8.45 am until 9.15 am. Pupils arriving after registration closes (after 9:15
am), will be marked as late after register closes. Currently, if a pupil arrives after 9.15 am they are U coded.
This is an unauthorised absence and negatively impacts a pupil’s attendance percentage.

Afternoon Registration

Afternoon registration is open from 2.15 pm. Pupils arriving after registration closes (after 2.30 pm), will be
marked as late after register closes (U code). This is an unauthorised absence and negatively impacts a
pupil’s attendance percentage.

Lesson Registration

At Etone College attendance and punctuality registers are also taken for individual lessons. If a pupil
truants a lesson, then they will be isolated, and pending investigation may result in a suspension. This will
depend on the nature and circumstances of the truancy.

Leaving the Premises During the School Day

If a pupil leaves the school premises during the school day without permission, then parents/carers are
informed immediately when school become aware. This is unlikely, as weekly checks are completed of the
school perimeter.

If they are to be collected by parents/carers for an appointment, parents should collect their child from
reception. We also need to be given notice, as a school, by the parents/carers. Pupils who are unwell must
be collected by an adult if they are authorised to go home.

Notifying the school of your child’s absence

Parents/carers must notify school on the first day the child is unable to attend school by 8:30 am.
Parents must give detailed reasons for absence. For example, “child has a throat infection/sickness bug”
rather than just ‘unwell/poorly’. Parents must call the school for each day their child is absent.

Name of person absence should be reported to: Reception or House PA

Contact Details: 024 7675 7300

Where a child (including those of non-statutory school age) is absent from school and parents/carers have
not contacted the school to inform them of the reason for absence, the school will record an unauthorised
absence and follow safeguarding procedures to ascertain the reason for absence and whereabouts of the
pupil.

This may involve the school contacting parents and other named contacts on record. If by the third day of
absence a pupil has not returned to school, no contact has been made, the school will carry out a home
visit and report the absence as a safeguarding concern. Where there are pre-existing concerns about the
safety or well-being of a pupil, the school will carry out a home visit on the first day of absence. Where
there are serious concerns about the safety and well-being of a pupil whose reason for absence is not
known the school will contact the police, local authority or social services.

Member of Leadership responsible for attendance is: Mr T Evers
Contact details: 024 7675 7300
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Appendix B:
Request for Leave of Absence

PARENTAL REQUEST FOR
PUPIL ABSENCE FROM SCHOOL

Parents should be aware that any absence from school, for whatever reason, would have a
detrimental effect on the child’s learning and progress.

Only in EXCEPTIONAL CIRCUMSTANCES should parents apply for their child’s release from school
for ANY REASON.

Should this be necessary, please complete the form below and return it to your child’s school address

No later than 2 weeks prior to the essential absence

Pupil’s Name: Form:
Pupil Date of Birth:

Absence requested from (start date): To (end date):

Reason for this request:

| request permission for my child to be absent from school on the above dates. | understand that this
absence will disrupt my child’s learning and | will ensure that my child completes all work that they miss
as a result of their absence. | understand that if my child misses an external examination through
absence | will be required to pay for the examination fees.

| am aware that my child will be removed from school roll if he/she is out of school for more than
20 consecutive days, and details of any holiday taken will be passed on to the Education Welfare

Service.
Parent 1/carer 1 full name: Parent 1 / carer 1 relationship to child:
Parent 1 / carer 1 date of birth: Parent 1/ carer 1 phone number:

Parent 1/ carer 1 address and postcode:

Parent 2/carer 2 full name: Parent 2 / carer 2 relationship to child:

Parent 2 / carer 2 date of birth: Parent 2 / carer 2 phone number:

Parent 2 / carer 2 address and postcode:

Signed (Parent/Guardian): Date:




Date received:

Attendance percentage to date:

Previous requests: Y7 Y8 Y9 Y10 Y11 Y12 Y13
Y N Y N Y N Y N Y N Y N Y N

Request approved/denied: APPROVED DENIED

Signed: Date parents
informed of decision:

COPY TO CPOMS



Appendix C:

PENALTY NOTIGE FINES FOR
SCHOOL ATTENDANGE ARE

CHANGING

Academy Trust

With the introduction of the new national framework for penalty notices, the
following changes came into force for penalty notice fines issued
after 19th August 2024

PER PARENT, PER CHILD

Penalty Notice Fines will be issued to
each parent, for each child that was
absent.

For example; 3 siblings absent for
term time leave, would result in each
parent receiving 3 separate fines
(6 in total)

1ST OFFENCE

The first time a Penalty Notice is issued
for Term Time Leave or irregular

attendance the amount will be £160 per
parent, per child paid within 28 days.
Reduced to £80 per parent, per child if
paid within 21 days.

5 CONSECUTIVE DAYS OF TERM TIME
LEAVE

Penalty Notices Fines will be issued for
Term Time Leave of 5 or more consecutive
days. Inset training days are school days
and can be included in the 5 or more
consecutive days where there was an
intent to be absent for the term time
leave.

10 sessions of unauthorised absenceina
10 -week period
Penalty Notice Fines will be considered
when there has been 10 sessions of
unauthorised absence in a 10 week period

2ND OFFENCE (within 3 years)

The second time a Penalty Notice is issued
for a term Time Leave or Irregular
Attendance the amount will be £160 per
parent, per child paid within 28 days.

3RD OFFENCE AND ANY FURTHER OFFENCES (Within 3 years)

The third time an offence is committed for Term Time Leave or Irregular Attendance a
Penalty Notice will not be issued, and the case will be presented straight to the
Magistrates' Court. Magistrates' fines can be up to £1000 per parent, per child.

Cases found gullty in the Magistrates' Court can show on the parents future DBS
certificate, due to failure to safeguard a child’s education.

Academy Trust

[DUCATION WITHOUT CXCEPTION



