
  
 
 ATTENDANCE POLICY 
 
 
1. Rationale 
 
Good attendance and punctuality ensure optimum available use of teaching and learning time. 
 
2. Aims 
 
To actively encourage attendance and punctuality. 
To actively promote a minimum expected attendance figure of 96% for all our pupils. 
 
3. Objectives 
 
3.1 To promote attendance through a positive school environment. 
3.2 To work closely with parents:- 

3.2.1 To alert them to their legal responsibilities for attendance; 
3.2.2 To inform them how to apply for leave of absence for special circumstances; 
3.2.3 To identify procedures for contacting the Academy over absence; 
3.2.4 To indicate the procedures the Academy will use to follow up short or long term absence; 
3.2.5 To clarify action to be taken by parents to confirm absence. 

3.3 To maintain accurate records of attendance, punctuality and reasons for absence through tutor group 
registers. 

3.4 To check registers regularly for any patterns of absence and act accordingly. 
3.5 To acknowledge the legal status of registers and ensure appropriate security. 
3.6 To report on authorised and unauthorised absence as required by the DFEE. 
 
4. Procedures and Practice 
 
4.1 Staff and pupils promote and support a positive personal, social, moral and spiritual culture throughout 

the Academy. 
4.2 Good attendance will be acknowledged in pupils' reports. 
4.3 Through the Academy prospectus to inform parents of the procedures and practices regarding 

attendance (Appendix 1). 
4.4 Form Tutors and Heads of Year will be vigilant in checking registers for any patterns of absence, 

informing parents and involving the Educational Safeguarding Team (EST) as appropriate. 
4.5 Form Tutors will keep accurate records of attendance, punctuality, and reasons for absence. 
4.6 Selwood Academy follows the Local authority Code of Conduct to address attendance.  This may 

include the use of statutory powers which involves the use of penalty notices and court prosecution.  
Schools will now be able to request, to the Educational Safeguarding Team, an immediate penalty 
notice for parents whose children have 10 consecutive sessions (5 days) unauthorised leave within the 
last 12 weeks. Schools can issue a warning penalty notice where there are 10 unauthorised session or 
more in the last 12 weeks. The criteria for ‘passing’ a warning has moved from 90% attendance in the 
15 day period to 100% attendance.  Parents taking their child on holiday during term time will be subject 
to unauthorised absence. Leave can only be granted for exceptional circumstances.  See appendices.  
(Appendices I, II).   

4.7 Parents will be required to provide medical evidence for any absence of three days consecutively.  
4.8 Persistent poor attendance and lack of engagement with EST support may result in prosecution.  
 

 
 
 
 
 
 



The Selwood Academy Attendance Guidelines for Parents and Pupils will be included in the prospectus and will 
contain the following information about attendance:- 
 
 

o A reminder to parents that absence has a detrimental effect on children’s progress; 
 

o A statement promoting 100% attendance and parents' responsibilities in support of this aim; 
 

o A requirement that reasons for absence are confirmed by letter, telephone or email; 
 

o A request for telephone confirmation of legitimate absence on every morning, otherwise the 
Academy will phone to ascertain the reason for absence. 

 
o the need to request permission from the Academy in advance of planned extended absence 

using the forms available from Reception; 
 

o knowledge that any concerns about patterns of absence will be communicated to parents as 
soon as they are identified; 

 
o Confirmation that the Academy reviews attendance and punctuality fortnightly and PTL’s may 

request assistance from the EST through the completion of an Early Help Assessment (this 
does not require parental consent). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
APPENDIX I   Attendance Matters Leaflet 



 
 



 

 

 

 
 

 

APPENDIX II 


