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1. Introduction  

This Policy sets out the framework for how Edgar Wood Academy will secure good attendance.  

2. Policy statement  

Edgar Wood Academy (EWA) is committed to ensuring that students and parents/ carers understand 
the absolute importance of full attendance at school. Absence has a detrimental effect on a 
student’s academic progress; indeed, it is the greatest determinant of underachievement at all 
phases. Poor attendance or sporadic absences may also be an indicator of underlying issues that 
need resolving either inside or outside of school. Absence from school may also mean that a young 
person is more vulnerable to safeguarding risks, such as sexual and criminal exploitation, including 
county lines activity. As such, our school invests time and money in working with families to make 
student attendance a top priority. We take our duty to safeguard children and our mission to 
challenge educational and social disadvantage seriously. Securing great attendance for all students is 
at the heart of our work. We work tirelessly to create a culture in our school where students want to 
attend, and we see great attendance as a benchmark of our climate.  

3. Scope and purpose  

At Edgar Wood Academy we aim to achieve the following:  

• To create an environment in which students are enabled to become mature and industrious, 
accepting responsibility for their own actions and preparing for future success.  

• To form an active partnership with parents / carers to support the learning of their children.  
• To ensure regular contact with students in order to safeguard their well-being.  
• To provide every opportunity for our students to secure outstanding outcomes and reach 

their full potential.  
 

This policy is underpinned by the following legislation and guidance:  

• The Education Act 2002  
• Keeping Children Safe in Education (2018)  
• Working Together to Safeguard Children (2018)  
• Attendance guidance DfE (2018)  
• The Education (Pupil Registration) (England) Regulations 2006 and latest amendment 2016  
• Working together to improve school attendance DFE May 2022 

 

This policy relates to many other Trust policies and, in particular, the following:  

•  Behaviour and anti-bullying policy  
•  Safeguarding and Child Protection (including Prevent)  

 

4. Responsibilities 

4.1 Altus Education Partnership will:  

• Review and revise the Trust Attendance and Punctuality Policy 
• Set and review Trust level targets for attendance and punctuality as part of the annual 

setting of performance targets 

4.2 The Local Governing Board will: 
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• Ensure that the strategies in place to implement the Attendance Policy throughout the 
school are known by parents/carers 

• Review the impact of the policy on the attendance and punctuality of students through the 
termly reporting from senior leaders  

• Scrutinise attendance key performance indicators (including elective home education, 
managed moves in and out, fixed term exclusion and the use of alternative provision)  

• Hold SLT to account for explaining patterns of attendance within and between academies  
• Hold SLT to account for annually reviewing the attendance policy  

 

4.3 EWA will:  

• Accept that outstanding attendance is everyone’s responsibility  
• Formally recognise good attendance and punctuality (above 97%)  
• Challenge attendance that is less than good and set targets for students to improve  
• Intervene when poor attendance / punctuality becomes a problem and before it becomes a 

habit  
• Follow up on any non-attendance with no contact from parents on the first day of absence 

through the following: email message, text message and or phone call  
• Deal sympathetically with any problem a student may have which is causing attendance / 

punctuality to decline and always stay in regular contact with parents / carers  
• Act swiftly to reduce absence, in particular persistent absence, with a specific focus on 

immediate support for vulnerable learners  
• Work actively with children and families to emphasise the benefits of high attendance; to instil 

and reinforce good habits of attendance from the start of their educational journey  
• Ensure every child of statutory school age has access to full time education  
• Communicate a clear and transparent process around the management of attendance to parents 

and carers following the listed process: prevention and reward / recognition; support and 
challenge with punitive measures where necessary; and legal action and / or external agencies 
when other measures have no impact  

• Only in exceptional circumstances warrant a leave of absence  
• Involve other external agencies if we believe there could be wider safeguarding issues 

surrounding the child 

4.4 The Academy’s Senior Leadership team will:  

• Scrutinise the use of attendance codes  
• Oversee decisions regarding elective home education and permanent exclusion  
• Form positive relationships with students and parents / carers  
• Ensure that there is a whole academy approach which reinforces good school attendance  
• Monitor the implementation of the Attendance Policy and ensure that the policy is reviewed 

annually  
• Ensure that the Registration Regulations, England, 2006, and other attendance related 

legislation is complied with  
• Ensure that there is a named member of the school leadership team to lead on attendance 

and allocate sufficient time and resources  
• Return school attendance data to the Local Authority and the Department for Children, 

Schools and Families as required and on time  
• Ensure that systems to report, record and monitor the attendance of all students, including 

those who are educated off-site, are implemented  
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• Ensure that attendance data is collected and analysed frequently to identify causes and 
patterns of absence and is then interpreted to devise solutions and to evaluate the 
effectiveness of interventions  

• Develop a multi-agency response to improve attendance and support students and their 
families 

4.5 The senior leader responsible for attendance will: 

• Lead initiatives to promote the importance of good attendance  
• With the support of the pastoral team, analyse data on attendance and punctuality on a 

weekly, half-termly, and termly basis and prepare reports, as required, for the senior 
leadership team and local governing board.  

• With the support of the pastoral team, develop and update the attendance risk register 
(register of students at risk of persistent absence, persistently absent or severely persistent 
absent)  

• Oversee the arrangements for pupil admissions, deletions from roll and 
(attendance/pastoral) review meetings and quality assure individual attendance support 
plans 

• Ensure compliance with the DFE statutory guidance on Children Missing Education  
• Ensure first day absence contact is in place where absence is not reported by parents/carers  

4.6 The attendance officer/head of year will:  

• Monitor registration daily and ensure any missing marks are quickly resolved to ensure 
pupils are safe 

• Be the first point of contact for parents/carers and relevant school staff regarding pupil 
absence and appointments  

• Implement first day absence contact where absence is not reported by parents/carers 
• Monitor attendance on a daily, weekly, half-termly and annual basis for students who have 

been identified at risk of persistent absence, are persistently absent or severely persistently 
absent 

• Ensure home visits are prioritised for cases of unreported absence and for vulnerable 
families. 

• Work with the senior leader responsible for attendance to maintain an up-to-date 
attendance risk register which identifies students at risk of persistent absent, those at the 
persistent absence threshold and those with severe persistent absence 

• Lead pastoral review meetings to develop individual attendance support plans/pastoral 
support plans for students on the attendance risk register  

• Issue appropriate sanctions for students for whom attendance is a cause for concern 
• Co-ordinate the support plan for students beginning the school in-year and those students 

who are returning to school following a prolonged period of absence  
• Work with the Educational Welfare Officer to implement attendance panels  
• Issue a penalty notice when there has been 5 unauthorised absences in a half term or 7 in a 

full term and liaise with the local authority regarding prosecution. 

4.7 Form tutors/class teachers responsible for registering attendance will:  

• Provide regular advice, encouragement, challenge, and support to the class as a whole and 
individually to pupils about the importance of regular attendance and punctuality using the 
weekly data available on Arbor 

• Ensure that the statutory attendance register using Arbor is taken and the start of the first 
session of the school day and at the start of the first afternoon session 
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• Be alert and deal with any signs of disaffection which could result in poor attendance and 
punctuality are provided to the attendance and family support worker and the pastoral 
team/heads of year 

• Form positive relationships with students and parents / carers  
• Comply with the Registration Regulations, England, 2006, and other attendance related 

legislation  
• Contribute to the evaluation of school strategies and interventions  
• Work with other agencies to improve attendance and support students and their families  

4.8 SENDCo/DSL and designated teacher for cared for children/CWSW will:  

• Provide additional advice and guidance where students with SEND and/or those who have a 
social worker are not meeting attendance expectations 

• Ensure that the plans to improve attendance are a part of SEN support plans, EHCP reviews, 
Child in Need plans, Child protection plans and Personal Education Plans   

• Ensure attendance expectations are made communicated and made clear to professionals 
supporting a student 

• With the Attendance and Family Support officer, ensure close monitoring of the attendance 
of these student groups 
 

5.0 The attendance and punctuality expectations of pupils and parents 

5.1 Section 7 of the Education Act 1996 places a duty on parents/carers to ensure children of 
compulsory school age receive efficient full-time education suitable to the child’s age, ability and 
aptitude and to any special needs the child may have. Parents/carers have a legal duty to ensure 
their child’s regular att4endnace at the school where they are registered.  

5.2 The target for all students is to achieve 100% attendance and 100% punctuality. The minimum 
expectation for all students is attendance over the academic year of 97%. 

5.3 If your child is absent from school on a regular basis, they are damaging their future life choices. 
Nationally, it has been proven that children with poor attendance in primary school miss out on 
making the expected progress in vital literacy and numeracy skills and find it difficult to catch up. In 
secondary school, 19 days’ absence correlates, on average, to a grade at GCSE in all subjects. 

• If your child is absent for 3% of the school year, they will have missed almost 6 days of 
teaching  

• If your child is absent for 5% of the school year, they will have missed almost 10 days of 
teaching 

• If your child is absent for 10% of the school year, they will have missed 20 days of teaching  

 

5.4 We expect that students will:  

• Aim to achieve 100% attendance and punctuality by arriving to school on time every day  
• Always attend school unless prevented by a specified illness or unavoidable circumstances  
• Always arrive to school and lessons on time  
• Speak to the appropriate member of staff if there are any problems that may affect attendance, 

punctuality and/or learning  

5.5 We expect that parents /carers will:  
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• Encourage their child to attend school daily, be punctual and inform the school immediately if 
their child is absent  

• Inform the school, in advance of any hospital appointment unavoidably scheduled during school 
time via the Head of Year, providing evidence eg appointment card  

• Inform the school of any problems which might affect their child’s attendance  
• Cooperate with the school if their child’s attendance / punctuality is unsatisfactory  
• Make requests for special leave of absence for their child during term time by completing in 

advance an ‘Application for Leave in Exceptional Circumstances’ form which is available from the 
Headteacher’s PA  

• Notify the school of their child’s absence on the first day of absence 

6.0 Start and close of the school day 

Our school day starts at 8.40am and ends at 3.00pm. School opens for free breakfast at 8.00am. 
Students are expected to attend for enrichment session every Tuesday between 3.00 – 4.00pm. 
Students arriving after 8.45am will need to enter school via the main entrance.  

6.1 Registration  

Morning registration takes place in form time between 8.40am – 9.00am. Afternoon registration 
takes place at the start of period 4 which is 12.45pm  

6.2 Register closing time 

Our registers close at 9.30am.  If you child arrives after the registers have closed. If a student arrives 
after 8.40am they will receive a late mark.   If a student arrives after 9.30am then an unauthorised 
absence code of ‘U’ will be applied to the register. We ask that all students are in the school building 
no later than 10 minutes before the official start time so that they can get prepared and organised 
for the learning that day.  

6.3 Processes for requesting leaves of absence  

6.4 Leave of absence during term time 

Only in exceptional circumstances will leave of absence be warranted. Senior leaders will at the 
Academy will consider each application individually, considering the specific facts and circumstances 
and relevant background context behind the request. 

 If a leave of absence is granted, the headteacher will determine the length of the time the pupil can 
be away from school.  

As head teachers can only grant leaves of absence in exceptional circumstances it is unlikely a leave 
of absence will be granted for the purposes of a family holidays  

7.0 Name and contact details of the senior leader responsible for attendance  

Parents and carers should contact the following members of staff in relation to school attendance:  

Attendance and Family Support 
Worker  

Ms Hamilton s.hamilton@edgarwood.org 

Head of Year 7  Ms Reilly j.reilly@edgarwood.org 
Head of Year 8  Ms Dobson  s.dobson@edgarwood.org 
Assistant Head teacher 
(Pastoral) 
Responsible for the strategic 
approach to attendance   

Mrs Jackson- Horner  s.jackson-
horner@edgarwood.org 

mailto:s.hamilton@edgarwood.org
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8.0 The school’s day to day processes and procedures for managing attendance  

• The Register is a legal document which must be completed fully and on time at AM and PM 
registration and then for every lesson throughout the day. Should a student not be in 
registration, they should be marked absent; however, if form tutors are aware of any 
appointments elsewhere, in or out of school, these should be recorded using the relevant 
code. As a school we follow the Department for Education guidance on the use of 
attendance codes and do not deviate from this.  

• Staff must take a register in every lesson. If a member of staff suspects that a student is 
missing from the lesson, then they should notify the Head of Year. 

9.0 Monitoring student attendance/ the attendance of your child 

9.1 EWA has in place a coherent system of rigorously monitoring student attendance. Class teachers, 
subject teachers, form tutors, Head of Year, senior leaders and the Education Welfare Officer all play 
key roles in this system and Arbor (the school’s management information system) is used to manage 
this information.  

9.1 If a telephone call from parents / carers is not forthcoming, then the absence will be treated as 
unauthorised. A home visit will be conducted as a priority this will be an opportunity to check the 
welfare of the child and explain the possible consequences of a fine if attendance does not improve.  

9.3 Appropriate outside agencies i.e., the Social Worker will be contacted by a member of the 
Safeguarding team on the first day of an unexplained absence for any child with a Child Protection 
Plan.  

9.4 If a student is absent for three consecutive days (and contact has been made from home), 
contact will be made with home to gauge when the student will be returning to the academy and to 
provide support if the child is able to work online, if appropriate. 

 9.5 Unauthorised absence reports will be generated and a letter asking for an explanation is sent 
home. 

 9.6 If there is a suspected pattern developing in the absences of a particular student, or group of 
students, then a registration certificate can be printed from Arbor.   

9.7 Parents/ carers will be notified through the Arbor Management Information System (MIS) to 
inform them when their child is late. In EWA, lateness results in a same-day correction in line with 
the behaviour policy 

10.0  Medical and dental appointments  

These should be made outside school hours. Any urgent medical and dental appointments must be 
authorised by contacting the Head of Year and providing evidence e.g. appointment card. If the 
absence is authorised, parents / carers must ensure they collect the student from reception as no 
student will be allowed out of the academy unaccompanied. Parents / carers must also ensure that 
the student is aware of the appointment and is ready waiting at the authorised time. It is not the 
responsibility of the academy to inform students of appointments. In emergency situations, we will 
ensure the student is aware of the appointment. In any other circumstances, the student has to 
make their own way to reception at the authorised time. 

 

11.0 Religious leave of absence  
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For a day set aside exclusively for religious observance, students will be granted one day for each 
occasion of religious observance. These absences, if granted, will be recorded as authorised using 
the ‘R’ code on SIMS. These are the codes as stipulated by the Department for Education and whilst 
absence is authorised, it does count against the child’s attendance. This is the national policy 

 12.0 How the school is promoting and incentivising good attendance 

100% attendance is recognised in celebration assemblies and through a variety of rewards 

Outstanding achievement can only be achieved if it is recognised to be everyone’s shared 
responsibility.   

13.0 The school’s strategy for reducing persistent and severe absence  

13.1 Any student who has an overall attendance of below 90% is in the persistent absence category.  

13.11 If a student’s absence goes below 90%, the student will be formally monitored with parental 
involvement. 

 13.12 The persistent absence threshold is 10%. If a student’s individual overall attendance rate is 
greater than or equal to 10%, the child will be classified as a persistent absentee.  

13.2 Pupils at risk of becoming persistently absent  

13.21 Regular monitoring of attendance will identify pupils at risk of becoming persistently absent. 
At EWA low attendance is defined as overall absence being greater than or equal to 5%. At EWA we 
will:  

• Proactively use data to identify pupils at risk of poor attendance.  
• Work with each identified pupil and their parents to understand and address the reasons for 

absence, including any in-school barriers to attendance. 
• Where out of school barriers are identified, signpost and support access to any required 

services in the first instance. If the issue persists, take an active part in the multi-agency 
effort with the local authority and other partners. Act as the lead practitioner where all 
partners agree that the school is the best placed lead service. Where the lead practitioner is 
outside of the school, continue to work with the local authority and partners. 

Where pupils are at risk of becoming persistently absent parents and carers are expected to: 

• Work with the school and local authority to help them understand their child’s barriers to 
attendance.  

• Proactively engage with the support offered to prevent the need for more formal support. 

13.3 Persistently absent pupils  

13.31 Any student who is PA will be monitored and further interventions appropriate to the 
individual situation put in place. Pastoral staff will meet with students and their families whose 
attendance cause concern. Where necessary, home visits will be made. In situations of persistent 
truanting, a parent/ carer may be fined.  

13.32 At EWA, we will 

• Put additional targeted support in place to remove any barriers. Where necessary this includes 
working with partners.  

• Where there is a lack of engagement, hold more formal conversations with parents and be clear 
about the potential need for legal intervention in future.  
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• Where support is not working, being engaged with or appropriate, work with the local authority 
on legal intervention.  

• Where there are safeguarding concerns, intensify support through statutory children’s social 
care. Work with other schools in the local area, such as schools previously attended and the 
schools of any siblings. 

13.3 Where pupils are persistently absent parents and carers are expected to: 

• Work with the school and local authority to help them understand their child’s barriers to 
attendance.  

• Proactively engage with the formal support offered – including any parenting contract or 
voluntary early help plan to prevent the need for legal intervention. 

13.4 Severely absent pupils 

13.31 At EWA we will 

Support pupils and parents by working together to address any in-school barriers to attendance.  

• Where barriers are outside of the school’s control, we will work with partners to support pupils 
and parents to access any support they may need voluntarily. This will include meeting with 
pupils and parents at risk of persistent or severe absence to understand barriers to being in 
school and agreeing actions or interventions to address them. This may include referrals to 
services and organisations that can provide support. These actions should be regularly discussed 
and reviewed together with pupils and families.  

• If the needs and barriers are individual to the pupil this may include provision of mentoring, 
careers advice, college placements, 1-2-1 tuition or out of hours learning, or where appropriate 
an education, health and care plan or alternative provision.  

• Where the needs are wider and a whole family response is more appropriate, this is likely to 
include a voluntary early help assessment.  

• Where engagement in support is proving challenging, the school will hold more formal 
conversations with the parents. This will be led by the senior leader responsible for attendance 
and may include the school’s point of contact in the local authority School Attendance Support 
Team. These meetings will clearly explain the consequences of persistent and severe absence to 
the pupil and family and the potential need for legal intervention in future but should also be an 
opportunity to continue to listen to and understand the barriers to attendance and explain the 
help that is available to avoid those consequences.  

13.32 Where voluntary support has not been effective and/or has not been engaged with we will 
work with the local authority to:  

• Put formal support in place in the form of a parenting contract or an education supervision 
order.  

• Issue a fixed penalty notice where support would not be appropriate or has not been successful 
or engaged with and it is likely to change the parents’ behaviour.  

• Intensify support through statutory children’s social care involvement where there are 
safeguarding concerns, especially where absence becomes severe (below 50% attendance).  

• Prosecute parents where all other routes have failed or are not deemed appropriate. This could 
include making the case for a community or parenting order where the parent is convicted to 
secure engagement with support. 

• The use of fixed penalty notices and other sanctions  

14.0 Legal sanctions 
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 14.1 Our academy will work hard to engage with all our families to ensure that, where attendance 
of a student is a concern, appropriate support is identified and implemented, where appropriate and 
where possible. We expect that all parent / carers will engage positively with support and that 
attendance will improve as a result. However, as a last resort, the academy will fine parents/carers 
for the unauthorised absence of their child from school (where the child is of compulsory school age) 

14.2 If issued with a penalty notice, parents/carers must pay £60 within 21 days or £120 within 28 
days. The payment must be made directly to the local authority.  

14.3 The decision on whether to issue a penalty notice ultimately rests with the Headteacher, 
following the local authority’s code of conduct for issuing penalty notices. 

15.0 The school’s strategy for using data to target attendance improvement efforts to pupils or 
pupil cohorts who need it most  

15.1 Weekly monitoring  

15.12 The attendance and family support worker will:  

• Produce weekly attendance and punctuality data for form tutors, heads of year and the 
Assistant Head teacher with responsibility for Attendance.  

• Display weekly data on attendance and punctuality in prominent place visible to students  
• Issue a behaviour point and detention for a student who has been late. 
• Contact parents/carers by telephone to inform them of the school’s concerns regarding 

attendance and/or punctuality, particularly if there are patterns to absence or lateness 
• Contact parents/carers by telephone if their child’s aggregated attendance for the year 

falls below 97% for the first time 

15.13 The senior leader responsible for attendance will:  

• Keep an overview of weekly attendance across the school 
• Agree appropriate intervention strategies with the attendance officer/head of year  
• Provide an update to the senior leadership team  

15.2 Half-termly monitoring  

15.21 The attendance and family support worker will:  

• Provide half-termly attendance reports for form tutors, heads of year and senior leaders  
• In liaison with the heads of year and Assistant Head teacher responsible for attendance will 

update the Attendance Risk Register  
• Arrange pastoral review meeting/Attendance panel meeting with parents/carers for any 

students at risk of persistent absence (below 93% attendance)  

15.22 The senior leader responsible for attendance will:  

• Keep an overview of half-termly Attendance Risk register across the school  
• Agree appropriate intervention strategies with the Attendance officer/head of year  
• Agree list of students requiring pastoral review meetings/individual attendance support 

plans/referral to the half-termly Attendance panels 

15.3 Termly monitoring  

15.31 The attendance and family support worker will:  
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• Produce termly attendance and punctuality data for form tutors, heads of year and the 
senior leader responsible for attendance on attendance by class and by pupil 

• Display termly data on attendance and punctuality in a prominent place and visible to 
students  

• Issue letters of concern to parents/carers of students with attendance below 95%  
• Highlight students with 100% attendance and punctuality to form tutors, heads of year and 

senior leaders  
 

15.32 The senior leader responsible for attendance will:  

• Ensure recognition is given to students achieving 100% attendance through the rewards 
system, which may include breakfasts, Fab Friday, letters home, certificates, trips and visits.  

  

16.0 Meeting the specific needs of certain pupils and pupil groups 

16.1 Some pupils face greater barriers to attendance than their peers. These can include pupils who 
suffer from long term medical conditions or who have special educational needs and disabilities. 
Their right to an education is the same as any other pupil and therefore the attendance ambition for 
these pupils should be the same as they are for any other pupil. That said, in working with their 
parents to improve attendance, schools should be mindful of the barriers these pupils face and put 
additional support in place where necessary to help them access their full-time education.  

16.2 This will include:  

• Maintaining the same ambition for attendance and work with pupils and parents to maximise 
attendance 

• Having sensitive conversations and developing good support for pupils with physical or mental 
health conditions. For example, making reasonable adjustments where a pupil has a disability or 
putting in place an individual healthcare plan where needed. 

• Considering whether additional support from external partners (including the local authority or 
health services) would be appropriate, making referrals in a timely manner and working together 
with those services to deliver any subsequent support.  

• Working with parents to develop specific support approaches for attendance for pupils with 
special educational needs and disabilities, including where applicable ensuring the provision 
outlined in the pupil’s education, health and care plan is accessed.  

• Establish strategies for removing the in-school barriers these pupils face, including considering 
support or reasonable adjustments for uniform, transport, routines, access to support in school 
and lunchtime arrangements.  

• Ensure joined up pastoral care is in place where needed and consider whether a time-limited 
phased return to school would be appropriate, for example for those affected by anxiety about 
school attendance.  

• Ensure data is regularly monitored for these groups including at board and governing body 
meetings and in Targeting Support Meetings with the local authority so that additional support 
from other partners is accessed where necessary.  

16.3 Where pupils have long term illnesses or other health needs, they may benefit from additional 
support to continue their education, such as alternative provision provided by the local authority. 
Local authorities are responsible for arranging suitable education for children of compulsory school 
age who, because of health reasons, would otherwise not receive suitable education.  
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17.0 Part-time timetables  

17.1 All pupils of compulsory school age are entitled to a full-time education. In very exceptional 
circumstances, where it is in a pupil’s best interests, there may be a need for a temporary part-time 
timetable to meet their individual needs.  

17.2 At EWA part-time timetables will only be in place for the shortest time necessary and now 
longer than a six-week period. The individual attendance support plan will have a time limit by which 
point the pupil is expected to attend fulltime, either at school or alternative provision. These 
arrangements will be regularly reviewed the pupil and their parents. In agreeing to a part-time 
timetable, a school has agreed to a pupil being absent from school for part of the week or day and 
therefore the absence will be treated absence as authorised. 

18.0 Removal from the roll of the Academy  

18.1 The Academy will only remove compulsory school aged students from the roll of the Academy 
under the circumstances defined in Education (Pupil registration) (England) Regulations 2006. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


