
1 
 

 

 

 

 

 

 

 

 

ATTENDANCE POLICY 

 

 

 

 

  

Recommended by: MWi  

Recommendation Date: 06.07.21  

Ratified by: LAGB  

 

Signed:   

Position on the Board: CHAIR  

 

Ratification Date: 06.07.21 

 
 

Next Review: 01.07.24  

Policy Tier (Central/Hub/School): 

SCHOOL (IPS)  
 

 

 

 



2 
 

 

 

IPSLEY CE RSA ACADEMY  

ATTENDANCE POLICY  

 

1. Aims  

2. Legislation, guidance and links with other policies  

3. Roles and responsibilities  

4. The school day  

5. Recording attendance  

6. Authorised and unauthorised absence 

7. Reporting an absence to school 

8. Procedures – attendance monitoring  

9. Procedures - attendance thresholds   

10. Procedures – promoting excellent attendance (97% and above)  

11. Procedures – maintaining satisfactory attendance (95%-96%)  

12. Procedures – improving poor attendance (91%-94%)  

13. Procedures – actioning unsatisfactory attendance (90% and below)  

14. Holidays during term time 

15. Medical and dental appointments  

16. Lateness and punctuality  

17. Working with the Educational Welfare Officer 

18. Children missing in education  

19. Reintegration timetables  

 

Appendices:  

a) Request for leave form  

b) Example attendance notification letter (issued by Educational Welfare Officer)  

c) Reintegration timetable proforma  

 

 

 

 

  

 

 

 

 



3 
 

 

1. Aims  

At Ipsley CE RSA Academy, we aim to encourage positive attendance in order to support pupils in fully 

engaging with their learning so that they can achieve their potential. Parents have a legal duty to 

ensure their children attend school regularly.  

This policy outlines:  

- How attendance is recorded and monitored across the school day  

- What we consider to be attendance thresholds for excellent, satisfactory, poor and 

unsatisfactory attendance, and the actions we will take to improve this  

- Our expectations of staff and families to support positive attendance  

- How we work with external agencies to support positive attendance  

- How we fulfil our safeguarding duties for children missing in education  

- How we support pupils who are placed on a short-term reintegration timetable where they 

are unable to attend school full time  

Recording attendance scrupulously, promoting excellent attendance and following up any instances 

of non-attendance are all key safeguarding duties within the school. By relentlessly encouraging pupils 

to attend school regularly and ensuring efficient and sufficient communication around non-

attendance, we support pupils in continuing to be happy, healthy and safe whilst at Ipsley.  

 

2.  Legislation, Guidance and Links with Other Policies 

 

Policies -  

- Safeguarding and Child Protection Policy 

- Supporting Pupils with Medical Conditions Policy 

- Behaviour Policy 

- Exclusions Policy 

- SEN Information Report  

 

Legislation and guidance -  

- Equality Act (2010 ) 

- Section 436A of the Education Act 1996 (added by section 4 of the Education and Inspections 

Act 2006) 

-  Education Act 1996 (section 7, 8, 14 and 19)  

-  Education and Inspections Act 2006 (section 4 and 38)  

-  Education (Pupil Registration) (England) Regulations 2006  

- Education (Pupil Registration) (Amendment) (England) Regulations 201 

- DfE (2014) ‘School Admissions Code’ 

- DfE (2015) ‘Special educational needs and disability code of practice: 0-25 years’ 

- DfE (2020) ‘School attendance’  

- DfE (2020) ‘Keeping children safe in education’ 
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3. Roles and Responsibilities  

The attendance strategy at Ipsley is led by a Senior Assistant Principal, who is supported in this by the 

Assistant Principal for KS2, the KS3 Phase Leader and the Behaviour and Wellbeing Leaders.  

All class teachers and form tutors have a responsibility to promote and support positive attendance, 

and intervene to improve rates of attendance where required.  

 

The responsibilities of the Governing Board are:  

- Monitoring attendance figures for the school 

- Hold the Principal and Senior Assistant Principal to account for implementation of the 

attendance strategy  

 

The responsibilities of the Principal and Senior Assistant Principal are:  

- To deliver and monitor the impact of the attendance strategy  

- To respond to applications for leaves of absence  

- To work with relevant agencies to issue fines where appropriate  

 

The responsibilities of the Assistant Principal for KS2, KS3 Phase Leader and Behaviour and Wellbeing 

Leaders are:  

- Monitor attendance of key groups (such as Pupil Premium)  

- Monitor attendance of individual pupils where there are attendance concerns  

- Ensure class teachers/tutors support and celebrate attendance with classes  

- Intervene with pupils to improve standards of attendance where there are concerns  

- Ensure contact is made with parents/carers around non-attendance and improving standards 

of attendance  

- Liaise with the Educational Welfare Officer to improve standards of attendance  

- Raise attendance concerns with the Team Around the Child where appropriate  

- Liaise with other agencies where appropriate (e.g. PCSOs to support safe and well checks) 

  

The responsibilities of class teachers/tutors are:  

- Celebrate and reward excellent attendance 

- Track and intervene to support improvement in attendance  

- Deploy appropriate strategies to improve attendance of individuals  

- Maintain appropriate contact with home around attendance 

- Liaise with Assistant Principal for KS2/KS3 Phase Leader/Behaviour and Wellbeing Leaders 

around escalating concerns   
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4. The school day  

The school day at Ipsley is divided into two ‘sessions.’ The AM session begins at 8.40am. Registers for 

this session remain open until 9.40am.  

The PM session begins at 12.00pm. Registers for this session remain open until 1.30pm.  

Pupils receive one AM registration mark one PM registration mark per day, the total of these 

representing a pupil’s overall attendance.  

 

5. Recording attendance  

Each day, pupils will receive both an AM and PM registration mark and also an attendance mark for 

each lesson. Teachers take registers to fulfil their safeguarding duty in ensuring all children are in 

school, safe and accounted for.  

In KS2, registers are taken at the beginning of the day, after break, after lunch, and at the beginning 

of any creative lessons (such as music or drama), meaning that pupils’ attendance is accounted for at 

all points during the day where pupils arrive to a classroom. In KS3, registers are taken at the beginning 

of each lesson. If a pupil arrives late, they will be recorded with an ‘L.’ If a pupil does not arrive to a 

lesson, the teacher will contact the office without delay. The administration team will then alert staff 

on duty who will identify the location of the child.  

The register is maintained following guidance from DfE (2020) School Attendance: Guidance for 

maintained schools, academies, independent schools and local authorities. Examples of all codes used 

to record attendance are contained in appendix a.  

Parents/carers can view their child’s attendance at any time via ePraise, and attendance will also be 

communicated home at scheduled intervals throughout the year.  

 

6. Authorised and unauthorised absence  

Whilst recording attendance, staff follow the DfE School Attendance guidance (2020) to determine 

whether absence from school is authorised or unauthorised.  

Authorised absences include:  

- A pupil is reported a being unwell and the school has agreed this reason as satisfactory  

- A pupil has been excluded from school  

- A holiday has been authorised by the school  

- A pupil is attending a medical appointment  

- A pupil is absent due to religious observance (e.g. Eid)  

- A pupil is absent in exceptional circumstances and the school has agreed this reason as being 

satisfactory 

Unauthorised absences include:  

- A pupil has taken an unauthorised holiday  
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- A reason has not been given for absence  

- A pupil arrived in school after the registers had closed  

- A pupil is absent from school for another reason not agreed as satisfactory by the school  

Only exceptional circumstances warrant an authorised leave of absence. Schools should consider each 

application individually taking into account the specific facts and circumstances and relevant 

background context behind the request. 

 

7. Reporting an absence to school  

Schools have a safeguarding duty to investigate any unexplained absences. Ipsley expects parents to 

work in close partnership with the school in both promoting high standards of attendance and 

reporting any absences in a timely manner and with sufficient detail.  

If a child is due to be absent from school, parents/carers should inform the school without delay. An 

absence telephone line, office email address and electronic form on the website are available as 

methods through which a parent/carer can report an absence. We expect absences to be reported 

before the beginning of the school day by 8.40 through one of these methods. This should take place 

on each day of a pupil’s absence. 

Parents/carers should give sufficient information when reporting a pupil’s absence. ‘Feeling unwell’ 

or ‘under the weather’ are not sufficient. In order to work in close partnership to promote good 

attendance, we expect parents/carers to give appropriate detail as to why their child is unable to 

attend school. Appropriate training is provided to the administration team and Behaviour and 

Wellbeing Team to support parents in recognising the need to share sufficient information and prompt 

questions which can support eliciting the necessary information in a supportive way.  

The school should be notified with as much advanced notice as possible, at least 48 hours ahead of 

the absence, of any planned medical absences such as dental or medical appointments.  

If we have not received communication around a pupil’s absence, or if the reason given is either 

insufficient or unsatisfactory, then we will make contact with parents/carers during the school day. 

We will also make contact with parents/carers if a pupil is absent from school and their attendance is 

either below expected standards, has occurred on repeated school days without further 

communication from parents/carers or a pupil is persistently absent from school.  

In some circumstances, where the reason for a pupil’s absence is not sufficient or satisfactory, or 

where there are ongoing concerns around a pupil’s attendance, the school may request additional 

information such as:  

- Medical evidence 

- Confirmation of appointments  

The school will not request this information unnecessarily.   

In the instance that the school has not received communication around an absence and cannot get in 

touch with parents/carers, the school may liaise with agencies such as the Police Community Support 

Officers or Educational Welfare Officer to conduct a home visit. In the instance that a pupil is absent 

for ten days consecutively, they may be reported to the Local Authority as a child missing in education.  

8. Procedures – attendance monitoring  
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Attendance is monitored daily. Ipsley believes that, through daily intervention and support, pupils are 

best enabled to improve and maintain excellent attendance.  

Pupils are tracked as individuals and in groups, such as gender groups or Pupil Premium to identify 

trends. Intervention strategies may be applied to groups of pupils in order to diminish differences in 

cohorts, and also to individuals.  

Pupils and groups are identified as having either excellent, satisfactory, poor or unsatisfactory 

attendance and this informs the intervention strategies applied, as detailed in the following sections.  

Attendance is reported regularly to, and monitored by, the Senior Leadership Team, Governing Board 

and external stakeholders such as School Improvement Partners.  

 

9. Procedures - attendance thresholds  

Ipsley considers excellent attendance to be 97% and above. Attendance in this banding will support 

positive pupil outcomes, supporting individuals to fulfil their potential and succeed academically.  

Ipsley considers satisfactory attendance to be 95% to 96%. Attendance in this band is considered to 

be satisfactory, though pupils should aim to improve to ‘excellent’ to maximise their opportunities for 

academic success.  

Ipsley considers poor attendance to be 91% to 94%. Attendance in this band will negatively impact on 

pupil performance, potentially impacting on pupil’s progress and achievement.  

Ipsley considers unsatisfactory attendance to be 90% or below. These pupils are considered to be 

persistently absent from school. Attendance in this band will negatively impact pupil performance and 

wellbeing, significantly impacting on pupil’s ability to access the curriculum and achieve.  

For some pupils, a medical condition may create challenges for a pupil in maintaining excellent 

attendance. Pupils will not be penalised for this, and school will forge close partnerships with 

parents/carers in line with our Supporting Pupils with Medical Conditions policy to promote the 

strongest possible outcomes for these pupils.  

Parents and carers can actively track their child’s attendance using ePraise. Attendance will also be 

reported home at scheduled intervals throughout the year.  

 

10. Procedures – promoting excellent attendance (97% and above)  

Excellent attendance supports excellent outcomes. We aspire to foster a culture of excellent 

attendance, where pupils are motivated, committed and driven in maintaining these high standards.  

Ipsley promotes excellent attendance through the following non-exhaustive list:  

- Praise and celebration  

- Reward activities  

- Attendance certificates 

- Reward trips  

- Golden time  

- Extra break/lunch 

- Positive communication from Phase Leaders   
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- Entry into prize draws 

- Positive communication with parents/carers  

Parents/carers should:  

- Celebrate excellent attendance  

- Recognise pupil achievements  

 

 

11. Procedures – maintaining satisfactory attendance (95%-96%) 

Satisfactory attendance supports outcomes. Pupils who maintain satisfactory attendance enable 

themselves to make progress academically, and should aspire to achieve excellent attendance.  

Ipsley promotes good attendance through the following non-exhaustive list:  

- Praise and celebration 

- Attendance certificates  

- Positive communication with parents/carers  

- Close monitoring and tracking of pupils whose attendance may deteriorate  

- Early intervention strategies such as reward charts, incentives and enhanced communication 

with home to support maintaining good attendance  

Parents/carers should:  

- Celebrate good attendance 

- Encourage excellent attendance  

- Ensure pupils are only absent from school when absolutely necessary  

- Engage with the school’s rewards and incentives to maintain good attendance  

- Communicate any absences in a timely fashion and ensure their child returns to school as soon 

as possible  

 

12. Procedures – improving poor attendance (91%-94%)  

Poor attendance can lead to poor outcomes. Pupils who have poor attendance may not make as 

much progress as their peers, and, consequentially, are less able to achieve their potential. Pupils 

and parents/carers should work closely with school to improve attendance to at least satsifactory 

(95%).  

Ipsley supports improving poor attendance through the following non-exhaustive list:  

- Targeted phone calls on days of absence to encourage good attendance  

- Targeted rewards, incentives and motivators by class teachers/form tutors  

- Implement attendance monitoring cards  

- Meetings (telephone or in person) with Behaviour and Wellbeing Leaders to action plan for 

improvement  

- Issuing letters and guidance to families to support them in recognising the impact of poor 

attendance  

- Close monitoring by the Educational Welfare Officer  
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Parents/carers should:  

- Support in getting their child to school as much as possible  

- Ensure that their child is only absent from school when absolutely necessary  

- Communicate effectively on a daily basis with the school in the instance of any non-

attendance  

- Ensure any appointments (e.g. doctor or dentist) are scheduled outside of the school day 

where possible  

- Encourage good attendance wherever possible  

 

 

13. Procedures – actioning unsatisfactory attendance (90% and below)   

Unsatisfactory attendance can lead to unsatisfactory outcomes. Pupils whose attendance is 90% or 

below are considered to be persistently absent from school. These pupils are significantly less likely to 

make progress in line with their peers and are likely to continue to fall behind if their attendance does 

not improve.  

Ipsley will action unsatisfactory attendance by:  

- Involving the Educational Welfare Officer directly with the family to drive improvement  

- Analyse whether poor attendance could be associated with an underlying unidentified 

additional need, mental health need or family support requirement  

- Personalising rewards, incentives and motivators  

- Implement attendance monitoring cards  

- Targeting intervention from the Behaviour and Wellbeing Leaders  

- Develop bespoke action plans to improve attendance  

- Liaising with other external agencies where appropriate (e.g. the Family Front Door, Early Help 

Family Support or Child Missing in Education team)  

- Implementing fines where appropriate  

- Initiating legal proceedings where appropriate  

Parents/carers should:  

- Avoid any unnecessary absence from school  

- Uphold high expectations of attendance  

- Work in close partnership with the school and liaise on a daily basis around non-attendance  

- Work with the Educational Welfare Officer to communicate concerns, develop and implement 

strategies  

- Engage with offers and support and help where appropriate  

- Motivate their child to improve their attendance  

Unsatisfactory attendance can constitute a safeguarding concern and may then be referred to the 

safeguarding team for intervention.  

 

14. Holidays during term time  

Holidays should not be taken during term time. Holidays adversely impact on pupil’s academic 

outcomes. Parents/carers should make every effort to avoid any holidays disrupting pupil’s education. 

Holidays during term time will not be authorised except for in very exceptional circumstances.  
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If a parent/carer wishes to make a request for their child to take a holiday during term time, they 

should complete a ‘Leave of Absence’ request form which is available from reception. It must be 

submitted to school at least four weeks prior to the planned leave of absence.  

 In the vast majority of circumstances, requests for a holiday during term time will be declined by the 

Principal. Parents/carers will be notified of this via a letter. In some circumstances, a fine may also be 

issued.  

 

15. Medical and dental appointments  

Medical and dental appointments should not be booked during school time.  

Though school recognises that this can be challenging, medical and dental appointments are an 

absence from school. Every effort should be made to avoid bookings which cause pupils to miss school.  

 

16. Lateness and punctuality  

We expect pupils to be punctual to school and to their lessons. Punctuality shows readiness to learn, 

and supports pupils to achieve strong academic outcomes. Pupils should take pride in their 

punctuality, and arrive to lessons ready to learn.  

Pupils who arrive to their lesson more than 5 minutes late will be recorded using an ‘L’ in the register. 

Pupils may receive a consequence in line with our behaviour policy for serious or persistent lateness 

to lessons.  

Where a pupil arrives to school after the close of AM register at 9.40am, they will be recorded as ‘U’ 

which means an unauthorised absence for arriving to school after close of the morning registers. These 

are an absence for school, and will detrimentally impact a pupil’s overall attendance.  

 

17. Working with the Educational Welfare Officer 

Ipsley maintains a Service Level Agreement with an Educational Welfare Officer to support our high 

expectations of attendance.  

The Educational Welfare Officer liaises with the school on a regular basis to:  

-  trends within attendance (e.g. repeated absence on Mondays)  

- Make parents/carers aware of the impact of poor or unsatisfactory attendance  

- Conduct home visits 

- Maintain contact with families to improve attendance  

- Make recommendations and write supporting letters to appropriate agencies (e.g. GPs) 

- Support creating attendance improvement plans  

- Issue fixed penalty notices or legal proceedings  

- Inform parents/carers of leave of absence request outcomes  

We expect parents/carers to co-operate with the Educational Welfare Officer and engage in processes 

to support pupils’ attendance. 

18. Children missing in education  
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Children missing in education are at significant risk of underachieving, being victims of harm, 

exploitation or radicalisation, and becoming NEET (not in education, employment or training) later in 

life.  

Effective information sharing between parents, schools and local authorities is critical to ensuring that 

all children of compulsory school age are safe and receiving suitable education. 

Where a child does not attend school for ten consecutive days, or where it is agreed that a pupil is 

regularly absent, the school will report details of this to the Local Authority. The Local Authority will 

then make endeavours to support the young person in returning to regular attendance in education.  

Where a pupil has not returned to school for ten days after an authorised absence or is absent from 

school without authorisation for twenty consecutive school days, the pupil can be removed from the 

admission register when the school and the local authority have failed, after jointly making reasonable 

enquiries, to establish the whereabouts of the child. This only applies if the school does not have 

reasonable grounds to believe that the pupil is unable to attend because of sickness or unavoidable 

cause. 

 

19. Reintegration timetables  

In a small number of exceptional circumstances, school and parents/carers may temporarily arrange 

for a pupil to attend school on a part-time basis. At Ipsley, these are referred to as reintegration 

timetables. This decision will only be made once all other available avenues to support improving 

attendance have been exhausted, and in the following circumstances:  

20. Where there are medical grounds, supported by a medical practitioner or CAMHS, which state 

that reduced provision is in the best interests of the pupil 

21. As part of a planned reintegration into school following an extended period of absence due to 

exclusion, non-attendance, school refusal, or to facilitate a managed transfer between – 

schools 

22. As a temporary fixed-term, closely monitored intervention to address and manage the impact 

of significantly challenging behaviour or emotional or social needs, whilst other arrangements 

are being made to meet their individual needs 

23. To manage a pupil who is at risk of exclusion 

24. To support a pupil who has become disaffected to regain success 

Reintegration timetables will only be agreed when there is full consent from a parent/carer. If a pupil 

has an Education, Health and Care Plan or has a social worker, the relevant professionals will be 

contacted and agreement will be sought before implementing a reintegration timetable.  

Reintegration timetables will be reviewed fortnightly with the Team Around the Child, including 

parents/carers, reflecting changing circumstances and ensuring that pupils access as much education 

in school as possible.  

Reintegration timetables will not be used as a part of exclusion. Pupils will maintain their entitlement 

to a full education, and this should not be compromised by initiation of a reintegration timetable.  

The school will also ensure that any pupils entitled to free school meals will continue to receive these 

if they are not due to attend school over the lunch period.  
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Appendix a) Request for Leave During Term Time Form  
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Appendix b) Example attendance notification letter  
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Appendix c) reintegration timetable proforma  

 


