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1. Introduction

One of the most important factors in ensuring that students achieve their
full potential is regular attendance and punctuality at school and in lessons.
It is important, therefore, to have a policy which makes our expectations
clear to students, parents/carers and staff.

2. Aims

The aims of the Academy are:

● to encourage 100% attendance and punctuality;

● to ensure all those associated with the Academy understand the
expectations in relation to attendance and punctuality;

● to produce regular information about class and individual
attendance and punctuality which will enable the Academy to
monitor trends and patterns so that appropriate measures can be
taken to improve attendance and punctuality and thus academic
performance.

3. Links with Academy Aims

Good attendance and punctuality will make it easier to achieve all of the
Academy’s Aims.  However, in particular it will help to:-

● ensure that all students gain the highest examination results of which
they are capable and to foster a love of learning that will continue
throughout life;

● ensure that all students maintain high standards of discipline and
responsibility;

● actively involve parents/carers in all aspects of their child's education at
the Academy;

● ensure that all students are prepared for the varied and demanding
roles they will play in adult life;

● develop self-discipline.

4. Local procedures

The Academy’s expectations are that:-

Parents/carers should:

● ensure that their children attend school punctually every day unless they
are ill and contact the Academy by 7.30 am on the first day of absence;
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● contact the Academy if there are problems which need to be discussed;
● send a note explaining absences the day their child returns to school

stating the dates their child was absent;
● avoid requests for appointments and holidays during the Academy term.

Students Should:

● Aim for an attendance and punctuality award over the course of an
academic year;

● Bring in a note explaining all absences on the day of return stating the
dates of absence;

● Discuss personal attendance or punctuality difficulties with their Tutor or
Assistant College Lead.

The Student Support Officer Should:-

● Ensure absence notes or voice messages are received from parents/carers
for all absences and that these are recorded.

● If absence notes or voice messages have not been received, the
Attendance Officer must be informed so that a first day call can be made.

● Refer absence matters and concerns to the Attendance Officer.

Personal Tutors, Teachers and Other Staff Should:-

● Lead by example by being punctual and by planning interesting and
stimulating lessons which motivate all their students;

● Mark their electronic class register at the start of every lesson using only
the codes /, N or L, adding a note if there is a genuine reason for lateness.

● Check absences against absentees and report any discrepancies to the
Student Support Officer;

● Sanction those who arrive late by keeping them behind to make up the
lost learning time;

● Adopt a welcoming and encouraging approach to children returning from
absence with ideas for catching up missed work.

● Liaise with AYLs in providing catch-up work when necessary.

Attendance Officer

● First day calls should be made to learn the reason for absence, should a
parent not have called.

● Ensure absence notes or voice messages are received from parents/carers
for all absences and that these are recorded.

● Patterns of absence should be identified and the late log be kept to
coordinate sanctions for poor punctuality.

● Administer after school detentions when pupils have had two late marks
(either to school or to a lesson) in one week.

5. In the Case of Absence
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The Academy operates a first day calling system for absences. The Student
Support Officer will send a Parentmail text message to check that the absence
is both known to parents/carers and is genuine and unavoidable.

6. In the Case of Lateness

Students who are late for the start of the day (after 8.45 am but before 9am)
should attend registration as usual, but will be identified by the Attendance
Officer on the gate. If later than 9am students must sign in with the Student
Support Officer at Student Services so that parents /carers are not contacted
unnecessarily. Furthermore, students who are found to be absent during regular
internal truancy checks are also notified to their parents as with the Parentmail.

Students who are late on two occasions to either the start of the day or a lesson
within a week will receive an after school detention on the following day.

The first day call policy means that the following procedures should all be
observed in order to avoid unnecessary stress to parents:

● Students on trips / visits must be notified to the Student Support officer
● Staff removing students from lessons must notify the Student Support

officer
● Set lists must not be changed outside the normal review cycle nor without

authorisation.
● Students must not leave school premises without signing out at Student

Support

7. Requests for Student Leave of Absence during Term-Time

The Education Act (1996) requires parents/carers to ensure their child attends
school regularly. There is however a discretionary power to allow leave of
absence in exceptional circumstances during term time. This is not an
entitlement and is purely at the discretion of the Academy’s Principal.

Before booking a holiday or requesting a leave of absence for their child,
parents/carers should consider very seriously how the absence will affect their
child’s education.  If they still feel that they need to make a leave of absence
request to the Academy, this should be in writing and addressed to the Principal.

All requests for student leave of absence from school during term-time will be
considered, but it is extremely unlikely that requests purely for holiday purposes
will be granted. Where exceptional circumstances exist, it is possible that a leave
of absence may be authorised. However, each case will be carefully considered
on an individual basis.

8. Procedures for Persistent Absenteeism
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Students who are identified as on track to be persistent absentees (OTPA) will
have an Attendance Support Plan (ASP) that will be agreed in liaison with the
Assistant Principal (Inclusion), parents and student.
PA cases are also be made known to the Attendance Improvement Officer (AIO)
c/o Norfolk County Council.
Students with absence patterns or extended absences will be referred to an ASP
stage two before possible Fast Track proceedings.

Fixed Penalty Notices School Attendance Panels and Fast Track to
Prosecution

i. If a child does not attend for nine consecutive sessions without a parent
providing medical evidence (or if an unauthorised holiday has been
taken), a Fixed Penalty Notice will be served (via Norfolk County Council
Attendance Team). This is a charge of £60 per pupil.

ii. If a child’s poor attendance continues, with attendance falling below 95%
(Norfolk County Council’s target figure for acceptable attendance), the
child and parents (including any partners living with parents) will be
invited to attend an ASP meeting (consisting of the AYL for the child’s
year) in order to identify reasons for absence, to put in place any
necessary support and to set targets for improvement. The child’s
attendance record will be discussed and an action plan completed. All
minutes of the meeting will be sent out to all parents/carers, regardless of
their attendance at the meeting.

iii. If the child’s attendance does not improve in the three week period after
the Attendance Panel, the Fast Track to Prosecution Process will begin with
the child and all parents invited to a second meeting. Targets will be
reviewed, and an action plan written with the child and parents able to
explain the reasons behind the child’s absence. Support (e.g. adaptations
to support learning or medical needs, short term support in providing
transport or links to other agencies) will be offered in cases of need.
Additionally, back yearing will be set as a target (see point vi below). The
letters and minutes written during all panels are the evidence for possible
court action and are shared with all parents after every meeting. A date
for a second Fast Track to Prosecution meeting will be set at the end of
this meeting in order to review progress towards meeting the targets set.

iv. If the family have not attended the meeting, the school will send
parents/carers a letter.  A copy of the minutes taken during the meeting
will be enclosed with the child’s attendance record.

v. If attendance still has not improved after an Attendance Panel and the
initial Fast Track to Prosecution meeting have taken place, the second Fast
Track to Prosecution meeting will take place with paperwork prepared for
the prosecution process to commence.

vi. If a child’s attendance does not improve over the period of monitoring
(attendance panel and two Fast Track to prosecution as above), the child
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will be back yeared to compensate for the learning missed. For example, if
the child’s age placed them in Year 9, they would be placed in Year 8 so
that satisfactory progress could be made.

vii. Should the school be oversubscribed (as it is in September 2021), the
child may be removed from roll with the place being offered to another
child on the waiting list.

As a general guide, the following procedures may take place where a student’s
attendance is causing a concern:

1. First day telephone call to parents expressing concern and requesting
reason for absence.

2. Subsequent daily calls should the parent not contact the academy
explaining the reason for the child’s absence.

3. Request for Medical Evidence to explain absence should a child’s
attendance fall below 95%. The academy will authorise absences without
medical evidence until the child’s attendance falls below 95%

4. Complete a Home Visit: to ensure the child is safe and support with the
return to school

5. Invitation to Attendance Panel – requesting reason for absence and
targets set as a supportive measure.

6. Invitation to Fast Track to Prosecution – should the Attendance Panel
meeting not have resulted in improved attendance.

7. Invitation to second Fast Track to Prosecution – to review targets
set in the initial Fast Track meeting.

8. Fast Track referrals will occur if no improvement to attendance is
evidenced.

In the case of truancy parents will be called as soon as truancy is confirmed with
a 101 call being made if the child can not be located.

9. Monitoring, Evaluation and Review
The Governing Body will review this policy at least every two years and
assess its implementation and effectiveness.

Examples of all target setting forms are available from the Principal’s PA
as they form part of the whole attendance and punctuality policy.
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