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Church schools serving their communities through excellence, 
exploration and encouragement within the love of God. 

The diocese of Lincoln is called to faithful worship, confident discipleship and joyful 
service and our church schools bear witness to our belief that every child is made in the 

image of God and loved by Him. They were founded for the good of their local 
communities so that children can be educated through the values and stories of 

Christianity. 
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Lincoln Anglican Academies Trust (LAAT) is committed to providing a full and efficient education for 

all students and pupils. LAAT believes sincerely that all students and pupils benefit from the 

education provided and therefore from regular attendance. To this end LAAT will do as much as it 

can to ensure that all students and pupils achieve maximum possible attendance and that any 

problems, which may impede full attendance, are acted upon as quickly as possible. 

The named attendance lead for St Peters CofE Primary Academy is Suzanne Salter, supported by 

Lauren Germaney and Dawn Gallivan.  

Aims 

It is recognised that 

 All students of statutory school age have an equal right to access an education in accordance 

with the National Curriculum regulations. 

 No student should be deprived of their opportunity to receive an education that meets their 

needs and personal development. 

 In the first instance, it is the responsibility of students and their parent/carers to ensure 

attendance at school as required by law. 

 Many students and their parent/carers may need to be supported and rewarded at some stage 

in meeting their attendance obligations and responsibilities. 

 In situations beyond the control of students and/or parent/carers there may be an impact on 

attendance. We will, with the agreements and support of parent/carers, work in partnership 

with external agencies to resolve these. 

 The vast majority of students want to attend school to learn, socialise with their peer group 

and to prepare themselves fully to take their place in society as well-rounded and responsible 

citizens with the skills, knowledge and understanding necessary to contribute to the life and 

culture of their communities. 

Expectations 

We expect the following from our students 

 That they attend the academy regularly. 

 That they arrive on time and are appropriately prepared for the day. 

 That they will inform a member of staff of any problem or reason that may prevent them 

from attending the academy. 

We expect the following from parent/carers 

 To ensure their children attend the academy regularly and punctually. 

 To ensure that they contact the academy as soon as is reasonably possible whenever their 

child is unable to attend- preferably on the first day of absence.  

 To ensure that their child arrives to the academy well prepared for the day and to check that 

they have done their homework. 

 To contact the academy in confidence whenever a problem occurs that affects the pupil’s 

performance in the academy. 

 Provide where necessary appropriate evidence to support the reason for absence (for 

example a stamped medical appointment card or appointment letter). 

 To inform the academy of any changes to their contact details. 

 To collect their children on time.  
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Parent/carers and students can expect the following from the academy 

 Regular, efficient and accurate recording of attendance. 

 First day contact with parent/carers when a student or pupil fails to attend the academy 

without providing a reason. 

 Immediate and confidential action on any problem notified to us. 

(Confidential means that the member of staff notified will not disclose information without the 

consent of the parent or their parent/carer). 

 We will reward good attendance. 

 A quality education. 

Responding to non-attendance 

When a student does not attend, the academy needs to respond effectively. 

 The academy will contact parent/carers of all those students who are marked absent at 

registration if notification has not been received. 

 If a reason for absence has not been obtained a letter will be sent from the academy to the 

parent/carer.  

 Where non-attendance continues, the case will be discussed with appropriate staff and 

further action planned. Where appropriate, the academy may arrange for appropriate 

member of staff e.g. Attendance officer/Education Welfare Officer to make a home visit. 

 If contact is made the parent/carer will be offered full support and guidance to ensure that 

attendance improves. 

 If there is no improvement in attendance then parent/carers will be invited to attend an 

Attendance Panel meeting. This meeting will include the appropriate staff, parent/carer and 

student and will aim to identify and solve the problems that are preventing the student or 

pupil from attending the academy. The parent/carer will be offered an academy action plan 

to target attendance. This will be reviewed in a nominated time period to continually monitor 

with a view to improvement and ensure success. 

 If there is no further improvement, a referral may be made to the Education Welfare Service 

for Local Authority Attendance targets and then legal proceedings may need to be 

considered. 

Reintegration 

 The return to the academy for a student or pupil after a long-term absence requires careful 

planning.  

 A delegated member of staff will be responsible for deciding on the programme for return 

and for the management of that programme. 

 All staff should be made aware of this programme and any problems should be notified to 

that member of staff. 

 Programmes may need to be tailored to meet individual needs and may involve phased, part-

time re-entry with support in lessons as appropriate. 

Guidelines for staff on dealing with attendance and absence: 

Class teachers 

 Complete registers for those present 
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 Letters received from pupils for absence should be collected and passed for recording 

centrally on MIS and filed with the Administrator / Attendance Lead 

 Notes where the authorisation of absence is questionable to be passed to the Attendance 

Lead or Headteacher.  

 Headteachers / Senior Leaders with responsibilities for attendance 

 Meet with the Attendance Officer or Administrator to regularly to discuss all students with 

average attendance below 95% 

 Discuss & consider the level of action to be taken with the appropriate members of staff 

 Obtain information regarding academic ability that may be affected by poor attendance. 

Note: Three categories of action are possible where students show up below 

90% attendance over 3 week period: 

 absences justified as unavoidable, no action required 

 absences avoidable, letter to parents/carers from academy 

 Absences avoidable and of concern – School Attendance Targets to be set.  

Guidance on categorising absence as authorised or unauthorised 

Absences which are considered as unavoidable and are therefore authorised 

 Student was ill 

 Student was attending a religious festival/ceremony with family 

 Student had a medical or dental appointment 

(Absence would normally only be appropriate for part of the day) 

 Student was in hospital/having hospital treatment 

 Student was attending a funeral with family 

 Student was attending an interview for a job or place at school 

 Student was taking part in a public performance or an examination 

 Student had been granted leave of absence for exceptional circumstances agreed by the 

Headteacher 

Absences which are considered as avoidable and therefore are unauthorised 

 Student was minding the house, waiting for workmen etc 

 Student was shopping with family 

 Student was packing/getting ready for a holiday 

 Student was on holiday 

 Student was going to a pop concert 

 Student was looking after brothers or sisters 

 Student was looking after a sick relative 

 Student was helping with the housework/ family business 

 Student was unhappy/not getting on with others at the academy 

 Student was late up, had late night due to family problem. 

The Attendance Lead/Administrator compiles the data necessary for attendance returns to the LA. 

This information is used to comply with the necessary reporting to parent/carers requirements. 

Senior leaders also use this information to help them monitor pupils who are a cause for concern. 

The information is also used to help set individual, year targets, and Key Stage targets for improving 

figures. 
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Students arriving late 

Students who arrive at school after the register has been started are deemed to be late. Students 

who arrive after the first period of the day are deemed to be an unauthorised absence. The 

appropriate marks should be entered to record these situations. Parents/ carers have been informed 

of the need to provide an explanation for late attendance. 

A letter will inform Parents/carers of students who are regularly late that this is not acceptable and 

in extreme cases, where no improvement has been made, EWS will be informed. Punctuality is a 

requirement of the Education Act and legal proceedings may be taken to ensure that this is complied 

with. 

The Academy will monitor lateness and inform: 

 parents and carers by giving a late slip when their child arrives late for school;  
 parents of the school’s concerns and arrange a meeting so that the problem can be addressed;  
 the Education Welfare Officer if lateness is persistent. 

The School day officially starts at 8.55am. At 9.00am the register is taken to the School office. 
Any late pupils should then enter the school through the main entrance. If any pupil arrives late 
the Attendance Lead or office staff will sign the pupil into a lates book that records the name, 
class, time and reason given for lateness. The late slip also notifies parents/carers of their 
responsibility with regards to attendance and punctuality for their child/ren.  

The register officially closes at 9.25am and any pupil arriving after this will be marked absent 
for the session. A reason for the lateness will need to be provided and a decision made by the 
school to mark it as an authorised or unauthorised absence.  

 

 

 

In addition to the LAAT Attendance Policy, St Peters CofE Primary Academy also implement 
the following procedures.  

 

 

 

 

 

 

 

 

Absence 
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The register officially closes at 9.25am and any pupil arriving after this will be marked absent 

for the session. A reason for the lateness will need to be provided and a decision made by the 

school to mark it as an authorised or unauthorised absence.  

The register is returned back to the class teacher before the start of the afternoon session and 
the register is again taken at 12.55pm; the register officially closes at 1.25pm. Reasons for 
absence may be offered verbally by phone and where possible medical evidence will need to be 
provided for the absence. The school may then decide if it wishes to authorise the absence or 
record it as an unauthorised absence. The decision will be made within the guidance set out in 
the 1996 Education Act which identifies acceptable reasons for an authorised absence.  

 1st Day of Absence 2 Days After Period of 
Absence 

1 Week After Period of 
Absence 

Parent 

 
 

Contacts school with reason 
by phone or in person. 

Parent will provide 
appropriate medical evidence 
if necessary stating the reason 
for the absence. 

Parent will have contacted the 
school with a reason or will have 
returned the slip from the 
school’s with a reason.  

School If not contacted by parent, 
the school will phone to 
inform parent that the child is 
not in school; this is to ensure 
that children are safe and 
forms part of our 
Safeguarding and Child 
Protection Policy. 

School sends an informal 
letter via the child requesting 
a reason for absence. Parent is 
informed in the letter that the 
absence will be recorded as 
unauthorised if no reason is 
given. 

The absence will be recorded as 
unauthorized on the 
registration certificate as 
stated in the letter sent to 
parents.  

Absence Notes 

Any pupil who is absent without an explanation for 10 consecutive days will be notified to the Local 
Authority, by submitting a referral to the Children’s Services Attendance Team. This is a legal 
requirement. The school will include in this referral details of the action they have taken. 

Notes received from parents/carers explaining absence should be kept for the remainder of the academic 
year. If there are attendance concerns about the pupil, they may require further investigation, and then 
the notes may need to be retained for a longer period. 

Absence from school will not be authorised for reasons such as parents being unwell or looking after 
siblings, shopping, birthdays etc…  

Attendance Codes 

A set of standard codes are used consistently within the register. These codes are inputed into 
the electronic register as required and are used to give depth of meaning to the register and 
provide statistical meaning to the absences.  

Code School Meaning Statistical Meaning Physical Meaning 

/ Present (AM) Present In for whole session 

\ Present (PM) Present In for whole session 

B Educated off site               
(Not dual registration) 

Approved Educational 
Activity 

Out for whole session  

C Other authorised 
circumstances 

Authorised Absence Out for whole session 

D Dual registration Present Out for whole session 

E Excluded Authorised Absence Out for whole session 

F Extended family holiday 
(agreed) 

Authorised Absence Out for whole session 

G Family holiday (not agreed) Unauthorised Absence Out for whole session 
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H Family holiday (agreed) Authorised Absence Out for whole session 

I Illness (not medical/dental 
appointments) 

Authorised Absence 

(Medical evidence may need 
to be provided) 

Out for whole session 

J Interview Approved Educational 
Activity 

Out for whole session 

L Late (before register closed) Present Late for session  

M Medical/Dental 
appointments 

Authorised Absence Out for whole session 

N No reason yet provided for 
absence 

Unauthorised Absence Out for whole session 

O Unauthorised absence Unauthorised Absence Out for whole session 

P Approved sporting activity  Present Out for whole session 

R Religious observance Authorised Absence Out for whole session 

S Study leave Approved Educational 
Activity  

Out for whole session 

T Traveller absence Authorised Absence Out for whole session 

U Late (after registers closed) Unauthorised Absence Late for session  

V Educational visit or trip Approved Educational 
Activity  

Out for whole session 

W Work Experience Approved Educational 
Activity 

Out for whole session 

X DFES – School closed to 
pupils 

Attendance not required Out for whole session 

Y Enforced closure Attendance not required Out for whole session 

! DFES X: Non-compulsory 
school age absence 

Attendance not required Out for whole session 

# School closed to pupils and 
staff 

Attendance not required Out for whole session 

* DFES Z: Pupil not on roll Attendance not required Out for whole session 

 

Monitoring 

St Peters C of E Primary and the Education Welfare Officer will review the attendance of all the 
pupils on a half-termly basis and any pupils identified as a cause for concern or less than 95% 
attendance. A letter will be sent to the parents/carers of any pupils identified as having 
attendance problems informing them of the schools concerns and offering support to resolve any 
problems that may be impeding a child from attending. The pupils’ attendance will be closely 
monitored and if after a two week period there appears no improvement the parents of the pupil 
will be invited to a meeting with the Attendance Lead/Head Teacher/EWO to discuss the issue 
and hopefully resolve any issues preventing the pupil from attending. If the parent does not 
attend the meeting or after such meeting the attendance of the pupil does not improve a formal 
referral to the EWO will be made.  

The electronic registration system provides many reports and information that assist the school 
to monitor attendance. These reports will be accessed when relevant and provide information 
to assist the school to strategically manage attendance issues.  

As part of on-going assessment, termly Learning Meetings are carried out with all pupils within 
school. As part of the Learning Meetings both pupils and parents are informed of the child’s 
percentage attendance and minutes late. To increase attendance and reduce lateness it may be 
necessary to set appropriate targets in order to potentially impact upon attainment and overall 
achievement.  
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The Education Welfare Officer will also have access to this information and will use the reports 
to support their role.  

Requests for Leave of Absence 

Due to recent changes in Government Legislation it is no longer possible for Head Teachers to 

authorise absences during term time. Where a parent deems that there are ‘exceptional 

circumstances’, this will be presented to a panel of 3 to 5 governors (including at least 1 

Foundation Governor) who will take a majority decision. Parents/carers wishing to seek 

authorisation for their child to have leave during term time are asked to complete a Leave of 

Absence Request form which is available from the school office. Leave requests will only be 

considered by governors if the request is made before 10 working days before the leave takes 

place and the pupil has an attendance level of at least 95% during the previous and current 

academic year unless there are exceptional circumstances. Evidence for the leave of absence 

may also be requested, such as a letter from an employer stating this is the only time holidays 

can be taken. All parents/carers requesting a leave of absence are required to make an 

appointment with the Head Teacher to present their case.  

When an absence is authorised, parents will be provided with written evidence which can be 
presented in the event of being stopped as part of a truancy sweep.  

If a child is removed for an unauthorised holiday the school can ask the Education Welfare Service 
to issue a penalty notice.  

Religious Observance – a maximum of three days absence is allowed for religious observance. 

Medical, Dental or Hospital Appointments – we encourage these appointments to take place 
out of school time in order not to disrupt the child’s education. If an appointment is made dur ing 
the school day we ask for proof of medical evidence via appointment cards or letters confirming 
appointments.  
 
Dealing with trends In Attendance 

When there is a pattern of poor attendance then the following procedure will take place:  
 

 Parents are invited to attend an informal meeting with the Attendance Lead (Suzanne 
Salter) and EWO if necessary to explain their child’s repeated absence.  

 Appropriate targets will be set and monitored in order to increase the child’s attendance 
level.  

 Support will be given if there are underlying reasons for the absence. 
 If not, then the situation will be monitored for improvement. 
 If there is no improvement then the EWO will take the appropriate action. 

 
Dealing with truancy 

If a pupil is thought to be playing truant then the school will inform: 

 the parent/carer; 
 the police. 

All truants will receive: 

 sanctions; 
 support; 
 discussions with the EWO to understand the seriousness of the matter; 
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 a programme of monitoring and support. 

The Police must be informed immediately if a pupil leaves school without prior permission.  

Raising Awareness of this policy 

We will raise awareness of this policy via: 

 

 the School Handbook/Prospectus; 

 the school website; 

 the Staff Handbook; 

 meetings with parents such as introductory, transition, parent-teacher consultations and 

periodic curriculum workshops; 

 school events; 

 meetings with school personnel; 

 communications with home such as half term newsletters; 

 reports such annual report to parents and Head Teacher reports to the Governing Body; 

 information displays in the main school entrance. 

 
Training 

We ensure all school personnel have equal chances of training, career development and 

promotion. 

 

Periodic training will be organised for all school personnel so that they are kept up to date 

with new information and guide lines concerning equal opportunities. 

 

 

 
 

 

 

 

  


