
 

 

ATTENDANCE AND PUNCTUALITY POLICY 

1. Introduction 

   a) St Augustine Academy is committed to providing an education of the highest quality for all of  

        its students and this can only be achieved by supporting and promoting excellent school 

        attendance for all. 

   b) Any student’s absence also disrupts the learning of others in the same teaching 

       groups by disrupting classroom routines 

   c)  Regular attendance also plays an important role in ensuring that children are safe, gives a  

        sense of ‘belonging’ and aids emotional wellbeing. 

   d) Poor punctuality and attendance can seriously affect attainment, progress, enjoyment of     

school and ultimately life chances. Children who do not attend school regularly run a greater 

risk of being involved with anti-social behaviour, alcohol / drug dependency, becoming teenage 

parents and lack of employment. 

    e) Ensuring regular attendance is the responsibility of parents/carers and permitting absence from 

school without a good reason creates an offence in law and may result in prosecution 
 

2. Student Attendance Targets 

    a) The Academy sets a minimum attendance target of 96% over the school year. 

 

3. Promoting regular attendance 

    a) Termly rewards by Directors of Learning take various forms such as certificates & reward trips  

 
4. Academy Roles and Responsibilities 
     a) All staff at the Academy have a key role to play in promoting good attendance for our students  

        and will work to provide an environment in which all our students are eager to learn and look  

        forward to attending every day. 

 

     b) Attendance Team are the main liaisons between the Academy and parents/carers.  
 

        c) Senior Leadership Team 

          Make decisions whether or not to authorise family holiday requests and other requests for  

          absence. 

 

5. Recording Attendance / Absence 
a) The Academy is required by law to take an attendance register twice daily, using approved 
 attendance codes which show whether a student is present, absent or engaged in an approved 
 educational activity off-site.  
b) Every half-day absence from the Academy is classified by the Academy as either authorised 
 or unauthorised. Only the Academy can make the decision about what absence is authorised 
 or unauthorised. Parents or carers cannot do so. Accurate information about the reason for 
 absence must be provided to the Academy so that the correct decision can be made. 
 

6. Categorising Absence 
Absences may be categorised as either authorised or unauthorised. Absences will usually be 
authorised in the following circumstances with the codes shown: 

 where the Academy is satisfied that the child is too ill to attend (I) 

 where a student has a necessary medical appointment that cannot take place outside the  
     Academy day (M) 

 where there is an unavoidable cause for absence which is beyond the family’s control (C) 

 the absence occurs on a day exclusively set aside for religious observance by the religious 
     body to which the student’s/student’s parent/ carer belongs (R) 

 other exceptional circumstances - eg a family bereavement (C) 



 

 

 a student participating in an approved non-educational activity (P) 
 
Examples of absences recorded as unauthorised (O) are: 
• parents/carers keeping their child off school unnecessarily and/or failing to give a reason for 
     the absence 
• excessively long periods of absence before or after dental/medical appointments 
• truancy before or during the academy day 
• absences which have never been properly explained 
• students who arrive at school too late to get a mark  
• shopping, looking after siblings or birthdays 
• day trips and holidays in term time which have not been agreed (this should be requested by  
     parent/carer in writing at least one month prior to the holiday) 
• failure to provide a letter/appointment card for medical/dental appointments 
 
The decision whether or not an absence is authorised will always rest with the Academy. 
However, these requests will not be approved: 

 absence during the month of September 

 when a student is just starting the Academy. This is very important as your son/daughter 
needs to settle into their new environment as quickly as possible 

 immediately before or during assessment periods - GCSE or any other public examinations 

 when a student’s attendance record already includes any level of unauthorised absence 

 where a student's attendance rate is already below 95% or will fall to or below that level as a 
result of taking holiday leave 

 
  7.  Persistent absence 
 

A student becomes a ‘persistent absentee’ (PA) when they miss 10% or more schooling across the           

school year for whatever reason. Absence at this level is doing considerable damage to any 

students’ educational prospects and we need parents/carers full support and cooperation to tackle 

this.  

   We monitor all absences thoroughly and any case that is seen to have reached the PA mark or is 

  at risk of moving towards that mark is given priority and you will be informed of this immediately.  

  Students are likely to also be involved in other interventions where absence affects attainment. 

 

8. Holidays in term time 

Taking holidays in term time will affect your child’s schooling as much as any other absence and we 
expect parents/carers not to take them away in school time. Any savings that may be made by 
taking a holiday in term time are offset by the cost to your child’s education and you may receive a 
Fixed Penalty Notice of £120 (£60 early payment) per parent/carer per child. There is no automatic 
entitlement in law to take time off in school time to go on holiday. At St Augustine Academy, holidays 
in term time will only be authorised in exceptional circumstances (eg. a parent in the forces being 
deployed for a tour of duty overseas). Any holiday taken, which has been applied for and declined, 
and which involves 10 or more sessions (5 school days of absence) will result in a fixed Penalty 
Notice (FPN) being issued and the subsequent fine.  
 

 

9. Truancy after Registration 
Students who leave school without permission after the register has been taken are putting 
themselves at risk. The Attendance Team will contact parents/carers once there is clarification that 
a student has left the Academy without permission. At this point the student then reverts to being 
the responsibility of parents/carers who will then be advised to contact the Police as they see fit. 
The student will be issued with a detention in order to pay back the missed time and where the 
behavior persists parents / carers will be required to attend the Academy to discuss the matter. 



 

 

 
10. Punctuality 
The Academy puts high expectations on its students and poor punctuality is not acceptable. 
Students are expected to arrive in time for lesson and students who arrive after the register closes 
have to sign the late sheet at Reception giving the reason. This lateness will be unauthorised and 
marked as L unless the Academy is satisfied that there is a legitimate reason for the student being 
late. 
Students who are frequently late can expect: 

 to be issued sanctions in the form of same day detentions 

 letters to be sent to parents/carers. 

 parents/carers to be invited into the Academy for interview if no improvement is made 
 

 

11. Procedures for parents/carers to follow in the event of their child being 
absent  
If a student is going to be absent on a particular day parents/carers should telephone or 

text the Academy before 8.00am on the morning of the absence, explaining the reason for 

the absence. 
  
If a student is not in the Academy and no reason has been given by the parent/carer, we 
will contact parents/carers on the morning of the absence asking for reasons for the 
absence. It is essential that parents reply to this text or return the call so the Academy 
knows the whereabouts of the student as this may be a safeguarding issue. The 
Attendance Team will also carry out home visits, where no reason has been given or if the 
student has been absent for 3 consecutive days. 
 
If a parent/carer knows in advance that their child will be absent (eg. due to a medical 
appointment which cannot be arranged out of school time), they should inform the Academy of 

this prior to the event with evidence of the appointment handed in to the Attendance Team.          

As far as possible appointments should be made outside of the Academy day and students 
should attend before and after the appointment where practicable. 
 

12. Students leaving the site during the school day 
There may be occasions when students have to leave the site during the school day (eg. non 

routine medical appointment -note must be provided - or a child falling ill during the day). If this 

happens, students must leave via the Reception entrance where the Reception team will 

authorise the departure and ensure the sign out sheet is completed prior to the student leaving. 

Other than in exceptional circumstances, students will only be allowed to leave if accompanied by 

their parent or another authorised adult. 
 

13. Support to improve attendance 
There may be a range of reasons why a student may have poor or declining attendance. The 
Academy will offer appropriate, practicable support to overcome any barriers to improving 
attendance.  However,parents/carers should contact the Academy at an early stage to highlight 
any issues so that we can work together to resolve any problems. Depending upon the 
circumstances and the level of absence, the Academy or the parent/carer may refer the student 
to the Education Welfare Service who will work with parents/carers and the Academy to improve 
attendance. 
 

14. Early Intervention 
Early intervention can prevent poor attendance therefore attendance and punctuality is 
monitored throughout the year. When a student’s attendance drops below 94% a letter of 
concern will be sent to parents/carers explaining that an improvement in attendance is 
required. If an improvement is not forthcoming the Academy will not authorise any further 
absence unless medical evidence is provided. 
 


