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Heathlands Primary Academy: 
Attendance Policy 
 

Aims and Targets 
 

Heathlands Primary Academy provides a welcoming, safe and stimulating environment where each 

member of the school community feels valued and supported.  Our pupils are eager to learn and 

enjoy coming to school. 

We are committed to providing education of the highest quality for all our pupils.  We understand 

that attainment and achievement is directly influenced by school attendance. 

Heathlands Primary Academy expects all academy staff to support and promote excellent school 

attendance by acting as role models and by working with pupils and their families to support them 

to attend school regularly and punctually. 

We work closely with our School Council and take into account their views and opinions on factors 

relating to school attendance.  

The school is committed to promote equality and this policy is in line with Equality Act 2010. 

 

Aims 
• To create a culture in which good attendance is accepted as the norm 

• To demonstrate that good attendance and punctuality is valued by the Academy 

• To maintain and develop effective communication regarding attendance between home and 

academy 

• To provide support, advice and guidance to parents relating to attendance, punctuality and 

absence 

• To work with other schools to share good practice 

• To carefully track and analyse the attendance and punctuality quickly and effectively to 

ensure the best possible outcomes for pupils and their families 

• To recognise the needs of individual pupils when planning reintegration following significant 

periods of absence 
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Attendance will be banded into five groups.  

Responsibility for monitoring pupil attendance within 

these bands will be disseminated down through the 

school staff. 

 

Gold Standard: 98% and over  

(Teaching Assistants) 

Silver Standard: 96%-98%  

(Class Teachers) 

Bronze Standard: 95%-96%  

(Phase Leaders) 

 

Purple - Monitoring: 90%-94%  

(Pastoral Team) 

 

Red – Serious Concern: Below 90% 

(Deputy Headteacher/Headteacher in 

conjunction with the Senior Learning 

Mentor) 
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Responsibility for the Policy and Procedure 
 
The GOVERNING BODY will: 

• Delegate powers and responsibilities to the Headteacher to ensure all academy personnel 

are aware of and comply with this policy 

• Nominate a link governor for attendance to visit the academy regularly, to liaise with the 

Headteacher and Attendance Lead, and to report back to the Governing Body 

• ensure that the attendance policy is carried out consistently 

• set attendance targets for the year 

• ask questions about attendance trends and what is being done to prevent persistent poor 

absence 

• monitor termly progress towards these targets 

• take responsibility for ensuring that the academy complies with all equality’s legislation 

• take responsibility for ensuring funding is in place to support this policy 

• take responsibility for ensuring this policy and all policies are maintained and updated 

regularly 

• take responsibility for ensuring all polices are made available to parents and carers 

• take responsibility for the effective implantation, monitoring and evaluation of this policy 

PARENTS/CARERS will: 

• Ensure that their children attend school regularly 

• Notify school on every day of absence before 9.30am 

• Provide medical evidence for illness which lasts for four days or more 

• Provide medical evidence for all illness absences where attendance is a serious concern 

• Meet with the Pastoral team and members of the Senior Leadership Team to discuss their 

child’s attendance when necessary 

• Avoid taking their children on holidays during term time 

• Complete a request for absence in term time form for exceptional circumstance and provide 

booking information and flight details for any holidays 

CLASS TEACHERS will: 

• Complete SIMs register at the start of each session (morning and afternoon) 

• Promote excellent attendance within their classes 

• Monitor daily patterns of attendance and report any concerns to the SLT or Pastoral Team 

• Provide class work for children to complete at home in exceptional circumstances 

• Regularly communicate with parents/carers over attendance matters (Silver Band) 

PHASE LEADERS will:  

• Provide parents/carers with individual pupil attendance records at the end of every 

half-term, at Parents’ Evenings and with the end of year school report 

• Liaise with the Pastoral Team and Class Teachers about attendance concerns and 

meet with those families in a timely manner (Bronze Band) 

• Report pupils whose attendance is a serious concern to the Pastoral Team 

• Celebrate good attendance during assemblies 



4 
 

PASTORAL TEAM will: 

• Monitor SIMS registers and input attendance data 

• Monitor the absence line message box 

• Make first day absence calls where necessary and record reasons for absence 

• Monitor patterns of absence and lateness alongside the SLT 

• Provide attendance reports for monitoring purposes 

• Operate an ‘open-door’ policy for parents/carers to discuss any attendance concerns and 

seek appropriate support 

• Carry out home visits where appropriate 

• Conduct ‘reasonable enquiries’ where necessary and appropriate 

• Carry out Fast Track procedures with parents/carers of children whose attendance is a 

concern 

• Offer Early Help for families to prevent attendance becoming a serious concern 

• Provide support for children in school whose attendance is a concern 

• Make referrals to the School Nurse team where necessary 

• Request medical evidence to authorise absence only in situations where attendance is a 

serious concern 

• Meet with parents/carers who request leave in term time due to exceptional circumstances 

• Make referrals to the Education Legal Intervention Team where appropriate 

• Make referrals to the Children Missing in Education Team where appropriate 

• Complete action plans with pupils whose attendance is of serious concern in conjunction 

with the Headteacher 

• Monitor unauthorised absences and send follow-up letters where no reason has been 

provided for absence 

• Offer rewards and incentives to encourage punctuality and attendance 

• Provide termly reports on attendance to the Headteacher and Governing Body 

• Report pupils whose attendance is a serious concern to the Deputy 

Headteacher/Headteacher 

 

DEPUTY HEADTEACHER/HEADTEACHER will: 

• Monitor official registers for accuracy  

• Liaise with the Pastoral Team about attendance concerns and meet with those families in a 

timely manner (Red Band) 

• Oversee attendance action plans for pupils with PA in conjunction with the Senior Learning 

Mentor 

• Celebrate good attendance during assemblies, newsletters and social media 

 

 

 

 

 

 



5 
 

Late Procedures 
 

Children who arrive late (after the gates close at 8.55am) must be signed in at the main school office 

by their parent/carer.  The child’s details should be entered onto the Inventry signing in screen along 

with the reason for the lateness.  The child will then be provided with a late pass and will give this to 

their class teacher as confirmation that they have been recorded onto the register. 

Children who arrive after the registers have closed (after 9.25am) will be marked as U.  This will give 

an unauthorised absence mark.  Children who frequently arrive late will be monitored and 

parents/carers will be contacted by Phase Leaders. 

 

Medical Appointments 
 

Medical appointments should be made outside of school time wherever possible to minimise 

disruption to lessons.  If a medical appointment is unavoidable then the school must be provided 

with a copy of the pupil’s appointment letter or card to authorise the lateness/absence. 
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Illness 
 

Parents and carers are encouraged to refer to the NHS guidance Is My Child Too Ill for School? to make 

informed decisions about their child’s fitness for school. 

https://www.nhs.uk/live-well/healthy-body/is-my-child-too-ill-for-school 

Authorisation of absence through illness is done so at the Headteacher’s discretion.   

Parents/carers are expected to inform the school of their child’s absence by 9.30am on every day of 

absence.  The school will contact parents/carers and/or other listed emergency contacts where no 

contact has been made.  Where required, the school may conduct reasonable enquiries with friends 

or neighbours and may conduct home visits. 

Follow-up letters will be sent to the parents/carers of pupils who have been absent from school 

without any reason being provided. 

When a child has an illness which lasts for five days or more (or four days in the event of an INSET Day 

or Bank Holiday), parents/carers are required to provide medical evidence which may enable the 

Headteacher to authorise the absence. 

Where attendance is of serious concern the Headteacher may require medical evidence to authorise 

any further illness absence.   

Telephone calls and handwritten notes from a parent/carer are not acceptable as medical evidence 

when attendance is of serious concern. 

Acceptable forms of medical evidence include: 

• Medical appointment card with one appointment entered 

• Letter from a professional such as a hospital Consultant or Psychologist 

• Evidence of a consultation with NHS 111 

• Medication prescribed by a GP 

• Copy of prescription 

• Print screen of medical notes 

• Letters concerning hospital appointments 

• Slip with date, pupils name and surgery stamp, signed by Receptionist 
 

Doctors or GP ‘sick’ notes are not required.  Please do not request these from your GP.  

  

https://www.nhs.uk/live-well/healthy-body/is-my-child-too-ill-for-school
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Strategies for Promoting Good 
Attendance 
 

• Daily Attendance and Weekly Attendance for classes will be written on the 

classroom doors to encourage daily dialogue with pupils and parents 

• Best Attending/Most Punctual Class will have a daily reward of entry to the VIP Club 

at lunchtime 

• Best Attending/Most Punctual Class for the week will have a Friday afternoon reward 

of additional time in the VIP Club. 

• Half-termly and termly rewards for Gold/Silver/Bronze attendance 

• Attendance display board will show names of pupils who have achieved 

Gold/Silver/Bronze standard 

• Attendance rewards for improved attendance 

• Pupils in Purple and Red bands will be closely monitored 

• Attendance Focus Weeks  

 

Persistent Absence 
 

Pupils with 90% or less attendance are classed as Persistent Absence (PA).  PA includes both 

authorised and unauthorised absence. 

All PA pupils will have action plans to try to improve attendance to above 90%.  This will be 

monitored by the Headteacher/Deputy Headteacher in conjunction with the Senior Learning 

Mentor. 

Pupils who are PA will be included on the school’s Safeguarding Vulnerability list. 
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Statutory Action 
 

There is a clear link between attainment and attendance.   

The Education Act 1996, Section 444(1) states: 

If a child of compulsory school age who is a registered pupil at a school fails to attend 

regularly at the school, his parent is guilty of an offence. 

The school will therefore use statutory action to encourage school attendance.  This is done 

to encourage pupil attendance and to ensure that they can benefit from their right to 

receive an education. 

 

NOTE: Definition of Parent 

 Section 576 of the Act defines the ‘parent’ of a child or young person as including:  

• Both of their natural parents, whether they are or were married or not;  

• Any person who, although they are not the natural parent, has parental responsibility for 

the child or young person, as defined in the Children Act 1989; and  

• Any person who, although not the natural parent, has care of the child or young person, 

i.e. with whom the child lives, irrespective of the nature of their relationship with the child.  

 

FAST-track to Attendance:  
An Early Help Process 
 

Heathlands Primary Academy use the FAST-track process to support our families in school.  

It is only used for pupils who are of compulsory school age.  Pupils with concerning levels of 

absence, whether authorised or not, will be included on FAST-track.   

FAST-track is an Early Help approach to improving pupil attendance which also seeks to act 

quickly where there is unauthorised absence.  This process aligns the thresholds for taking 

legal action for ongoing unauthorised absence with the Leave in Term Time (Penalty Notice) 

process, and the Local Authority ‘Code of Conduct’. 

A whole school School Attendance letter will be sent out in September of every year.  This 

will also be available on the school website. 
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Signs of Safety and Wellbeing 
 

Staff will complete the Signs of Safety and Wellbeing Three Houses form with pupils where 

attendance is a concern.  From this, there should be one of three Early Help outcomes: 

• Initiate simple reasonable adjustments to address the child’s unmet safeguarding 

needs 

• Develop a school focussed action plan with the child and parent/carer as 

appropriate 

• Initiate a multiagency Early Help Assessment (EHA) and Our Family Plan (OFP). 

If the conversation with the pupil indicates a serious safeguarding concern under ‘Right 

Help, Right Time’, the school will follow our safeguarding procedure as set out in the Child 

Protection and Safeguarding Policy. 

 

Unauthorised Leave in Term-Time 
 

Parents/carers are required to complete a term-time leave request form before any term time 

leave is taken.  The school will also require a copy of the booking information and flight details. 

Absence can only be authorised by the Head Teacher, within the boundaries set by the 

Education (Pupil Registrations) (England) Regulations 2006.   Head Teachers may not 

authorise leave during term time except where the circumstances are exceptional.  Under 

the Regulations, retrospective authorisation for leave in exceptional circumstances is not 

permitted. 

The fundamental principles for defining ‘exceptional circumstances’ are that they are ‘rare, 

significant, unavoidable and short’. 

Guiding Principles: 

1) Term times are for education.  This is the priority.  Children and families have 175 

days off a year including weekends and school holidays.  Headteachers will rightly 

prioritise attendance. 

2) The decision to authorise a pupil’s absence is wholly at the headteacher’s discretion 

based on their assessment and merits of each request 

3) If an event can be reasonably scheduled outside of term-time then it would not be 

normal to authorise absence for such an event – holidays are therefore not 

considered ‘exceptional circumstances.’ 

a. Schools will take the needs of the families of service personnel into account if 

this prevents them from being able to take family holidays during scheduled 

holiday time 
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4) Schools have a duty to make reasonable adjustments for pupils with special 

educational needs and/or disabilities. 

5) Families may need time together to recover from a trauma or a crisis 

6) It is acceptable for a school to take a pupil’s record of attendance into account when 

making absence-related decisions 

 

Family emergencies need careful consideration. It is not always appropriate or in the best 

interests of the child to miss school for emergencies which are being dealt with by adult family 

members. Being at school with support from staff and peers can provide children with 

stability. The routine of school offers a safe and familiar background during times of 

uncertainty. 

 

It is a parent’s legal responsibility to ensure their children receive appropriate education.  

Failing to send your child to school regularly without good reason is a criminal offence.    

 

 

Legal action that may be taken includes: 
  

• Issuing penalty notices: Each parent receives a penalty notice for each child who has 
unauthorised absence.  The penalty is £60 or £120 depending on how soon payment 
is made.  So, if there are two parents and two children the total penalties could be up 
to £480. Failure to pay may result in prosecution.  

 

• Taking parents to court for unauthorised absence: Education Act 1996 Section 444(1) 
- court can fine each parent up to £1000 per child, order payment of prosecution costs 
and/or impose a Parenting Order. 

 

• Taking parents to court for persistent unauthorised absence: Education Act 1996 
Section 444(1A) - court can fine each parent up to £2,500 per child, order payment of 
the prosecution costs, impose a Parenting Order and/or sentence you to a period of 
imprisonment of up to 3 months. 

 

Being taken to court could result in you having a criminal record.  

 

 


