
 

 

 
 

 
 
 

 
 
 
 
 
 
 
 
 

Attendance Policy 
 

 

 
At Equa Multi Academy Trust, each pupil is important and valued and we have a 
commitment to providing them with best possible education. This cannot be achieved if 
attendance is poor. The Trust seeks to work with parents and carers to promote and support 
good attendance as pupils with high attendance are more likely to be happy, healthy and 
more successful in adult life. 
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1. Introduction 
 
1.1 At Equa Multi Academy Trust, each pupil is important and valued and we have a 

commitment to providing them with best possible education. This cannot be achieved if 
attendance is poor. We expect all pupils to have good attendance which is typically 98%, 
and will be concerned if absence increases to more than 4%.  A pupil who is absent 
more than this will fall behind other pupils in their work and may suffer from anxiety and 
emotional stress. As a Trust, we want to work with parents and carers to promote and 
support good attendance as we know that pupils with high attendance are more likely to 
be happy, healthy and more successful in adult life. 
 

1.2 This policy should be read in conjunction with the other relevant polices such as the 
Safeguarding and Child Protection Policy. 

 
 
2. The Legal Framework 

 
2.1 This policy will fulfil all of the legal and safeguarding responsibilities of schools with 

regards to attendance. 
 

2.2 The policy is set out within the framework of the Education Act 1996, the Education 
(Pupil Registration) (England) Regulations 2006, including amendments and other non 
statutory guidance. As a parent you have a duty to ensure that your child attends 
school regularly and on time.  Parents are liable to a Penalty Notice Fine or prosecution 
under Section 444 (1(A)). 

 
3. Registration 

 
3.1 By law schools are required to take an attendance register twice a day: at the start of the 

morning session and once during the afternoon; and to report to the Local Authority 
pupils who fail to attend regularly or who are absent for ten consecutive days or more 
without reason as a Child Missing Education (CME).   
 

3.2 Lavington School uses SIMs to complete electronic registrations in tutor time and all 
lessons during the school day. The morning tutor session and period 5 registrations are 
used for the morning and afternoon attendance sessions.    

 
3.3 At primary schools, an attendance register is kept which records which pupils are 

present at the start of both the morning and afternoon sessions of the school day.  The 
register will also indicate whether any absence is authorised or unauthorised. 

 
4. Punctuality 

 
Lavington School  

 
4.1 Morning registration is at 8.40am Pupils are regarded as late if they arrive after the 

register has been taken. They must sign in the Late Book which is held outside the 
school office and will be marked with an L (late). Registration closes at 9.05am. Any 
pupils signing in after 9.05am will be marked with the U code which means that the full 
session will be unauthorised and will require a note from their parents. Afternoon 
registration is at 1.45pm during period 5.  U sessions are used in attendance 
proceedings as unauthorised - it does not need to be a whole morning or afternoon. 
 

4.2 Pupils who are regularly late for school will be dealt with by their tutors and Pastoral 
Leaders. Pupils who are late for lessons will be dealt with by the class teacher in the first 



instance, passing the issue to Subject Leaders (for lateness to one subject only) or 
Pastoral Leaders for general lateness to lessons.  

 
Primary Schools 
 
4.3 Morning registration is at 9am. Registration closes at 9.30am. Afternoon registration is at 

1.00pm. 
 
4.4 Pupils who are regularly late for school will be dealt with by the class teacher in the first 
instance, passing the issue to the Headteacher if this persists. 

 
 

 
5. Authorised and unauthorised absences 

 
5.1 It is important to note that it is only school which can authorise absences and not 

parents. 
 

5.2 At Lavington School, parents are expected to inform the school at the earliest opportunity 
of their child’s absence. This should be done by telephoning 01380 812352, or by 
emailing enquiries@lavington.wilts.sch.uk.  If parents have not contacted the school, the 
school receptionist will contact parents via Parent Portal, and will continue to do so until 
contact is made. Telephone contact may be made if there are any concerns about 
attendance. 

 
5.3 At primary schools, parents are expected to inform the school at the earliest opportunity 

of their child’s absence. A telephone call, message left on the answer machine or a note 
to the office on the first day of absence should be followed by a note explaining the 
reason. This note will be kept on the register and used to account for all absences which 
must be reported annually by law. All absences must be reported by the start of the 
school day.  

 
5.4 If an illness is prolonged, parents are asked to keep the school receptionist informed of 

progress and provide medical evidence. 
 
5.5 Parents are also requested to contact the school to request any arranged absences, 

such as a hospital appointment or dentist. However, we request that as many routine 
appointments as possible are arranged out of school hours. 

 
5.6 All parents will be contacted if their child’s absence increases beyond 5% and a request 

for medical evidence may be sought in order to authorise further absences. 
 

5.7 Whole school attendance is monitored on a weekly basis and clear procedures will be 
followed should there be any concerns. Individual pupils, for whom there are concerns, 
are monitored on a daily basis. 

 
6. Leave of absence during term time 

 
6.1 The Trustees, Governors and Head teacher do not support parents taking their children 

out of school for holidays. 
 

6.2 Parents do not have a legal right to take children out of school and head teachers may 
not  
grant any leave of absence during term time unless there are exceptional circumstances. 
Examples of exceptional circumstances include service personnel and other employees 
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who are prevented from taking leave of absence outside term time at any point in the 
school year, or the terminal illness or bereavement of a parent or sibling if the absence is 
concurrent.  A letter from an employer may be required to support restricted work annual 
leave. 
 

6.3 If parents do wish to request leave of absence or Holidays in Term Time for such 
exceptional circumstances, they should complete the Leave of absence request form 
which is available on the school website or request a paper copy from the school office. 
 

6.4 Requests for leave of absence will be looked at on a case by case basis and it is up to 
the discretion of the Head teacher to make a decision about whether a request may be 
considered an exceptional circumstance or not. The Head teacher will inform the parent 
in writing as to the decision made regarding the request. 

 
6.5 If parents do decide to take their children on holiday where the absence is unauthorised, 

the school will follow Wiltshire Council’s Guidance for Schools on leave of absence 
during term time and inform the Education Welfare Service who will, on behalf of the 
Local Authority, issue a fixed penalty notice. Information about fixed penalty notices is 
available in section 10 below and in the Wiltshire Council leaflet entitled Penalty Notices 
for unauthorised absence during term time – Information for Parents and Carers which is 
also available on the school’s website. 

 
 
7. Persistent absence 

 
7.1 Attendance which falls to 95% or below is considered by the Department of Education to 

be ‘persistent absence’. 
 

7.2 Unless a child has a significant health issue which is supported by clear evidence from 
health professionals, this level of absence will always trigger a formal School Attendance 
Meeting (SAM). 

 
8. Early intervention 
 
8.1 If a pupil’s absence increases to 5%, the pupil’s attendance will be monitored until it 

improves. 
 
8.2 Tutors (secondary) or class teachers (primary) will discuss the importance of attendance 

with pupils.   
 

8.3 Parents will be sent a letter informing them that their child’s attendance is low and that it 
is being monitored.  In certain cases, where non-attendance is sudden, a School 
Attendance Meeting may be called without a letter of concern being sent first. 

 
9. School Attendance Meetings (SAM) 

 
9.1 School Attendance Meetings are held for any pupils whose attendance becomes a 

concern and for all pupils whose attendance reaches, or is approaching, 90%, even if 
there is a known medical condition. This will robustly monitor absences and put a plan in 
place to offer support.  Parents will be made aware that if there are 10 or more 
unauthorised absences, they may be at risk of a Penalty Notice Fine and/or prosecution 
under Section 444(1)(A) Education Act 1996. The first SAM will be held by the Pastoral 
Leader. 
 



9.2 If a parent does not attend a SAM, an opportunity will be given for a new date.  On the 
second invite, the SAM will be held with or without the parent present.  It is important 
parents attend SAM meetings to share their views.  Not attending meetings is regarded 
as non-engagement. 
 

9.3 Parents are invited to attend the meeting in order to discuss any issues and to resolve 
any problems which may be preventing the young person from attending school. At 
times, a SAM may be held to identify needs of a child with medical issues so that we are 
able to set up a Medical Personal Education Plan.   

 
9.4 Following the meeting, it is normal practice to expect 100% attendance.  This is followed 

by a SAM review meeting.  The Behaviour and Attendance Manager or Headteacher will 
attend the review meeting and make a decision about how to progress.  

 
9.5 If the pupil does not meet the target set, a penalty notice warning period of 15 days will 

be set in which the pupil is expected to have 100% authorised attendance. 
 

9.6 If a pupil’s absence continues without good reason within this period, a decision may be 
taken at a further Review Meeting to request a fixed penalty notice (Section 9.1) or it 
may proceed to prosecution under Section 444(1)(A)) of the Education Act 1996 by 
Wiltshire Council Education Welfare Service. 

 
9.7 The school would not normally provide work to pupils who are kept at home by parental 

choice as this infers that the school condone the absence.  In exceptional circumstances, 
work will be provided to a pupil who is experiencing difficult circumstances.  This is at the 
discretion of the Behaviour & Attendance Manager or Primary Headteacher.  

 
9. Penalty notices 

 
9.1 Section 444A and section 444B of the Education Act 1996 give powers to the Local 

Authority to issue Penalty Notices where a parent or carer is considered capable of but 
unwilling to secure an improvement in their child’s school attendance. 
 

9.2 Penalty Notices are issued for absence taken during term time where the leave of 
absence has not been authorised by the school, or an absence has not been requested 
in advance and the pupils has had a minimum of 10 sessions (5 school days) lost to 
unauthorised leave of absence during the previous six months up to an including the day 
the Educational Welfare Service is notified. 

 
 

10. Children with medical needs 
 

10.1 Pupils who have significant medical needs and who will be absent for 15 days or 
more require a Medical Personal Education Plan (Medical PEP).This is an opportunity 
for parents, school staff and any appropriate external agencies to produce a plan to 
support the pupil’s education needs, both during their absence and in preparation for 
their return to school. 

10.2 Any pupil who is unfit to attend school due to a long term medical condition may be 
referred to the Medical Needs Education Service. A letter from a paediatrician is 
required for this referral to be made. 
 

11. Pupils who return to school after absence 
 

11.1 When a pupil returns to school following a period of absence, they will be supported 
by their teachers in how best to catch up any work missed without making the 



reintegration process too stressful. This will be arranged on a one-to-one basis 
depending on circumstances. 

 
12. Removal from school roll 
 
12.1 A pupil will be removed from the school roll in accordance with the regulations in The 

Education (Pupil Registration) (England) Regulations of 2006. These regulations include 
when: 

 Parents make a written request to the school to home school their child. 

 Parents make a written request for a change of school, and the receiving school 
confirms that they have started. 

 They have been on a managed move and the school they are attending has agreed 
to take them on roll. 

 They have left at the end of Year 11. 

 They have been continually absent from school for a period of not less than 4 weeks 
and both  the school and the Local Education Authority have failed, after reasonable 
enquiry, to locate the pupil.  This follows the Child Missing Education procedures. 

 They are from the Traveller community and have been continually absent for a period 
of not less than 4 weeks. 

 The family have moved out of commutable distance. 
 
 
School specific information 
 
Lavington School 
 
13. Praise and rewards 

 
All schools ensure that good attendance is regularly rewarded  
 
 
13.1 Pupils are rewarded for regular attendance in a variety of ways. These include 
accumulating Kudos points for regular attendance, certificates and early lunch passes for 
100% attendance and certificates celebrating tutor group attendance. 
 
13.2 Rewards such as Kudos points will also be used for pupils whose attendance improves. 
 
 
14. Responsibilities 

 
 

14.1 The Standards Committee is responsible, in consultation with the Headteacher for 
establishing the Attendance Policy, for reviewing it annually and for monitoring 
attendance throughout the year. 
 

14.2 The Head teacher is responsible for: setting and monitoring annual attendance 
targets; and making decisions about authorising absences. 

 
14.3 Parents are responsible for: 

 Ensuring their child arrives at school on time, appropriately dressed, with the correct 
equipment and ready to learn 

 Informing the school as early as possible of their child’s absence by telephoning the 
school. Contact details are on the school website. 



 Working in partnership with the school to help their child gain an appreciation of the 
importance of attending school regularly 

 Working in partnership with the school and other agencies (as appropriate) to resolve 
problems relating to non-attendance or which may have a negative impact on their 
child’s attendance 

 Keeping staff in school regularly updated in the case of long term sickness. 

 Attending school attendance meetings and working towards targets set. 
 
 
14.4    At Lavington School 

 The Senior Deputy is the designated School Attendance Leader and is responsible 
for working with the Behaviour and Attendance Manager in developing strategies to 
improve and ensure good attendance. 

 The Behaviour and Attendance Manager will work with the Pastoral Leaders to 
monitor and improve attendance. 

 Pastoral Leaders are responsible for: monitoring and improving the attendance and 
punctuality of their year groups; following up any attendance or punctuality concerns 
of individual pupils; and arranging and attending School Attendance Meetings. 

 The administrative staff are responsible for the day-to-day administration of 
attendance including entering data accurately, and for contacting the parents of any 
pupils who have not contacted the school to confirm their child’s absence. Parents 
will be contacted on the first day of absence if they have not contacted the school. 
They will also ensure that any concerns are passed on to the Pastoral Team at the 
earliest opportunity. The administrative staff are also responsible for maintaining 
accurate records of who is on roll. 

 Tutors are responsible for: taking registers accurately and punctually; supporting the 
School Receptionist in following up absence notes; contacting parents and /or the 
Pastoral Leader when they notice an attendance issue is emerging; monitoring 
lateness and following up any pupils who are regularly late. 

 All staff are responsible for: taking class registers each lesson; reporting any 
absences of concern to the tutor; providing work for pupils who are absent for a 
period of time due to medical issues; and supporting pupils in their classes who 
return to school after a long-term absence. Staff should also help pupils to catch up 
on any work missed due to absence, setting realistic time targets. 

 Pupils are responsible for attending school regularly and ensuring that they are 
punctual to registration and all lessons. They are also responsible for catching up any 
work they have missed during their absence. Pupils are able to see a member of the 
pastoral team if there are any issues which are impacting on their attendance. 

 
 
14.5 At primary schools 

 The administrative staff are responsible for the day-to-day administration of 
attendance including entering data accurately, and for contacting the parents of any 
pupils who have not contacted the school to confirm their child’s absence. Parents 
will be contacted on the first day of absence if they have not contacted the school. 
They will also ensure that any concerns are passed on to the class teacher at the 
earliest opportunity. The administrative staff are also responsible for maintaining 
accurate records of who is on roll. 

 Teachers are responsible for: taking registers accurately and punctually; supporting 
the administrative teams in following up absence notes; contacting the Head teacher 
when they notice an attendance issue is emerging; monitoring lateness and following 
up any pupils who are regularly late. 

 Pupils, with the support of their parents, are responsible for attending school 
regularly and ensuring they are punctual to registration and class. 


