
 
 
 
 

St George’s CE Academy 
Attendance Policy 

 
The aim of this policy is to promote regular attendance and punctuality in support of helping all children achieve 

their best in our academy. 

The policy provides a detailed framework, which is shared with governors, all staff, parents/carers and children, so 

that all with responsibility for children’s attendance and punctuality are aware of their responsibilities. It also 

identifies the steps taken by St George’s CE Academy, where there is a need to improve attendance and / or 

punctuality. 

Regular attendance and punctuality are key to helping the children achieve their best in school. With regular 
attendance children have the opportunity to experience the full breadth of the curriculum and most importantly, 
develop the routine and expectation of attending school. 
 

 

With punctuality children are able to understand the expectations of the day’s activities, develop a sense of 

belonging to their class and are not disturbed in their preparations for learning. 

Lateness causes upset and anxiety for the child arriving late in school and causes disruption to the other members 

of the class and the teacher who has prepared the lessons to start promptly. 

 

Absence 

Reasons for absence 

Children are allowed to be absent from school through ill-health, medical treatment, religious observance, education 

elsewhere and special circumstances approved by the Headteacher. 

Absence for reasons other than those allowed is classified as unauthorised absence and is recorded as such against 

the child’s annual record of attendance. 

Notifying the academy of absence 

Where a child is absent for one of the above allowed reasons and this is known in advance, parents / carers should 

notify the school of the absence, either in person or in writing, prior to the start of the absence. This prior notice is 

kept in the school office, recorded in the attendance register and used to check against absent children. 

Where an absence is not known in advance, parents / carers have a responsibility to communicate the absence with 

the school on the first day of absence. In the event of the school not being informed on the child’s first morning of 

absence by 9:30am, school will automatically contact home by phone, to enquire as to why the pupil is missing. The 

school administrator will make this call and keep appropriate records of the discussion including the date and time. If 

there is no reply from home, a message is left where possible for parents/carers to contact the school. If there is still 

no feedback by lunchtime, school will phone again and records kept accordingly. 

Absence regulations 



Illness 

In most cases, a telephone call or a signed note / letter from the parent or carer informing the school that their child 

is ill is acceptable. Under certain circumstances, parents/carers may be asked to provide medical evidence, especially 

when a child has regular or repeated absences for illness or the same designated illness. An appointment card or 

prescription is sufficient for this purpose. 

Medical / dental appointments 

Parents/carers are advised that, whenever possible, they should make routine medical and dental appointments 

outside of school hours. When this is not possible, pupils should attend for that part of the day when they are 

available. 

Exceptional circumstances 

Pupils may miss school for exceptional reasons with the prior consent of the Headteacher. Exceptional circumstances 

include, for example, a family bereavement. 

Family holidays 

It is the academy’s firm policy that parents/carers should not take their children away on family holidays during term 

time. Legally, parents do not have an automatic right to take their children away from school during term time to go 

on a family holiday. Parents/carers should appreciate that if they take their child away for 10 days’ holiday during 

school time, their son or daughter may have missed around 5% of their possible learning time during the academic 

year. 

If a child goes on holiday in term time, unless there are ‘exceptional circumstances’ the absence will be recorded as 

unauthorised and parents/carers will be liable for any consequences. The application must be made in advance and 

the head teacher must be satisfied that there are exceptional circumstances based on the individual facts and 

circumstances of the case which warrant the leave. Where a leave of absence is granted, the head teacher will 

determine the number of days a pupil can be away from school. A leave of absence is granted entirely at the head 

teacher’s discretion. 

Religious observance 

The academy acknowledges and respects the fact that because of the multi-faith nature of Britain, there may be 

some occasions when religious festivals may fall outside of school holidays or weekends. Under these circumstances, 

special leave of absence will be granted if requested. This will be restricted to no more than one day for any specific 

religious observance or festival. In total, this should not exceed any more than three days in any academic year. Any 

further absences will be regarded as unauthorised. 

Exclusion 

In the rare event that it is necessary to give a child a fixed-term exclusion, this is counted as an authorised absence. 

The class teacher will make arrangements to have designated school work sent home. 

Unauthorised absence 

No absences will be authorised unless a parent / carer has provided a satisfactory explanation for their child missing 

school which is deemed to be acceptable by staff. 

Some examples of unsatisfactory explanations are: 

 Shopping for school uniforms 

 Having a hair cut 



 A pupil’s or family member’s birthday 

 A family outing or trip for the day 

 The closure of a sibling’s school for INSET or any other reason 

 Going to bed late and being too tired to get up 

Punctuality 

Punctuality is important in providing an effective start to the school day and developing children’s responsibility for 

their learning. It is a key responsibility of parents / carers to ensure their child is ready for school at the start of the 

day.  

Where there is a persistent pattern of lateness, parents / carers will receive a letter from the Education Welfare 

Officer and may be required to attend a meeting / receive a home visit. 

Class registers are taken each day at 8:55am. Any child arriving after the register has been finished and sent to the 

office, must report to the office on arrival at school. If this is before 9:30am, an ‘L’ is recorded in the register. 

Registers close at 9:30am and anyone arriving after this time, must have an acceptable reason for the lateness e.g. a 

dental appointment etc. If there is no acceptable reason, the lateness is recorded as an unauthorised absence. 

Monitoring of attendance 

All attendance data is monitored fortnightly by the school administrator and Head teacher. If a child’s attendance 

becomes a cause for concern, the Headteacher will contact parents / carers for a discussion. If it continues to be a 

concern, attendance data may be shared with relevant external agencies, including the Diocese of Hereford Multi 

Academy Trust (DHMAT), the Local Authority, social services and health agencies and with the Education Welfare 

Service. 

The following chart is used as our guideline when monitoring attendance and is shared with parents / carers: 

97% & above Excellent – well done! This will help all aspects of progress and life in school. It will enable a 
good start in life and supports a positive work ethic. 
 

96% - 97% Average – Well done, strive to build on this. 
 

90% - 95% Poor – Absence is now effecting attainment and progress at school. Please work with the 
school and Education Welfare Officer urgently to improve the situation. 
 

Below 90% Unacceptable – absence is causing SERIOUS CONCERN. It is affecting attainment and progress 
and is disrupting your child’s learning. School and the Education Welfare Officer will work with 
you to improve your child’s attendance in order to avoid possible legal sanctions. 
 

 

Permitting absence from school without a good reason is an offence by the parents / carers. Only the school can 

‘authorise’ absence. 

Improving school attendance 

St. George’s Academy, in conjunction with the Education Welfare Service, provides a range of support strategies to 

manage school attendance. It also implements a range of measures to improve the overall rate of attendance. These 

measures include: 

 Discussions / interviews with parents / carers, both formal and informal 

 Specific requests to outside agencies 

 A range of reward and incentive schemes 



 Reintegration support packages 

 Home visits 

 Interviews with non-attending pupils especially on their return to school 

 

Summary Attendance and Punctuality 

 Parents/carers inform school of absence known in advance, either in person or in writing. 

 Parents inform school on first day of unexpected absence before 9:30am. 

 School administrator seeks reason for absence where no reason is known. 

 Any pupil arriving after 9:30am without an acceptable reason is recorded in the register as having an 

unauthorised absence. 

 All attendance between 85% and 93% is targeted for monitoring and improvements need to be made. 

 Education Welfare Officer, School administrator and Headteacher monitor all attendance and punctuality 

carefully, with the Education Welfare Officer sending letters home and conducting home visits where 

improvement is needed. 

 In the event of an unauthorised holiday, parents/carers may receive a letter from the Education Welfare 

Officer informing them that a fine has been incurred. 
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