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1. Statement of Intent 

To ensure every student achieves and maintains excellent attendance; enabling them to gain 

maximum benefit from the education and wider opportunities on offer as part of our 

community. 

To ensure all interested parties understand their role and responsibilities involved in promoting 

and supporting excellent student attendance. 

There is a very strong, evidenced, correlation between rates of school attendance and 

academic attainment, both nationally and at Beacon Academy.  Students who have regular 

attendance and then achieve academic success have a greater choice when they complete 

Year 11.  See Appendix A.  

. 

2. Legal Framework 

2.1 This policy has due regard to all relevant legislation and statutory guidance including, 

but not limited to; 

 

a. Education Act 1996 

b. Equality Act 2010 

c. The Education (Pupil Registration) (England) Regulations 2006 (as amended) 

d. DfE (2019) School Attendance 

e. DfE (2016) Children Missing Education 

f. DfE (2019) Keeping Children Safe in Education 

 

2.2 This policy operates in conjunction with the following school policies; 

a. Complaints Procedures Policy 

b. Children Missing Education Policy 

c. Child Protection and Safeguarding Policy 

d. Behaviour Policy 

 

3. Definitions of Student Absence 

 

3.1 The Academy defines “absence” as either: 

a. Arrival at school after the register has closed. 

b. Not attending school for any reason. 

 

3.2 The Academy defines an “authorised absence” as  

a. An absence for sickness for which the school has granted leave. 

b. Medical or dental appointments which unavoidably fall during the school day for 

which the school has granted leave. 

c. Religious or cultural observances for which the school has granted leave. 

d. An absence due to a family emergency. 

 

3.3 The Academy defines an “unauthorised absence” as, but not limited to, the following: 

a. Parents keeping children away from school unnecessarily or without reason. 

b. Truancy before or during the school day. 

c. Absences which have not been properly explained. 
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d. Arrival at school after the register has closed. 

e. Absence due to shopping, looking after other children or birthdays. 

f. Absence due to day trips and holidays in term time which have not been 

agreed. 

g. Leaving school for no reason during the day. 

 

3.4 The Academy defines “persistent absenteeism (PA)” as Attendance of 90% or less 

across the academic year for any reason. 

 

4. Expectations, Roles and Responsibilities 

Student Expectations 

4.1 The Academy minimum expected attendance for each and every student is 95%.  

This is referred to throughout this policy as “regular attendance”. 

 

4.2 Excellent punctuality is also an expectation of students.  Being punctual each and 

every day prepares students well for the world of work and later life.  All students 

are expected to; 

a. Be in school by 8.35am. 

b. Attend tutor time and all lessons on time. 

c. Be punctual to all other events. Trips and activities, they take part in and that 

are linked to the school. 

d. In exceptional cases where a student has a diagnosed medical 

condition/need, the condition/need is supported by an up to date diagnosis, 

and the specific condition/need is known to impact the student’s ability to 

attend school we will make reasonable adjustments to the application of this 

policy/attendance processes. 

e. Where evidence is not forthcoming or there is no clinical professional’s 

support for the need for absence no adjustments can/will be made. 

f. Please refer to the Student Behaviour Policy for sanctions with regards 

lateness to school. 

Parental Expectations 

4.3 Through sending you child to Beacon Academy parents and carers accept their 

statutory responsibilities and commit to sharing the Academy’s moral imperative to 

ensuring their child attends regularly and has excellent punctuality. 

4.4 The law further supports these expectations; The Education Act 1996 states; “as 

parent, you must ensure your child receives appropriate full-time education 

according to their age, ability and aptitude.  If your child is registered at a school, 

then they must attend regularly and punctually.  It is your responsibility as the parent 

to ensure good attendance.” 

4.5 Parents must provide accurate and up to date contact details for themselves, 

including at least two telephone numbers. 

4.6 Parents must provide contact details for at least one other responsible adult, 

including at least two telephone numbers. 

4.7 Parents are responsible for updating the Academy of any changes.  

 

http://www.beacon-academy.org/web/perch/resources/student-behaviour-exclusion-policy-june-2020.pdf
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Board of Trustees Expectations 

4.8 Monitoring the implementation of the attendance policy and procedures of the 

school. 

4.9 Ensuring that this policy, as written, does not discriminate on any grounds including, 

but not limited to, ethnicity/national origin, culture, religion, gender, disability or 

sexual orientation. 

4.10 Handling complaints regarding the policy as outlined in the Academy’s Complaints 

Procedures Policy. 

4.11 Having regard to ‘Keeping Children Safe in Education’ when making arrangements 

to safeguard and promote the welfare of children. 

Academy Expectations 

4.12 The Headteacher is responsible for the day to day implementation and management 

of the attendance policy and procedures of the school and distributing these to 

parents. 

4.13 All staff will be responsible for; 

a. Following the attendance policy, and for ensuring students do so too.  They will 

also be responsible for ensuring the policy is implemented fairly and 

consistently. 

b. Modelling good attendance behaviour. 

c. Using their professional judgement and knowledge of individual students to 

inform decisions as to whether any welfare concerns should be escalated. 

 

4.14 Staff will take the register within the first ten minutes of tutor time and each and 

every lesson. 

4.15 The Academy will ensure that every student has access to full –time education and 

will act as early as possible to address patterns of absence. 

4.16 The Academy will inform the LA of any student being deleted from the admission 

and attendance registers if they: 

a. Are being educated from home. 

b. No longer live within a reasonable distance of the registered school. 

c. Have an authorised medical note. 

d. Are in custody for a period of more than four months and the proprietor does 

not reasonably believe they will be returning. 

e. Have been permanently excluded. 

 

4.17 Where a student has not returned to school for 10 days after an authorised 

absence, or is absent from school without authorisation for 20 consecutive school 

days, the Academy will remove the student from the admission register if the school 

and LA have failed to establish the whereabouts of the child after making 

reasonable enquiries. 

 

4.18 The Academy will use the national attendance codes to enable the Academy to 

record and monitor attendance and absence in a consistent way.  Please refer to 

Appendix B. 
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5. Absence Procedures  

5.1 Only the Headteacher (not parents/carers or other relatives) can authorise the 

absence of your child from school.  There is no automatic right for a child to be 

absent from school.  The Headteacher may require you to provide evidence of the 

reason for your child’s absence otherwise the absence may be recorded on the 

official school register as unauthorised. 

5.2 If your child for any reason is not attending school parent/carers are expected to 

contact the school with details before 08.00am via;  

a. Edulink, where possible. 

b. Emailing attendance@beacon-academy.org  

c. Telephoning the absence line on 01892 603053. 

5.3 Parent/Carers are required to report each and every day of absence in this way. 

5.4 A telephone call will be made to the parent/carer of any student who has not 

reported their absence. 

5.5 The Academy will always follow up any absences in order to; 

a. Ascertain the reason for the absence. 

b. Ensure that proper safeguarding action is being taken. 

c. Identify whether the absence is authorised or not. 

d. Identify the correct code to use to enter the data onto the school census 

system. 

6. Requesting an Absence 

 
6.1 We recognise that parents/carers may, at times, request absence from school for 

their son/daughter.  The Academy following Government and Local Authority 

guidelines will not grant permission for holidays taken in term time.  Any holiday taken 

in term time will be recorded as unauthorised and could result in a fine being issued 

or legal proceedings. 

 

6.2 Absences will only be authorised in exceptional circumstances.  Exceptional 

circumstances are unlikely to include; 

a. Leaving early to go on a family trip/holiday or similar 

b. Going to a family wedding 

The term exceptional will be considered in an individual, case by case, basis.  Part of 

the consideration will be the impact the potential absence is likely to have on the 

individual student’s education.  The Headteacher’s decision is final in relation to 

authorising exceptional absences. 

6.3 Any request for an absence from school must be made at least 14 days in advance by 

completing the  Absence Request Form and returning it to the Attendance Officer in 

writing or via email at attendance@beacon-academy.org. 

about:blank
http://www.beacon-academy.org/web/perch/resources/withdrawal-from-learning-form-escc-feb-2018.pdf
about:blank
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7. Monitoring and review of attendance 

 
7.1 The Academy monitors attendance and punctuality regularly throughout the year. 

 

7.2 The Academy’s attendance target is 95%. 

 

7.3 The policy will be reviewed annually by the Headteacher and the attendance officer. 

 

7.4 Any changes made to the policy will be communicated to all members of staff. 

 

 

8.  School Support for regular attendance  

Staff will address attendance and punctuality concerns in a timely manner, through agreed 

processes. This may involve; 

a. Communication with parent/carers either by letter, telephone or both. 

b. Meeting with student’s in school to discuss our concerns. 

c. Setting sanctions for the student, principally to support missed work. 

d. Meetings with parents/carers and/or externally involved professionals. 

e. Setting attendance targets and using attendance support plans. 

f. Pastoral support and onward referrals to specific services. 

g. Liaison (with permission) with external medical professionals to evidence specific 

conditions/needs. 

h. Making announced or unannounced home visits. 

 

9. Rewarding good attendance 

 

9.1 Beacon Academy acknowledges 100% attendance with Beacon Credits. 

9.2 Good attendance and punctuality will be rewarded in the following ways: 

a. Recognition in assemblies. 

b. School trips and events are a privilege.  Where attendance is below 90% these 

privileges may be taken away. 

c. Attendance at the Year 11 Prom is by invitation only, a student’s attendance 

record will be taken into account. 

 

10. Complaints 
 

Please refer to the Academy’s Complaints Policy and Procedures if you have any concerns in 

relation to the procedures or processes that have been applied in relation to Beacon 

Academy’s management of the Student Attendance Policy.  

http://www.beacon-academy.org/web/perch/resources/complaints-procedure-policy-may-2019-final-updated-081119
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Appendix A –The correlation between attendance and attainment 

 

Attendance v Attainment 

Beacon Academy GCSE results Summer 2019 

 

% attendance %achieving 5 GCSEs inc Eng & Maths 

95 – 100% 85.2% 

90-95% 41.2% 

<90% 23.1% 

<80% 12.5% 
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Appendix B – National Attendance Codes 

The Academy will use the national attendance codes to enable the school to record and 

monitor attendance and absence in a consistent way.  The following codes will be used: 

/ = Present in the morning 

\ = Present in the afternoon 

L = Late arrival before the register has closed 

C = Authorised absence 

E = Excluded but no alternative provision made 

H = Authorised holiday 

I = Illness 

M = Medical or dental appointments 

R = Religious observance 

B = Off site educational activity 

 G = Unauthorised holiday 

O = Unauthorised absence 

U = Arrived after registration closed 

N = Reason not yet provided 

X = Not required to be in school 

S = Study leave 

T = Gypsy, Roma and Traveller absence 

W = Work experience 

V = Educational visit or trip 

P = Participating in a supervised sporting activity 

J = At an interview with an expected employer or another educational establishment 

D = Dual registered – at another educational establishment 

Y = Exceptional circumstances 

Z = Student not on admission register 

# = Planned whole or partial school closure 
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Appendix C - Attendance Changes During the Coronavirus (COVID-19) Pandemic 

1. Taking attendance during partial school closure 

During the partial school closure period, the Academy will adhere to the current government 

guidance by implementing the following measures: 

a. Attendance is non-compulsory during partial school closure and parents/carers will not be 

fined for not bringing their child to school in line with the Coronavirus Act 2020 

Disapplication of section 444(1) and (1A) of the Education Act 1996 (England) Notice 

2020. 

b. The Academy remains open for all vulnerable students and children of keyworkers who 

cannot receive sufficient care at home. 

c. The Academy’s attendance register will not be taken during partial school closure and the 

attendance code # will be used to denote planned full or partial school closure. 

d. The Academy will complete the ‘Educational setting status’ form by midday each day of 

partial school closure to provide the DfE with accurate information on whether the school is 

open to eligible students and how many students it is caring for during this time. 

e. If a child is expected to be in school does not attend, the Academy will contact the child’s 

parent/carer to ensure the safety and security of the child. 

f. Under no circumstances will an individual enter the school grounds if they are displaying 

symptoms of coronavirus. 

g. Parents/carers will inform the school if their child (who is expected to attend school) is ill, 

and/or displaying signs of coronavirus, and is unable to attend school as a result. 

h. If a student lives with an extremely clinically vulnerable person, they will be able to attend 

school if they adhere to strict social distancing measures. 

2.Taking attendance during the phased reopening 

When schools are advised to begin reopening to more students, the Academy will adhere to 

the current government guidance by implementing the following measures: 

a. Attendance is non-compulsory during phased reopening and parents will not be fined for 

not bringing their child to school in line with the Coronavirus Act 2020 Disapplication of 

Section 444(1) and (1A) of the Education Act 1996 (England) Notice 2020. 

b. The Academy will resume its attendance register once phased reopening commences. 

c. In addition to the attendance register, the Academy will continue to submit ‘Educational 

setting status’ form to the DfE. 

d. The school will devise a recover plan that will enable it to reopen safely and adhere to 

strict social distancing and hygiene rules in line with Public Health England’s (PHE) advice. 

e. The Academy respects the concerns of parents/carers and will not pressure them into 

bringing their child into school if they feel the setting is unsafe. 

f. The Academy will work with the Local Authority to ensure those who are expected to 

attend school are doing so, and any unexplained absences are dealt with using the correct 

channels. 

g. Under no circumstances will an individual enter the school grounds if they are 

displaying signs of coronavirus. 

h. Parents will inform the school if their child (who is expected to attend school) is ill, and/or 

displaying signs of coronavirus, and is unable to attend school as a result. 

i. If a student lives with an extremely clinically vulnerable person, they will only be able to 

attend school if they adhere to strict social distancing measures.  


